Volume 1| Issue 1
August 2016

You treat your employees
well and have a PTO
policy on the books for
non-exempt employees.
Great! But what about

exempt employees?

Empire SUITE TIME Series

You are Losing $1898 Per Employee. Wantto
Fix it?

This is an excerpt from an article originally published on Accounting WEB.

You treat youremployees well and have a PTO policy onthe books for non-exempt
employees. Great! But whataboutexemptemployees? While itis considered normal to
require periodictime reporting for non-exempt employees, many firms are more
relaxed when it comesto exemptemployees. This presents challenges on how to ensure
PTO isrecorded properly.

As a professional HR manager, perhaps you
ensure yourexempt employee PTO policyis
structured and well managed and you use a
combination of tools to track time off accrued,
scheduled and taken, according to your
organization’s policies. Perhaps you even take
it a stepfurtherand have implementeda
process to compare scheduled days off with
actual time recorded and make sure any
discrepancies are identified and resolved.
Congratulations! If you’ve done this, then
you're ahead of your competition.

However, if you are cringing a bitright now — notto worry. You are like alot of
organizationsthat have a PTO policy forexempt employees, butit’salittle loose and ad
hoc, and applied situationally ratherthan consistently across the firm. Fearnot:you’re
not alone. Today we’ll take amoment tofocus on some things you can do to improve
the efficiency of your systemsasitis a good ideatore-evaluate your PTO management
process.
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The costliability of unused
vacation time per employee
is $1,898, notincluding
personal or sick days. In
some case, they found that
the cost was up to 512,000!
-Project: Time Off

Consider the Following Three Questions:

1)

2)

3)

How do your employeesrequest PTO?

Is itautomated, asin Web- or e-mail based, ordo you use paper forms and
voicemail? Do you ask employees to enter PTO information in multiple systems?
Exemptemployees may or may not be required to submit daily orweekly
timesheets, butit’s not uncommon for companiesto require employees to
submitvacationrequeststoone systemin HR, and then submitanother
documentto payroll, orevena third department. Requiring submissions to
multiple systems can turn your most talented employeesinto clerks because of
an outdated and manual process. To solve this you need to make the system
easy and non-redundant.

How are you tracking PTO?

Do you ask employeesto submit PTO requests beforetime off is scheduled, or
do you ask youremployeestorecordthe PTO they’ve taken afterit’slong
passed. Inone real-world example, amajor New York bank asks employees to
record PTO at the end of the month. The issue with thisis the fallibility of our
memory. Practically everyone canrememberwhen they took aweek’s vacation,
but what about the half day of sick time on the 2ndto go to the dentist? Or
Wednesday the 4w spentinJury Duty? How about the summer Friday when they
took a half day, ducked out early and headed to the beach? This mightbe a
good time to re-evaluate policies and havingasystemthatis easyand user
friendly (as mentioned in pointone) will encourage adoption and regular
tracking, ratherthan procrastination leading to missed entries.

Do you have a process for comparing scheduled PTO with PTO actually taken?
Are you notified immediately if anemployeecallsinsick or takes an
unscheduled vacation day? Are you notified if an employee worksona
scheduled PTO day? Most companies don’t take the time or make the effortto
monitor and manage PTO efficiently. If you don’tallow employees to make
unauthorized withdrawals from the company bank account, why would you
allow unauthorized or unaccounted for PTO?

Unaccounted for PTO also has direct cost implications. If your company pays out unused
PTO, eitherannually orwhen the employee leaves the organization, those dollars add
up fast. Does your company have a specificpolicy limitingaccrued PTO days? Inan
analysis conducted on behalf of determined that
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the cost liability of unused vacation time peremployee is $1,898, not including personal
or sickdays. In some cases they found that the cost was up to $12,000! If your firmis
not doing a good job tracking vacation days used for exempt employees, you may end
up owingthema substantial check whenthey depart, orsoonerif youdecide to
implementa “Use itor Lose it” policy.

PRCJECT:TIME OFF

The Case for an Integrated PTO Management
Solution

A firm’s Finance, HRand IT departments should work togetherto create aseamless,
integrated PTO Management solution that ensures employees are taking the PTO
they’re allowed and are recordingit properly. It should provide managers with the tools
they needto monitorcompliance and support company policy.

When looking attime and expensetracking software solutions foryour organization, HR
professionals have many options. It’s always important to make sure the features you
needare includedinthe solution you purchase. The most robust system may sound
wonderful, butif the userinterface isn’tfriendly, none of the above challenges will be
solved because youremployees will be unwillingto use itregularly. Things like
integration with calendars and email (e.g. Outlook), customized rules and notifications,
employeeand HR professional dashboards, mobile apps, and cloud-based dataare all
importanton differentlevelsto different organizations. Make sure you find asolution
that fits and will grow with you and make yourjob as an HR professional easier.

Want to check your current systemand see if you could benefitfrom an affordable
enterprise business solution to solve this challenge? Please contact EmpireSuitetoday at
212-381-0434 fora quick, no-obligation evaluation orclick here tosign up for a FREE 30-
day trial of our award-winningsuite of tools.

William Cornfield, CPA, MBA, is president and founder of
WSG Systems Corp, manufacturerof Empire SUITE, the
award-winningbusiness management and automation
software and EMPIRE TIME OFF, a software solution
designed to enable companies to more efficiently
manage vacation time, sick time, and personal time off
through the internet and email.

©2016 WSG Systems Corp, 393 51" Avenue, 8" Floor, New York, NY 10016 — 212-381-0434
Empire SUITE — www.empiresuite.com



http://www.empiresuite.com/
https://www.empiresuite.com/signup
http://www.empiresuite.com/default.aspx

