2025 PTO Cash-In Process
We offer you the opportunity to cash in your Paid Time Off (PTO) two times a year. To comply with Internal Revenue Service (IRS) guidance, if you want to cash in PTO hours, you must designate the amount of PTO you will cash in the year preceding the year in which you will earn it. For example, if you want to cash in 80 hours of PTO in 2025, you must designate those hours in 2024. 

· The PTO Cash-In election period will be held Dec. 1 – 31, 2024.

· You will use My Total Access to make your PTO cash-in elections for 2025.

· You are eligible to participate if you had at least 80 hours of PTO on Nov. 8, 2024. You can view your current PTO balance in My Total Access.
· By the end of the election period, you must designate the number of hours you want to cash in for 2025.

· During each period, you may cash in up to 40 hours in eight-hour blocks. Please remember that you should have 80 hours of PTO remaining after cashing in.
· If you have a negative balance or if the PTO Cash-In places you in the negative balance, you will not receive PTO Cash In.
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How Much Can I Cash In? 

There are two requirements to cash-in PTO hours. First, you can not cash in more PTO hours than you are estimated to earn in 2025. Second, you should have an estimated balance of 80 hours after your cash-in amount. You may want to estimate how much PTO you will have during the upcoming cash-in periods. We’ve provided an example of estimating your PTO on the worksheet below. 

To complete the worksheet:

1. Fill in your Nov. 8, 2024, PTO balance.
2. Estimate how much PTO you will accrue by the time of the cash-in period by multiplying your PTO accrual rate (shown at right) by the number of pay periods between Nov. 8 and the cash-in period.

3. Subtract the number of PTO hours you plan to use between now and the date of the cash-in. You’ll need to estimate how much PTO you will use over the next few months including any planned vacations, holidays when your office is closed or days you may be out sick. This will give you your estimated PTO balance.

4. Subtract the 80 hours to keep for your PTO balance. This will give you the number of hours you may cash in at the May cash-in period. 

5. Complete the same steps to estimate your PTO balance for the November cash-in periods.

6. Calculate your total estimated PTO accrual for 2025 and compare it to the total cash-in request.  You can not cash-in more than you are estimated to earn.

Use the information from the worksheet to complete your 2025 PTO cash-in election form in My Total Access during the Dec. 1-31 election period.
In order to better serve our customers, please submit requests and questions through the Jira portal here: https://jsd.carilionclinic.org/payroll


Example of How to Estimate Your PTO Balance

This example is based on a full-time employee who plans to work 80 hours each pay period. The worksheet shows an estimated projection of how many hours the employee has to cash in at each cash-in period.

	PTO Estimating Worksheet Example

	May 9 Cash-In Period

	PTO Balance (as of Nov. 8, 2024)
	160

	+ Estimated accrual (# of pay periods x PTO accrual rate)
	+ 96.07 (13 x 7.39)

	- Planned usage (Planned PTO + holidays + sick days)
	- 32 (8 + 8 + 16)

	Projected balance for May 9, 2025
	224.07

	- Minimum balance
	- 80

	Hours available to cash in
	144.07 (40 is the maximum per pay period)

	Nov. 7 Cash-In Period

	Projected PTO Balance for May date
	224.07

	- May Cash-In
	- 40

	+ Estimated accrual (# of pay periods x PTO accrual rate)
	+ 96.07 (13 x 7.39)

	- Planned usage (Planned PTO + holidays + sick days)
	- 64 (16 + 32 + 16)

	Projected balance for Nov. 7, 2025
	216.14

	- Minimum balance
	- 80

	Hours available to cash in
	136.14 (40 is the maximum per pay period)


Blank Worksheet for Your Use

	PTO Estimating Worksheet Example

	May 9 Cash-In Period

	PTO Balance (as of Nov. 8, 2024)
	

	+ Estimated accrual (# of pay periods x PTO accrual rate)
	+       (13 x   )

	- Planned usage (Planned PTO + holidays + sick days)
	- 

	Projected balance for May 9, 2025
	

	- Minimum balance
	- 80

	Hours available to cash in
	(40 is the maximum per pay period)

	Nov. 7 Cash-In Period

	Projected PTO Balance for May date
	

	- May Cash-In
	- 

	+ Estimated accrual (# of pay periods x PTO accrual rate)
	+   (13 x )

	- Planned usage (Planned PTO + holidays + sick days)
	-   

	Projected balance for Nov. 7, 2025
	

	- Minimum balance
	- 80

	Hours available to cash in
	(40 is the maximum per pay period)


Information Needed to Estimate Your PTO





PTO Accrual Rates


Full-time employee, �0 – 4.99 years of service = .0924 per hour or 7.39 per pay period based on 80 paid hours 


Full-time employee, �5 – 14.99 years of service =.1115 per hour or 8.92 per pay period based on 80 paid hours 


Full-time employee, �15 years or more of service =.1308 per hour or 10.46 per pay period based on 80 paid hours





 PTO Cash-In Dates


May Cash-In: Paid May 9 payroll; 13 pay periods before this date.


November Cash-In: Paid Nov. 7 payroll; 13 pay periods from May 9 until this date.











