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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Paycheck Protection Program OMB Control Number 3245-0407
x Loan Forgiveness Application Revised June 16, 2020 Expiration Date: 10/31/2020
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PPP Schedule A

PPP Schedule A Worksheet. Table 1 Totals
Line 1. Enter Cash Compensation (Box 1) from PPP Schedule A Worksheet, Table 1:

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

Line 3. Enter Salary/Hourly Wage Reduction (Box 3) from PPP Schedule A Worksheet, Table 1:
If the average annual salary or hourly wage for each employee listed on the PPP
Schedule A Worksheet, Table 1 during the Covered Period or the Alternative Payroll
Covered Period was at least 75% of such employee’s average annual salary or hourly

wage between January 1, 2020 and March 31, 2020, check here [1 and enter 0 on line 3.

PPP Schedule A Worksheet, Table 2 Totals
Line 4. Enter Cash Compensation (Box 4) from PPP Schedule A Worksheet, Table 2:

Line 5. Enter Average FTE (Box 5) from PPP Schedule A Worksheet, Table 2:

Non-Cash Compensation Payroll Costs During the Covered Period or the Alternative Payroll Covered Period

Line 6. Total amount paid or incurred by Borrower for employer contributions for employee health insurance:

Line 7. Total amount paid or incurred by Borrower for employer contributions to employee retirement plans:

Line 8. Total amount paid or incurred by Borrower for employer state and local taxes assessed on employee
compensation:

Compensation to Owners

Line 9. Total amount paid to owner-employees/self-employed individual/general partners:
This amount may not be included in PPP Schedule A Worksheet, Table | or 2. If there is
more than one individual included, attach a separate table that lists the names of and
payments to each.

Total Payroll Costs
Line 10. Payroll Costs (add lines 1, 4, 6, 7, 8, and 9):

Full-Time Equivalency (FTE) Reduction Calculation
If you satisfy any of the following three criteria, check the appropriate box, skip lines 11 and 12, and enter 1.0 on line 13; otherwise,
complete lines 11, 12, and 13:

No reduction in employees or average paid hours: If you have not reduced the number of employees or the average paid hours of
your employees between January 1, 2020 and the end of the Covered Period, check here [

FTE Reduction Safe Harbor 1: If you were unable to operate between February 15, 2020, and the end of the Covered Period at the
same level of business activity as before February 15, 2020 due to compliance with requirements established or guidance issued
between March 1, 2020 and December 31, 2020, by the Secretary of Health and Human Services, the Director of the Centers for Disease
Control and Prevention, or the Occupational Safety and Health Administration related to the maintenance of standards for sanitation,
social distancing, or any other worker or customer safety requirement related to COVID-19, check here 1.

FTE Reduction Safe Harbor 2: If you satisfy FTE Reduction Safe Harbor 2 (see PPP Schedule A Worksheet), 0}6011: 0.

Line 11. Average FTE during the Borrower’s chosen reference period:

Line 12. Total Average FTE (add lines 2 and 5):

Line 13. FTE Reduction Quotient (divide line 12 by line 11) or enter 1.0 if any of the above criteria are met:
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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.

Date Range [ x }

Date Range

Start Date End Date

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
e Each Box is at the bottom of Table 1, referenced by a key. (screen shot on next page)
e To make edits on this worksheet, export to XLSX or CSV and you can modify it with
your spreadsheet program.
e To print a verification report, press <ctrl>+P on your keyboard to print this report as

verification documentation.
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Home Employees Payroll Reports Tools

GO DRSS CV-19 Dashboard (<3

EPSL-EFMLA ERC FP 8-Wk Sched. A Table 1 FP 8-Wk Sched. A Table 2 FP 24-Wk Sched. A Table 1 FP 24-Wk Sched. A Table 2 FP Payroll Costs FP Excess Wages PPP Payroll Costs PPP 100k EE PPP FTE Count
Wilie E Coyote, LLC .
Date Range: 1/1/2020 - 6/30/2020 Date Printed Ran: 07/06/2020

DBA: Acme Explosives
EIN: 74-2457718

dB) Export to PDF (8 Export to XLSX &) Export to CSV
CompanylD RowType EmployeelD ~LastName FirstName CashCompensation ~AverageFTE = SalaryHourlyWageReduction ~ SteplA  SteplB  SteplC  StartDate TermDate ~Step2A  Step2B  Step2C  Step3A  Step3B  Step3C  LastStepCompleted
18 Employee 7648 Right Rita 15625.00 1 0 33854.22 30000.00 113 01/01/2017 SteplC
18 Employee 7649 Davis Sandy 16250.00 1 0 35208.39 31200.00 113 01/01/2017 SteplC
18 Employee 7652 Valdez Donovan 25175.00 1 0 5454592 34800.00 157 01/01/2017 SteplC
18 Employee 7653 Dare Kathy 18750.00 1 0 40625.06 36000.00 113 01/01/2017 SteplC
18 Employee 7654 Goldstein Ivan 19375.00 1 0 41979.23 37200.00 113 01/01/2017 SteplC
18 Employee 7655 O'Cornnor  Kory 27900.00 1 0 60450.09 38400.00 1.57 01/01/2017 SteplC
18 Employee 7656 Richardson Betty 20625.00 1 0 44687.57 39600.00 113 01/01/2017 SteplC
18 Employee 7657 Moore William 15300.00 1 0 33150.05 40800.00 0.81 01/01/2017 SteplC
18 Employee 7658 Moore Sherman 15750.00 1 0 3412505 42000.00 0.81 01/01/2017 SteplC
18 Employee 7659 Trevino Steven 22500.00 1 0 48750.08 43200.00 113 01/01/2017 SteplC
18 Employee 7661 Tell Veronica 20043.00 0.9 0 43426.57 44400.00 0.98 01/01/2017 SteplC
18 Employee 9847 Marks Carol 14744.80 1 0 31947.12 28300.80 113 06/04/2018 SteplC
18 Employee 2333 Parks Shirley 6960.00 05 0.00 15080.02 0.00 0.00 01/01/2017 0.00 0.00 0.00 -15080.02 0.00 Step3D
18 Totals 238997.80 124 0.00
Key /
Box1 /
Box2
Box3

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)

PPP Loan Foregiveness Application Form 3508 Instructions © Execupay, Inc. 2020
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Home Employees Payroll Reports Tools

0 L CV-19 Dashboard |-

EPSLEFMLA  ERC  FP8WkSched. ATable1  FP8WkSched.ATable2  FP24-Wk Sched. A Table 1 FP 24-Wk Sched. A Table 2 FPPayrollCosts  FPExcessWages  PPPPayroliCosts  PPP100KEE  PPPFTE Count

Wilie E Coyote, LLC -

DBA: Acme Explosives Date Range: 5/1/2020 - 6/30/2020 Date Printed Ran: 07/06/2020 ange Date

EIN: 74-2457718

dB) Export to POF {8 Export to XLSX &) Export to CSV.

Company ID Row Type Employee Id Last Name First Name Cash Compensation Average FTE
18 employee 4567 Lewis John 2925.00 02
18 Employee 7651 Abbott Ben 7000.00 1
18 Employes 7974 Knowles Debbie 4000.00 1
18 employee 7477 Davidson Calvin 8000.00 1
18 Employee 7447 Zook Abe 12000.00 1
18 Employes 6747 Dickson Darin 11716.00 1
18 Employee 6984 Roberts David 6000.00 1
18 employee 7787 Newby Terry 5200.00 1
18 employee 7836 Parks Paula 7000.00 1
Totals 63841.00
Key
Box4
BoxS5
AboutExecupay | TermsOfUse | PrivacyPolicy | Blog Pawered by EXECUPBY

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.
execupay 1] (2] o) ¢ =

Home Employees Payroll Reports Tools

@Payrou LN V9 Dashboard I3

EPSLEFMLA  ERC  FP8WkSched. ATable1 ~ FP8WKSched.ATable2  FP24.WkSched.ATable1 ~ FP8WkSched.ATable2  FPPayroll Costs  FPExcessWages  PPP Payroll Costs  PPP 100k EE PPP FTE Count

Wilie E Coyote, LLC a Change Date
DBA: Acme Explosives Date Range: 4/1/2020 - 4/30/2020 Date Printed Ran: 06/30/2020 [ changepace |

EIN: 74-2457718

) Evvort t0 POF R Export to XX ) Export to CSV

Company ID Start Date End Date FTE4D FTE30

18 04/01/2020 04/30/2020 13 144

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 FTE4O0 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 <ctrI>+P to print this report as verification documentation

for each time period.

FTE REDUCTION SAFE HARBOR 2

FTE Reduction Safe Harbor 2:

Step 1.

Step 2.

Step 3.

Step 4.

Step 5.

Enter the borrower’s total average FTE between February 15, 2020 and April 26, 2020. Follow the same method that
was used to calculate Average FTE in the PPP Schedule A Worksheet Tables. Sum across all employees and enter:

Enter the borrower’s total FTE in the Borrower’s pay period inclusive of February 15, 2020. Follow the same method
that was used in step 1: .

If the entry for step 2 is greater than step 1, proceed to step 4. Otherwise, FTE Reduction Safe Harbor 2 is not
applicable and the Borrower must complete line 13 of PPP Schedule A by dividing line 12 by line 11 of that schedule.

Enter the borrower’s total FTE as of the earlier of December 31, 2020, and the date this application is submitted:
If the entry for step 4 is greater than or equal to step 2, enter 1.0 on line 13 of PPP Schedule A; the FTE Reduction Safe

Harbor 2 has been satisfied. Otherwise, FTE Reduction Safe Harbor 2 does not apply and the Borrower must complete
line 13 of PPP Schedule A by dividing line 12 by line 11 of that schedule.

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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Scheduled With Payroll Drag a column header here to group by that column

Period End

Payr... Date 4 Report
Delivered To Employees - - P

On Demand Q Q o a

QuickBooks Online 133 10/22/2020 Payroll Label Report

133 10/22/2020  Payroll Liability Report
Custom Reports
133 10/32/2020  Checks Ex

b. To filter the reports use the Date column. You can sort by Date and scroll to
February.
c. Orchoose the Filter Between option and narrow down your reports to just

February.

Schedule Report With Payroll
S

Drag a celumn header here te group by that column

Payr... Date { Report
Q — 2/1/202... Q
115 | = Equals yort
5=
115 # Does not equal keport
< Less than
115
> Greater than
115
< Less than or egual to
1 > Greater than or equal to uchers Ex
115 Between =X
115  Q Reset legister Ex
115 2/20/2020 Payroll Register Totals

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

Pay Period: Weekly 02/12/20 . 02/18/20

Co.No: 18 Sopheak’s Test Company

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

a. Clicking Payroll Home

| CV-19 Dashboard -3

b. In the Payroll Calendar section, choose 2/15/2020
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Payroll Calendar

[ONGEO] July - August, 2020 ~

Monthly cf & @ February 2020 [OI0] Menday
Sun Mon Tue Wed Thu Fri Sat 6 _
26 27 28 29 30 31 1 Weekly Prc

2 3 4 5 6 71 8
g 10 11 12 13 14 15

Weekly Pr

16 17 18 19 20 21 22 13
23 24 25 36 27 28 29

! 20
1 2 3 4 5 6 7

| Today | L

2 3

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.

Payroll Chart
100,000
$30,000
Payroll Details
Total Hours: 840.00 a
Total Gross: $27,146.60
Total Net: $20,287.83
Payroll Periodi# 3
Frequency: Weekly
Payroll Calendar
Start Date: 2/12/2020
[ONONO] February 9 - March 28, 2020 -
End Date: 2/18/2020
2/9/2020 - 2/15/2020 Payroll Periodit 2 2/23/2020 - 2/29/2020
-
| Monthly Processed (2/20/2020 #11|5| | " r | Weekly Ended (2/20/2020 #115) | | Weekly Processed (2/20/2020 #115)

D 4 Weekly Started (2/20/2020 #115)

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.

@é@" Paycheck Protection Program OMB Control Number 3245-0407
% Loan Forgiveness Application Revised June 16, 2020 Expiration Date: 10/31/2020

PPP Loan Forgiveness Calculation Form

Business Legal Name (“Borrower”) DBA or Trad if applicable
Business Address Business TIN (EIN, SSN) Business Phone
Primary Contact : )E-ml;l Address
SBA PPP Loan Number: Lender PPP Loan Number:
PPP Loan Amount: PPP Loan Disbursement Date:
Employees at Time of Loan Application: n Employees at Time of Forgiveness Application: a
EIDL Advance Amount: EIDL Application Number:

Payroll Schedule: The frequency with which payroll is paid to employees is:

L Weekly [0 Biweekly (every other week) [0 Twice a month ] Monthly O Other
Covered Period:, to
Alternative Payroll Covered Period, if applicable: to

If Borrower (together with affiliates, if applicable) received PPP loans in excess of $2 million, check here: [

Forgiveness Amount Calculation:

Payroll and Nonpayroll Costs o
Line 1. Payroll Costs (enter the amount from PPP Schedule A, line 10):

Line 2. Business Mortgage Interest Payments:

Line 3. Business Rent or Lease Payments:

Line 4. Business Utility Payments:

Adjustments for Full-Time Equivalency (FTE) and Salary/Hourly Wage Reductions o
Line 5. Total Salary/Hourly Wage Reduction (enter the amount from PPP Schedule A, line 3):

Line 6. Add the amounts on lines 1, 2, 3, and 4, then subtract the amount entered in line 5:

Line 7. FTE Reduction Quotient (enter the number from PPP Schedule A, line13): Q

Potential Forgiveness Amounts
Line 8. Modified Total (multiply line 6 by line 7):

Line 9. PPP Loan Amount:

Line 10. Payroll Cost 60% Requirement (divide line 1 by 0.60):

Forgiveness Amount
Line 11. Forgiveness Amount (enter the smallest of lines 8, 9, and 10):

SBA Form 3508 (06/20)
Page 1
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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.

execupal ia
P y Home Employees Payroll Reports Tools

EPSLEFMLA  ERC  FP8WkSched. ATable1  FP8WkSched.ATable2  FP24.Wk Sched.ATable1 ~ FP8WkSched.ATable2  FPPayroll Costs  FPExcessWages  PPPPayroliCosts  PPP100KEE  PPP FTE Count

Wilie E Coyote, LLC

Date Range: 4/1/2020 - 4/30/2020 Date Printed Ran: 06/30/2020

DBA: Acme Explosives
EIN: 74-2457718

o8 export to POF

B Export to 15X ) Export to Csv.

Company ID Start Date End Date FTE4D FTE30

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 FTEA4O0 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 <ctrI>+P to print this report as verification documentation

for each time period.
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Wilie E Coyote, LLG:
DBA: Acme Explosives
EIN: 742457118

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.
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