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DDS has contracted with PPL to provide Financial Management to improve services to 
you. Please do your part to correctly complete timesheets so that payment is not 
delayed. Call PPL for help if you need it. 

Keep these important instructions. Timesheets are paid on a bi-weekly check run.  See 
the attached check run schedule. Timesheets are due by Monday at noon after the close 
of the pay period. Any timesheets received after the deadline will be processed in an off 
cycle check run the following Friday. 

Completed timesheets should be faxed toll free to 1-866-743-2680 Timesheets 
can also be mailed to the following address: Public Partnerships, LLC, DESE/DDS 
Program, One Cabot Rd, STE 102, Medford, MA 02155. Faxing timesheets may 
speed the payment process for you. If possible, please fax your timesheets to PPL. For 
additional copies go to http://www.publicpartnerships.com. 

Important Do’s and Don’ts 

MUST DO MUST NOT DO 
Use black ink Don’t use pencil or colored ink 
Stay inside the lines Don’t use military time 
Write numbers and letters clearly. A machine will 
read your timesheet.  Take the time to write 
clearly, or ask someone else to write for you. 

Do not round time. PPL will do this. 

Complete one timesheet per consumer.  Use a 
new timesheet for each consumer you serve. 

Don’t use any other timesheet. PPL cannot pay 
attendants if a different timesheet is submitted. 

Use a separate timesheet for each service type. Don’t use one timesheet for two consumers or 
more than one service type. 

Consumers (or designated signatory) and 
Attendants must sign and date the timesheet 

Try not to touch the edges of the box when 
writing numbers and letters. 

Fill in ALL required boxes, including 
Consumer and Provider Name, ID and 
Service Type. 

Don’t cross out information if you make a 
mistake.  Start a new timesheet. 

Use 2 lines when a provider starts and stops work 
2 times in the same day 

Don’t write notes on the timesheet. This will 
cause our scanners to reject the timesheet and 
may delay payment.  

Use A.M. and P.M. correctly. We show you how 
on the following page.  

Don’t forget to fill in all information such as 
Attendant and Consumer Name, ID, Service Type. 
Timesheets must be signed and dated by both 
the consumer and the attendant.  

http://www.publicpartnerships.com/


Need help? Call Customer Service Toll Free at 1-888-623-5688 

Recording Header Information: 

1. Complete all header information for the Provider and the Consumer.
Include name and ID of the Provider and Consumer. The Provider ID is the ID provided to
your employee by PPL. Please contact DDS for your consumer ID. Contact PPL Customer
Service if you have any questions regarding these identification numbers.

2. Use the correct pay period for your region (attached). Write the date in
MM/DD/YYYY format.
Make sure you write the start and end date for your pay period.

3. Record the time of day correctly using A.M. and P.M.
A.M. means morning. Morning starts at midnight, and ends at 11:59:59, or 11 o’clock, fifty-
nine minutes and 59 seconds, or one second before noon.

P.M. Afternoon and evening (or night time) is captured by the initials P.M. Afternoon starts
at noon, or 12:00, and ends at 11:59:59, or 11 o’clock, 59 minutes and 59 seconds, or one
second before midnight. The date changes at midnight.

4. Indicate the correct service type
Confirm only ONE service type has been bubbled in completely.  Each service type has a
specific tax implication which is why it is important to fill each timesheet out based on
service type provided.

5. Be sure to sign and date the timesheet.


