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How to use this template: replace everything in [yellow brackets], delete the grey notes for employers, and delete this box. Check the notice at the end and the laws of your state before use.
[Company Name]
Paid Time Off (PTO) Policy
Effective date: [Effective Date]
Applies to: [All employees / full-time employees / other]
How PTO is earned
Eligible employees earn [Number] hours of PTO for every [Number] hours worked, up to a maximum balance of [Number] hours.
Note for employer (delete before use): If you prefer to give a fixed amount instead of accrual, replace this sentence with one such as: "Eligible employees receive 15 days of PTO each calendar year, credited on January 1."
Requesting PTO
Request PTO at least [Number] days in advance using the PTO request form or [System]. Requests are approved based on business needs, in the order they are received. Unplanned absences are handled under the sick leave and attendance policies.
Carryover
[Choose one, after checking your state law:] Unused PTO carries over to the next year up to [Number] hours. / Unused PTO carries over with no limit, subject to the maximum balance above.
PTO when employment ends
[Choose one, after checking your state law:] Accrued, unused PTO will be paid in the final paycheck. / Accrued, unused PTO will not be paid at separation, except where state law requires payment.
Holidays
[Company Name] observes the following paid holidays: [List of Holidays].
This policy is not a contract of employment and does not change the at-will nature of employment with [Company Name]. [Company Name] may change this policy at any time, and will apply it in line with federal, state and local law.
I have received and read this policy, and I understand it.
Employee
Signature:	
Printed name:	
Date:	
Important: please read (delete before use)
This template is a free starting point, not legal advice. MadyHR.ai is not a law firm and cannot give legal advice. Employment law is different in every state, and some cities have their own rules. Laws also change. Before you use this template, check it against the laws where your employees work, and speak to an employment attorney or your state labor department if you are unsure. You use this template at your own risk, and MadyHR.ai accepts no responsibility for how it is used. Links to official government websites are given for information only; MadyHR.ai is not affiliated with or endorsed by any government agency.
Rules in your state may differ. Federal law sets the minimum. Your state — and sometimes your city or county — may add extra rules on this topic. Check with your state labor department before you use this template.
U.S. Department of Labor – State labor offices
Official sources
1. U.S. Department of Labor – Vacation leave — https://www.dol.gov/general/topic/workhours/vacation_leave
1. U.S. Department of Labor – Sick leave — https://www.dol.gov/general/topic/workhours/sickleave
1. U.S. Department of Labor – Last paycheck — https://www.dol.gov/general/topic/wages/lastpaycheck
1. U.S. Department of Labor – State payday requirements — https://www.dol.gov/agencies/whd/state/payday
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