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This document outlines what is needed to configure the most common Time Off Benefit Policies. Your responses 
to the questions below will allow us to help you complete your setup. Consult any applicable time off rules, 
including paid sick time rules that may impact your employees and be sure that your responses are consistent 
with minimum requirements. 

 

What would you like to track? 

The common options are:  
 

□ Paid Time Off (PTO)    □ Vacation  

□ Sick       □ Personal 

(Many employers combine all time off into a bundled PTO. Some state and local Paid Sick Time rules 
may address combining paid sick time into an overall PTO plan. Be sure to review the laws in your 
applicable jurisdiction.) 

How do you want to award benefits hours? 

Indicate the frequency in which employees receive benefit awards. 
 

□ First day of each Pay Period    □ First day of each month 

□ Annually on January 1st    □ Annually on employees’ anniversary date 

□ Per each hour worked (Note: This type accrues on a daily real-time basis only.) 

Example: “My employees receive 4 hours of PTO on the first day of each Pay Period.” 

Do any of the following details about your policy apply? 

If they do, give us a call and an ADP Time & Attendance Specialist will discuss this with you in more detail. 
 

□ Amounts increase with tenure 

□ Different groups earn different amounts (for example, exempt vs. non-exempt or full time vs. part time) 

□ Probation period for new hires  

□ Maximum Balance  

□ Carryover rules (Note: Partial carryover amounts are only available with lump-sum award intervals)  

 
Example: “My full-time employees receive 40 hours of PTO annually for their first two 

years of employment, then their amount increases to 80 hours. After five years of 

employment, they receive 120 hours. My part-time, non-exempt employees receive 48 

hours of paid sick leave annually. My new hires become eligible for accruals at the end of 

their 90 day probation, so they get a prorated amount.” 
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