PTO Cash Out Policy
Purpose
Advantus Corp will allow eligible employees to cash out a portion of their accrued but unused PTO balance.  This policy is intended to provide employees with the ability to utilize accrued PTO time in cases of hardship.
Scope
Employees who have been continuously employed for ninety (90) days may cash-out up to 80 hours of accrued but unused PTO each calendar year.
Eligibility
· Employee must be continuous and full-time for a minimum of 90 days.  
· Hours cashed out must be in whole number increments and cannot exceed 80 hours per calendar year.
· Only hours that are earned, not advanced, are eligible for payout.  
· Hours cashed out cannot exceed the unused balance available to the employee.  
· Cash outs will be processed with regularly scheduled payroll cycles.
· Cash Out requests must be received at least 7 calendar days before the desired pay date.
PLEASE NOTE:  PTO payouts in wages are subject to federal tax withholding, 401k, social security, Medicare, and any applicable state tax withholding.  PTO hours included with regular payroll are not paid as overtime hours, regardless of how many hours the employee works during the pay period.
Employees are responsible for managing PTO hours to allow for adequate reserves if there is a need to cover vacation, illness or disability, appointments, emergencies, or other situations that require time off from work.  Employees will not be permitted to use any PTO time that is not available in their bank and must keep a minimum of 16 hours available for unexpected instances of time needed.  
