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PTO policy design checklist
Use this alongside the guide. Updated October 14, 2026.

List every state and city where employees work

Check paid sick leave rules in each location

Decide on separate banks, a combined PTO bank, or unlimited PTO

Choose accrual or front-loading for each type of leave

Set accrual caps instead of use-it-or-lose-it where required

Confirm payout rules at separation for each state

Set guardrails and a minimum expectation for unlimited PTO

Plan how existing balances are handled before switching policies

Publish the holiday calendar and consider floating holidays

Explain how partial-day absences work for exempt employees

Write request, notice, and approval rules

Add state-specific sick leave supplements

Track balances in your HRIS or time system

Shopping for HR software?
Compare 20 platforms and request free quotes at www.hrtally.com/compare/
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