
Confirm service codes match 

authorization codes on the PPT’s plan.  

Did the PHW use correct hourly 

increments to record work time?  

15 min = .25, 30 min = .50, 45 min = .75 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check that pay period dates match 

the payroll cycle and do not overlap 

with other payroll cycle weeks.  

Confirm both the worker and 

PPT have signed the timesheet 

Confirm signature dates are either on the last 

date of the pay period, or after. (ie- in this 

example on 7/23 or after)  

*No whiteout can be 

used on timesheets! 

 

Hours must 

be totaled 

for weeks  

1 & 2 



 

 

 

Types of Errors on timesheet: To be moved to “Follow-up” folder  

• Missing signature date(s)  

• Missing signatures  

• Early signature date(s)  

• Wrong increments   

• Incomplete signature date(s)  

• Wrong dates   

• Ineligible   

• White-out is used on the timesheet  


