
PTO & VACATION ACCRUAL PAYROLL TEMPLATE

COM PAN Y N AM E 

DEPARTM EN T 

EM PLOYEE N AM E 

EM PLOYEE ID 

HIRE DATE 

ACCRUAL POLICY PARAMETERS

ACCRUAL RATE (HOURS/PAY PERIOD) 

AN N UAL CARRYOVER LIM IT (HOURS) 

M AXIM UM  ACCRUAL CAP (HOURS) 

CURRENT BALANCE SUMMARY

OPEN IN G BALAN CE 

TOTAL YTD ACCRUED 

TOTAL YTD USED 

AVAILABLE PTO BALAN CE 

BALAN CE EFFECTIVE DATE 

ACCRUAL AND USAGE LEDGER

Pay Period End Beginning
Balance

Hours Accrued
(+) Hours Used (-) Ending Balance Notes / Comments

Employee Signature



DATE 

Payroll Manager Signature

DATE 


	PTO & VACATION ACCRUAL PAYROLL TEMPLATE

