
PTO Exchange:

Employee Introduction 
Creating Choice and Flexibility from Excess PTO

American Senior Communities

F O R :



AVA I L A B L E  P L A N S

FINANCIAL WELLNESS SOCIAL WELLBEING

Donate to Non-Profits

ASC has enabled the following service plans for eligible employees:

Cash Out



G E N E R A L  R U L E S  F O R  U S I N G  P T O  E X C H A N G E

• You must maintain a PTO balance of at least 40 hours.  Only hours above 40 are eligible for exchange.

• You may exchange up to 80 hours per year.

• PTO exchanged will be deducted from your PTO balance.

• PTO Enhancement hours are not eligible for this program.

Eligibility
• All employees who are eligible to receive and participate in American Senior Communities’ paid time off (PTO) 

program are eligible to participate in PTO Exchange. Employees in the Work Life Balance Flexible PTO program 
are not eligible for PTO Exchange.  

 
Taxes
• PTO is taxable income.  Whether you are cashing it out or donating to your favorite non-profit, the PTO you 

use will be added to your paycheck and taxed at your regular tax rate.

Service Charge
• The IRS will not allow American Senior Communities to provide a dollar-for-dollar exchange of PTO.  For all 

plans, a 7.5% Service Charge will apply.  Unfortunately, ASC is not allowed to pay this fee on your behalf.



P T O  E X C H A N G E  A c c o u n t  S e t - U p  I N S T R U C T I O N S

Please note:  The site URL 
https://ptoexchange.com/setup/asc is the URL used to 
create your PTO Exchange account.  To log on to your 
account in the future you will go to 
https://ptoexchange.com

https://ptoexchange.com/setup/asc
https://ptoexchange.com/


For security purposes, 
it is very important you 
use your own personal 
email to create your 
account.   









9. You will receive confirmation.





Logging into the PTO Exchange Site after 
creating your account
• Once you account is created, you will use https://ptoexchange.com to 

log on to your account in the future. 

https://ptoexchange.com/


N e e d  M o r e  I n f o ?

More information can be found on the ASC Employee 
Benefits Portal:

  (URL: ascom.mybenefitsinfo.com)

ASCOM Benefits Site – Benefits Information from 
MyBenefitsInfo

For Support
If you ever need help or have a question, send us note at:  
support@ptoexchange.com

https://ascom.mybenefitsinfo.com/
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