
1     PPP Loan Foregiveness Application Form 3508 Instructions            © Execupay, Inc. 2020 

PPP LOAN FORGIVENESS 
APPLICATION FORM 3508 
INSTRUCTIONS 
The following document walks you through filling out the 3508 (long form), highlighting the data 

we provide and were to find the data. 

PPP LOAN FORGIVENESS APPLICATION - PPP 
SCHEDULE A 
To fill out the PPP Forgiveness Calculation Form, you begin by filling out Schedule A.  The 

diagram below displays the PPP Loan Forgiveness Application PPP Schedule A and 

corresponding numbers to explain the data we provide.   
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The data for PPP Schedule A derives from Schedule A Table 1 and Table 2.  These tables are 

provided for you in the CV-19 Dashboard.   

Choose the Schedule A tables that match the forgiveness period you have selected, either 8-

week or 24-week.  When you run the report, plug in the date range for your coverage period or 

alternative coverage period. 

 

1) Item 1 – 3:  Lines 1 – 3 and Table 1 Box 1, Box 2, and Box 3 
a. Line 1. Enter Cash Compensation (Box 1) from PPP Schedule A Worksheet, Table 

1 

b. Line 2. Enter Average FTE (Box 2) from PPP Schedule A Worksheet, Table 1 

c. Line 3. Enter Salary/Hourly Wage Reduction (Box 3) from PPP Schedule A 

Worksheet, Table 1 

• Each Box is at the bottom of Table 1, referenced by a key. (screen shot on next page) 

• To make edits on this worksheet, export to XLSX or CSV and you can modify it with 

your spreadsheet program. 

• To print a verification report, press <ctrl>+P on your keyboard to print this report as 

verification documentation. 
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If you have an employee with a Salary/Hourly Wage Reduction that is greater than $0.00, refer 

to Page 7 of the PPP Loan Forgiveness Application Table Instructions under Salary/Hourly 

Wage Reduction.  Columns Step1A, Step1B, Step1C, Step2A, etc. correspond to the 

instructions.  The Last Step Completed is where the formula ended to get the answer for this 

column. 

2) Items 4 – 5:  Lines 4 – 5 and Table 2 Box 4 and Box 5 
a. Box 4 (Cash Compensation) and Box 5 (Average FTE) can be found on Table 2.  

The reference key is color coded.  (photo below) 
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3) Item 6:  Line 11 - Average FTE during the Borrower’s chosen reference period: 
a. To get average FTE for the chosen reference period, run the PPP FTE Count 

report for the specific date range.  The FTE Count Report will calculate your Full 

Time Equivalency based on the date selected. 

 

b. Run PPP FTE Count Report by clicking on that tab. 

c. Click the Change Dates button and enter the date range needed.   

d. The value in the FTE40 field is the value you use for “Employees at Time of…” 

(the FTE30 count is no longer used in PPP calculations). 
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e. On your keyboard, press <ctrl>+P to print this report as verification documentation 

for each time period. 

 

FTE REDUCTION SAFE HARBOR 2 
 

 

Step 1:  Use the PPP FTE Count report to calculate the FTE for the date range of 2/15/2020 to 

4/26/2020, following the same steps as the previous section.  Print the report for verification if 

needed. 

Step 2:  Use the PPP FTE Count report to calculate the FTE for the date range of your pay 

period that included 2/15/2020 using the period start and period end dates as the range, 

following the same steps as the previous section.  If you are not sure what your pay period was 

during that time we can help in a few ways.   

1) You can reference previous payroll reports to show this, like the Payroll Liability Report or 

the Payroll Register.  The pay period is at the bottom of each page. 

a. Go to Reports | Standard Reports | Scheduled with Payroll 
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i.  
b. To filter the reports use the Date column.  You can sort by Date and scroll to 

February.   

c. Or choose the Filter Between option and narrow down your reports to just 

February. 

i.  
d. View the Payroll Liability Report or the Payroll Register.  The report footer displays 

the pay period dates. 

i.  
2) You can also view your calendar on the Payroll Home by: 

a. Clicking Payroll Home 

i.  
b. In the Payroll Calendar section, choose 2/15/2020 
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i.  
c. Select Timeline View 

d. Click on the payroll calendar item that includes 2/15/2020.  Scroll down to view the 

period start and period end dates. 

i.  

 

Use this date range to run the PPP FTE Count report again.  Print the report for verification if 

needed. 

Step 4:  Use the PPP FTE Count to calculate your FTE on the earlier of either December 31, 

2020 or the date this application is submitted. 
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PPP LOAN FORGIVENESS APPLICATION PPP – 
FORGIVENESS CALCULATION FORM 
The following page is the PPP Loan Forgiveness Application PPP Loan Forgiveness Calculation 

Form and corresponding numbers to explain the data we provide.   
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1) Employees at time of loan application and time of forgiveness application 

To get employees at time of loan application and forgiveness application, run the PPP 

FTE Count report for each date range.  The FTE Count Report will calculate your Full 

Time Equivalency based on the data selected.  We suggest running the report for the 

month, to ensure all your employees are counted (but this is not required, you can run it 

for a smaller data range and only pay dates in that ranges will counted.  

 

a. Run PPP FTE Count Report by clicking on that tab. 

b. Click the Change Dates button and enter the date range for the month you applied 

for the loan.  For example, if you applied for the loan in April, use 4/1/2020 to 

4/30/2020 as the date range.   

c. The value in the FTE40 field is the value you use for “Employees at Time of…” 

(the FTE30 count is no longer used in PPP calculations). 

d. On your keyboard, press <ctrl>+P to print this report as verification documentation 

for each time period. 
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e. Repeat these steps for Loan Application and Forgiveness Application date ranges. 

2) Line 1 on this document is from PPP Schedule A, Line 10. 

3) Line 5 on this document is from PPP Schedule A, Line 3. 

4) Line 7 on this document is from PPP Schedule A, Line 13. 


	PPP Loan Forgiveness Application Form 3508 Instructions
	PPP Loan Forgiveness Application - PPP Schedule A
	FTE Reduction Safe Harbor 2
	PPP Loan Forgiveness Application PPP – Forgiveness Calculation Form


