SBA Paycheck Protection Program
Forgiveness Guide




Table of Contents

SBA Paycheck Protection Program Forgiveness Guide ...........c.coceeerurvcnerscnericnencncnennncnnes 1
Determine Eligibility fOr FOrm 3508 EZ ...ttt aesesesssseesesens 1
3508 FOrm (LONE FOITN) RESOULICES.......ccovveueuriieeceeiriicicneereeeaensateeaesessesesesess s eseseassessaseacsesssseensacns 1
PPP FOrgiveness WEDSITE .......ccoceeiiieeeeeeeeeeecceeee e s eaes 1
SBA Paycheck Protection Program Form 3508EZ (EZ Form) Eligibility Overview................ 2
Overview for Determining Form 3508 EZ Eligibility .........ccocoeoieririneenininieeerieeeeceeeeeenee 2
1. EZ Form Eligibility REQUITEIMENLS ......ccceimiiiieeceeeeeeeeeceeeeeee e eseaes 2
2. Next Steps: NOT ELIGIBLE fOI EZ FOITN......ccccccvviiieieeeeeeeeesssssssssssssssssssssssssssssssssssasses 3
3. Next Steps: ELIGIBLE fOI EZ FOITIL .....ccoviiiiiiieeeeeeeeeeesssssssssssssssssssssssssssssssssssssssssasaes 3
(0003142 =Ta 1 24< 5 (o 1 ISR 4
AIterNative COVETEA PEIIOM .....c.uooueveeieieieeieieteeeeeetesteeteseeeee st esseestessessesstesssssssssessesssessessesssossesseensoses 4
SBA Paycheck Protection Program Form 3508EZ (EZ Form) Supporting Documents .......... 5
3508EZ ELIGIDILILY ...ttt ettt ne 5
PAYTOLL COSES ...ttt e s s s eaeaes 5
INONIPAYTOIL COSES ..ottt ittt e ettt e et s e et st sse e et st esesa et st sssssssssessssnsnsssesensnssesssensnsnes 6
SBA Paycheck Protection Program Form 3508EZ (EZ Form) Online Application Guide........ 8
Video WalKtRIOUGRS ..ottt ettt sttt ettt 8
Step 1 — Invitation to Start APPLICALION .....cceveveveeeiieieeeteeeee ettt ees 8
Step 2 — Create a new PIN for your Forgiveness ReqQUESL...........ccoeeeueurireecurueenencucieinineeeeeeeneeaene 9
Step 3 — Check Your EZ FOrm ELgiDility .......ccooeoeueurireeecieieiieecricceicrisccceteeeesescee e eeeeeaene 10
Step 4 — Complete Borrower INfOrmation .........ccccccoeeeeeeeeeneeneeeeeeeeeseseeeeeee e seeeseseaeaes 1
Step 5 — Employment INfOrMation.......cococeeeereneeeeeeeeeeeeeeeeeeeee e seeeee e ee e e sssssssasaes 12
Step 6 — Payroll INOrMAtion ......cccoeueuiirieeieieieeeier ettt ettt 12
Step 7 — L0oan INfOITNALION .....cceeeceeeeecccceeceecssese s s s s s s s s s s s s s s s s ananas 13
Step 8 — EMPloyee COMPENSALION ....ccruruerereeeeeiceeieeseeeessssssssssssssssssssssssssssssssssssssssssasses 13
Step 9 — OWNeETr COMPENSATION ....cvviiiirieiecirteteeertete ettt sttt se st st se e et st se et eseseseenes 16
Step 10 — NON PAYTOLL COSES ...uuiuiuiuiuiiiiieeeeeeeeeeee e se s s s se s s s s s s s s s s s s sssasan 17
Step 11 — Calculate FOTZIVEIESS .....ccuuieccieiiieeieieiececietri e teeaese e ese e asesese s aseaesessssaseasaes 19
Step 12 — Review Your Application Before SUDMItting ........ccccceveveeueiririneienirreeceeeeeeeee 19
Step 13 — Submit Application to 1st Capital BankK ... 20
Step 14 — Signing YOUT APPLICAtION.......coceueueirireeicirireecietete ettt ettt eeaeae 20
SUPPOTE QUESTIOTIS ...ttt e sttt et ae st st s s e et st se e et et ese et stesesesetssesenessstesesenensnss 21

SBA Paycheck Protection Program Forgiveness Guide i

919H 1e1S
SSANIAIDHO0L ddd

malnIan(Q Anyiqibig

(72
[=
=]
=]
o
=
—
o
o
o
o
=
@
>
—
w

$89In0SaYy aping ddy auljuQ

INHO4 9NO1

sjuawnoo( 1oddng

aping ddy auijug

INHO04 9NO1

INHO4 9ONO1




SBA Paycheck Protection Program Form 3508 (Long Form) Resources..........ccccceeeeeueeernnne. 22
LONE FOITIL RESOULICES .....cveuiiiiieiieitiiieteetteeteetecte ettt st st s et s e stsse st ssestssestssessesennsens 22
Long Form Supporting DOCUIMENLS......c.ccoceeeeeeeeeeeeeeeeeeeeeeaeseseeseeseseeseseseseseesesesesesescacses 22
Long Form Online Application GUIAE .........c.ceeeveeueurirerccueirireecisieineeeieiseseeeie et sessenesens 22
SBA 3508 FOITIL INSEIUCTIONIS .uvvievvieieiitieitiitieenreeteesteesstessteestesssesssesssesssessssesssssssssssssssessssssssssssessasssssssnses 22
PPP FOIGivVeness WEDSITE ......cceurirecueeeieieccieet ettt aesesese et aesese s assaesesssssensacns 22
SBA Paycheck Program Form 3508 (Long Form) Support Documents..........ccccecceereucrerncene. 23
Payroll Costs & Full-Time Equivalency (FTE) Calculation .........ccccoeoeoeveveveneneeneeeeeeeeeeeeenes 23
INONPAYTOLL COSES ...t s e s aeaes 24
SBA Paycheck Protection Program Form 3508 (Long Form) Online Application Guide ....... 26
Video WalKtRTOUGRS ...ttt 26
Step 1 — Invitation to Start APPLICALION .....c.cevevevieiiriceeee ettt es 26
Step 2 — Create a new PIN for your Forgiveness ReqQUESL...........ccoeeeueurerieeuririneneeieiriseeeieeeseeaee 27
Step 3 — Complete BOrrower INfOrmation........ccocceeeeeeeeeeeeeseesseeeeeessesesssssssssssssaes 28
Step 4 — Employment INfOrmation.........cccoveeeeeriireeeeeeeeeeeieeeeeeee e s ss s ssaeaes 28
Step 5 — Payroll INFOITNATION ...c.ceiiieeeeeeeeeeeeeeee e e eas 29
Step 6 — Loan INfOrMAtiON .....c.cccoveveieeieeeece ettt e st s s snees 30
SEEP 7 — SCREAUILE A.......o ettt ettt ettt st a et st sesn st eseseneanees 30
SteP 8 — FTE REAUCTIONS ...ttt ettt ettt st a st s e e et sesasssessssnsnsnes 37
Step 9 — NONPAYTOIL COSLS....ucuruiuruiiririieiseeeeeessssesssesses s ssss s sssssssssssssssssssssssssssssssasasssssssasaes 38
Step 10 — Calculate FOrZIVEMESS.......c.ceurieeururiieeieieiriecieesieeeieis ettt et aseeseseseseneaens 39
Step 11 — Review Your Application before SUDMItEING ......ccccoeeerereeueiririrerceeireceerceeeeeeaene 40
Step 12 — Submit Application to 1st Capital BankK.........cccceceeeveeirieeeeeirereeeeieeeeeete e 40
Step 13 — Signing YOUT ADPPLICATION ....ucuiuiuiieeeeeeeeeeeeeee e eeaes 41
SUPPOIT QUESTIONIS ..ttt ettt ettt ettt ettt st e et et e et s s et esestesantesentesentesensesanaasans 42
PPP Schedule A — Excel WOrkbooK INSEIUCLIONS ......ooviveeiiieieeieiececeeteeeesetee et 42

SBA Paycheck Protection Program Forgiveness Guide i

919H 1e1S
SSANIAIDHO0L ddd

malnIan(Q Anyiqibig

(72
[=
=]
=]
o
=
—
o
o
o
o
=
@
>
—
w

$89In0SaYy aping ddy auljuQ

INHO4 9NO1

sjuawnoo( 1oddng

aping ddy auljugQ

INHO04 9NO1

INHO4 9ONO1




SBA Paycheck Protection Program
Forgiveness Guide
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Important Note: This information is designed to provide you with considerations based
on the Small Business Administration’s (“SBA’s”) Loan Forgiveness Applications and

the forgiveness guidelines for the Paycheck Protection Program (“PPP”) as currently
understood. It is very important to take note that the SBA may issue further guidance with
respect to forgiveness of PPP loan amounts. You may want to consult your CPA or attorney.

malnIan(Q Anyiqibig

Determine Eligibility for Form 3508 EZ

The SBA has implemented two versions of the Loan Forgiveness Application — SBA Form 3508
and SBA Form 3508EZ. SBA Form 3508EZ (the “EZ Form”) is a streamlined application that
does not require you to complete PPP Schedule A or compile the PPP Schedule A Worksheet.
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The first step toward completing your Loan Forgiveness Application is determining if you
are eligible for the EZ Form. 1st Capital Bank’s Form 3508 EZ Eligibility Overview provides an
overview of who qualifies for the EZ Form and further resources for completing the EZ Form.
Guide is available here:

© Form 3508 EZ Eligibility Overview

3508 Form (Long Form) Resources
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If after reviewing the Form 3508 EZ Eligibility Overview, determining you are not eligible
for the EZ Form, you must use SBA Form 3508 (the “Long Form”) to complete your Loan
Forgiveness Application. The Long Form requires additional supporting documentation and
payroll calculations to determine your loan forgiveness. A complete listing of 1st Capital
Bank’s Long Form resources is available here:

© 1st Capital Bank’s Long Form Resources
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PPP Forgiveness Website

1st Capital Bank’s PPP Forgiveness website is available here:
© https://www.web.abrigo.com/1st-capital-bank-ppp-forgiveness

1st Capital Bank has partnered with Abrigo to provide an online platform for completing
your PPP Forgiveness. Abrigo created several application guide videos walking you through
accessing your application, filling out your application, inputting the required fields for

the forgiveness calculation, and understanding how the calculation is working within the
software.

sjuawnoo( 1oddng
INHO04 9NO1

1st Capital Bank Copyright © 2020

INHO4 9ONO1

SBA Paycheck Protection Program Forgiveness Guide 1

aping ddy auijug



https://www.web.abrigo.com/1st-capital-bank-ppp-forgiveness

SBA Paycheck Protection Program
Form 3508EZ (EZ Form)
Eligibility Overview

Important Note: This information is designed to provide you with considerations based
on the Small Business Administration’s (“SBA’s”) Loan Forgiveness Applications and

the forgiveness guidelines for the Paycheck Protection Program (“PPP”) as currently
understood. It is very important to take note that the SBA may issue further guidance with
respect to forgiveness of PPP loan amounts. You may want to consult your CPA or attorney.

Overview for Determining Form 3508 EZ Eligibility

The SBA has implemented two versions of the Loan Forgiveness Application — SBA Form 3508
and SBA Form 3508EZ. SBA Form 3508EZ (the “EZ Form”) is a streamlined application that
does not require you to complete PPP Schedule A or compile the PPP Schedule A Worksheet.

1. EZ Form Eligibility Requirements

You may use the EZ Form if you satisfy at least one of the following:

€ You are a self-employed individual, an independent contractor, or a sole proprietor who
had no employees at the time of your loan application and you did not include any employee
salaries in the computation of average monthly payroll in your loan application.
OR

@ You did not reduce annual salary or hourly wages of any employee (as defined below)
by more than 25 percent during the © Covered Period compared to the period between
January 1, 2020 and March 31, 2020.

Employee: For the above statement, employee only includes those employees earning less
than $100,000 at annualized rate during any single payroll period of 2019.

AND

You did not reduce the number of employees or the average paid hours of employees
between January 1, 2020 and the end of the © Covered Period.

Not including employees who:

1) You offered to rehire and refused — and — the employee was on your payroll as of
February 15, 2020.

OR

2) You offered to restore hours worked and the employee refused — and — the employee
was on your payroll as of February 15, 2020.

SBA Paycheck Protection Program Forgiveness Guide 2
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OR

@ You did not reduce annual salary or hourly wages of any employee (as defined below)
by more than 25 percent during the © Covered Period compared to the period between
January 1, 2020 and March 31, 2020.

Employee: For the above statement, employee only includes those employees earning less
than $100,000 at annualized rate during any single payroll period of 2019.

AND

You were not able to operate during 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 of
sanitation, social distancing, or any other work or customer safety requirement related to
COVID-19.

2. Next Steps: NOT ELIGIBLE for EZ Form

If you are not eligible to use the EZ Form, then you must use SBA Form 3508 (the “Long
Form”). 1st Capital Bank’s resources for Long Form are available here:

© 1st Capital Bank’s Long Form Resources

3. Next Steps: ELIGIBLE for EZ Form

If you meet one or more of the three above requirements, please carefully review the EZ Form
guides and SBA instructions below for completing your EZ Form application.

EZ Form Supporting Documents

1st Capital Bank’s EZ Form supporting document guide for your required supporting
documents are available here:

© EZ Supporting Document Guide

EZ Form Online Application Guide

1st Capital Bank’s step-by-step guide to completing your EZ Form online application is
available here:

© EZ Online Application Guide

SBA Paycheck Protection Program Forgiveness Guide 3
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SBA’s EZ Form Instructions

In addition to 1st Capital Bank’s guides, please review SBA’s full instructions for EZ Form
application.

SBA’s Instructions for EZ Forgiveness
© PPP Forgiveness Website

1st Capital Bank’s PPP Forgiveness website is available here:
© https://www.web.abrigo.com/1st-capital-bank-ppp-forgiveness

1st Capital Bank has partnered with Abrigo to provide an online platform for completing your
PPP Forgiveness. Abrigo created several application guide videos. The videos walk you through
accessing your application, filling out your application, inputting the required fields for the
forgiveness calculation, and understanding how the calculation works.

Covered Period

The Covered Period is the period from when PPP Loan proceeds are received and are used on
eligible expenses. The Covered Period is either: (1) the 24-week (168-day) period beginning
on the PPP Loan Disbursement Date, or (2) if the Borrower received its PPP loan before June 5,
2020, the Borrower may elect to use an eight-week (56-day) Covered Period.

For example, if the Borrower is using a 24-week Covered Period and received its PPP loan
proceeds on Monday, April 20, the first day of the Covered Period is April 20 and the last day
of the Covered Period is Sunday, October 4. In no event may the Covered Period extend beyond
December 31, 2020.

To qualify for loan forgiveness, the funds must be used for eligible costs incurred or paid
during a 24-week or 8-week covered period (ending December 31, 2020, at the latest).

Alternative Covered Period

The SBA’s instructions allow Borrowers with a biweekly or weekly payroll schedule to choose
an Alternative Covered Period for payroll expenses.

The Alternative Covered Period begins on the first day of their first pay period following their
PPP Loan Disbursement Date. This allows Borrowers to maximize their payroll spending
during the Covered Period.

For example, a Borrower using 24-week Covered Period that received its loan on Monday
£4/20/2020 and their first pay period following Sunday 4/26/2020. The first day of Alternative
Covered Period is 4/26/2020 and last day is 10/10/2020 (24 weeks).

The Alternative Covered Period is only applicable for payroll expenses. Nonpayroll expenses
must either be paid or incurred during the Covered Period.

1st Capital Bank Copyright © 2020
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SBA Paycheck Protection Program
Form 3508EZ (EZ Form)
Supporting Documents

3508EZ Eligibility

The SBA has implemented two versions of the Loan Forgiveness Application — SBA Form 3508
and SBA Form 3508EZ (the “EZ Form”). The EZ Form is a streamlined application that does not
require you to complete PPP Schedule A or compile the PPP Schedule A Worksheet otherwise
required under SBA Form 3508. This resource is for supporting documents needed to complete
your EZ Form Application.

malnIan(Q Anyiqibig

For further information on determining if you are eligible for the EZ Form, please review
© EZ Form Eligibility Overview Guide.
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Eligible Expense Supporting Documents ?,;
Cash Compensation Payroll report types:

e Payroll report from third-party provider (such as ADP®, Paychex®, etc.)
¢ |IRS Form 941 for Q2 2020, Q3 2020 (if applicable), and Q4 2020 (if applicable)
 State quarterly business and individual wage reporting and unemploymentinsurance tax filings

Or each of following:

e IRS Form 941 for 022020, Q3 2020 (if applicable), and Q4 2020 (if applicable)

¢ Proof of payment (e.g., bank statement)

» Self-prepared payroll report of schedule

o State quarterly business and individual wage reporting and unemployment insurance tax filings

aping ddy auljug

Payroll report requirements:

Alist of all employees thatincludes following information:
¢ Employee name

¢ Lastfour digits of employee’s SSN

¢ Total cash compensation paid over the period

¢ Total hours worked during the period

¢ Annual salary (for exempt employees)

¢ Hourly wage (for non-exempt employees)

* Employer-paid state and local taxes

$821nosay
INH04 ONO1

The above list must be compiled for the following periods:
« All payroll periods overlapping the selected © Covered Period or © Alternative Covered Period

(%)
¢ The pay period thatincludes 1/1/2020 S -
* The pay period for the date of Forgiveness Application submission, or 12/31/2020 if submitting 8 o
after 12/31/2020. =
If you work with a third-party payroll provider, consider contacting your payroll provider to 2 il
determine if it can produce specific payroll reports for the forgiveness application process for S
PPP Loans. ‘BD =
>
(7§
o
A
=]
© =2
> @
T T
=)
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Eligible Expense Supporting Documents

Employer contributions
for employee health
insurance and employee
retirement plans

Account statements from insurance or plan administrator verifying eligible payments or proof
of payment

Owners’ Compensation

Documentation of 2019 owners’ income for all owners, partners, shareholders:

Copy of W-2for all owners, if applicable;

AND/OR
Filed Schedule C or F (sole proprietors)

OR
Schedule K-1 for all partners (partnerships)

Full-time Equivalency
(FTE) Reduction Exception
Documentation, if
applicable

Written offer to rehire or restore the same salary or wages and same number of hours prior to
separation or reduction

Evidence documenting the offer and its rejection
Records related to employees who were fired for cause, voluntarily resigned, or voluntarily
requested and received a reduction in their hours

SBA requires these documents to be retained by Borrower but not submitted to Lender.

COVID-19 Impact on
Business Activity
Documentation, if

Copies of relevant COVID-related restrictions placed on each business location

Requirement or guidance from applicable government agencies (such as CDC, 0SHA, etc.)
related to safety requirements related to COVID

applicable * Financial statements over the Covered Period demonstrating an impact from COVID-related
restrictions
SBA requires these documents to be retained by Borrower but not submitted to Lender.
Nonpayroll Costs

Nonpayroll supporting documents are required for any eligible expense incurred during your

Covered Period.

Eligible Expense Supporting Documents

Business Mortgage
Interest Payments and
Business Debt Interest
Payments

Lender/bank statements, verifying eligible payments — showing interest portion of
payments; include statements covering February 2020 and from beginning of

© Covered Period to one month after end of Covered Period

OR

Proof of payment

Copy of lender’s amortization schedule

Business Rent or Lease
Payments

Rent/lease statements verifying eligible payments; include statements covering February
2020 and from beginning of © Covered Period to one month after end of Covered Period
OR

Copy of rent or lease agreement and proof of payment

Business Utility Payments

Copy of invoices covering February 2020 and from beginning of © Covered Period to one
month after end of Covered Period

Receipts, cancelled checks, or account statements verifying those eligible payments

SBA Paycheck Protection Program Forgiveness Guide 6
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Covered Period

Before gathering your supporting documents, you will need to determine your Covered Period.

The Covered Period is the period from when PPP Loan proceeds are received and are used on
eligible expenses.

The Covered Period is either: (1) the 24-week (168-day) period beginning on the PPP Loan
Disbursement Date, or (2) if the Borrower received its PPP loan before June 5, 2020, the
Borrower may elect to use an eight-week (56-day) Covered Period.

For example, if the Borrower is using a 24-week Covered Period and received its PPP loan
proceeds on Monday, April 20, the first day of the Covered Period is April 20 and the last day of
the Covered Period is Sunday, October 4. In no event may the Covered Period extend beyond
December 31, 2020.

To qualify for loan forgiveness, the funds must be used for eligible costs incurred or paid
during a 24-week or 8-week covered period (ending December 31, 2020, at the latest).
Alternative Covered Period

The SBA’s instructions allow Borrowers with a biweekly or weekly payroll schedule to choose
an Alternative Covered Period for payroll expenses.

The Alternative Covered Period begins on the first day of their first pay period following their
PPP Loan Disbursement Date. This allows Borrowers to maximize their payroll spending
during the Covered Period.

For example, if a Borrower using 24-week Covered Period that received its loan on Monday
4/20/2020 and its first pay period following Sunday 4/26/2020, the first day of Alternative
Covered Period is 4/26/2020 and last day is 10/10/2020 (24 weeks).

The Alternative Covered Period is only applicable for payroll expenses. Nonpayroll expenses
must either be paid or incurred during the Covered Period.

1st Capital Bank Copyright © 2020
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SBA Paycheck Protection Program
Form 3508EZ (EZ Form)
Online Application Guide

Important Note: This information is designed to provide you with considerations based
on the Small Business Administration’s (“SBA’s”) Loan Forgiveness Applications and

the forgiveness guidelines for the Paycheck Protection Program (“PPP”) as currently
understood. It is very important to take note that the SBA may issue further guidance with
respect to forgiveness of PPP loan amounts.

This guide walks you step-by-step through completing the SBA Form 3508EZ (the “EZ Form”)
for applying for Loan Forgiveness. Please take the time to review this guide in full before
starting your application. Your Loan Forgiveness Application will be completed online via 1st
Capital Bank’s online portal.

Please makes sure you have reviewed EZ Form Eligibility Overview and confirmed you are
eligible for the SBA Form 3508EZ before starting your EZ Form application. 1st Capital Bank’s
EZ Form Overview can be found here:

© EZ Form Eligibility Overview

If you are not eligible for the EZ Form, you will need to complete the Long Form Application.
1st Capital Bank’s Long Form Resources can be found here:

© 1st Capital Bank’s Long Form Resources

Video Walkthroughs

1st Capital Bank has partnered with Abrigo to provide an online platform for completing
your PPP Forgiveness. Abrigo created several application guide videos. The videos walk
you through accessing your application, filling out your application, inputting the required
fields for the forgiveness calculation, and understanding how the calculation works. Video
walkthroughs are available on 1st Capital Bank’s PPP Forgiveness Website available here:

© 1st Capital Bank’s PPP Forgiveness Website

Step 1 — Invitation to Start Application

Your PPP Forgiveness Application will be assigned to a member of 1st Capital Bank’s PPP
Team. Your assigned PPP team member will send you an email notification to start your Loan
Forgiveness Application and work directly with you on completing your application.

The email will provide a link to an online portal for your Loan Forgiveness Application. This
guide will help you complete your Loan Forgiveness Application and upload your supporting
documents.

Once you click on the link in your email to the online platform, it is recommended you
bookmark the link to your favorites on your web browser for easy access.

SBA Paycheck Protection Program Forgiveness Guide 8
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https://www.web.abrigo.com/1st-capital-bank-ppp-forgiveness

Step 2 — Create a new PIN for your Forgiveness Request

Create a new PIN for this Forgiveness Request

Your PIN must be between 6 and 12 characters. It can include

numbers, letters, and special characters

Enter PIN

Re-enter PIN

Once you click on the link provided in your email, you will see the above request to create a
PIN for your forgiveness application. Select a PIN number and be sure to memorize your PIN
number or use a password manager to securely save your PIN Number.

If you have an outside advisor, such as your accountant, assisting with preparing your PPP
application, that person will need the link from the email and your PIN Number to access
your application.

Online Application — Hints & Tips

For More Info

@ Click this question mark to access tool tip to find more information about any field in the
application.

Required Data

All fields with an asterisk (*) next to the field name are required data. If any of these fields
are not completed you will not be able to submit your application. If your application has a
grayed-out field that is missing information, you will need to email your 1st Capital Bank PPP
team member to update this information.

Navigation Within Application

e o On the left-side of the application you will see the menu. By clicking the
LOAN INFORMATION heading in the menu, you will be able to quickly jump between application
SCHEDULE A SeCtionS.

OWNER COMPENSATION
FTE REDUCTIONS
MNONPAYROLL COSTS
CALCULATE FORGIVENESS
SUBMIT

Recommend Internet Browsers

Recommend using Google Chrome or MS Edge for optimal experience in completing your
online application.

SBA Paycheck Protection Program Forgiveness Guide 9
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Step 3 — Check Your EZ Form Eligibility

@ Click “CHECK YOUR EZ FORM ELIGIBILITY” button to launch EZ Eligibility option.

TUXEDO TAVERN MKD2 (MOCK)

Flease provide documentation to support the expenses claimed below, and please ensure that the attached documents reference the dates and amounts

CHECK YOUR EZ FORM ELIGIBILITY

provided.

@ To qualify for EZ Form, you must check one of the three boxes below that apply to you.

“[If‘:‘g;' SBA Paycheck Protection Program Forgiveness Guide
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@ Once you've selected one of the three boxes, you will see a new button appear
“START THE EZ FORM.”
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@ Click “START THE EZ FORM” to update your form type and complete the EZ Form.

malnIan(Q Anyiqibig

© You will now see “Use EZ Form” toggled to “Yes.” At any point while completing the
application you can elect to switch back to the Long Form by clicking the toggle to “No.”

CHECK YOUR EZ FORM ELIGIBILITY

Use EZ Form:

sjuawnao( ioddng

@ 1f none of EZ Form eligible description applies to you, you will need to complete
© Long Form Application Guide.

Step 4 — Complete Borrower Information

aping ddy aulug
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@ Verify the information in the grayed-out fields. If anything needs to be corrected, contact
your 1st Capital Bank PPP team member to update the information.

@ Select “Yes” or “No” if you would like to provide demographic information about your
principals (voluntary).
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@ If Yes is selected, a new section will open that will allow you to identify for each principal.
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Step 5 — Employment Information
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€ Answer all of the Employment Information above.

Step 6 — Payroll Information
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@ 1f your loan was disbursed before 6/5/2020, please choose your covered period (8 weeks or
2/, weeks). Loans disbursed after 6/5/2020 default to 24 weeks.

a Based on your selection, the Covered Period date range will automatically populate.
@ select the frequency with which payroll is paid to employees.

© 1f your payroll frequency is biweekly or weekly:

$821nosay
INH04 ONO1

a. You have the option to start your Covered Period for payroll purposes on the first day of
first pay period following the date of your PPP Loan’s disbursement date.

O click SAVE.
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Step 7 — Loan Information
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@ The grayed-out fields will be auto-generated from 1st Capital’s database.

@ 1f you received an EIDL Advance — enter the EIDL Advance Amount and Application
Number.

© 1f applicable — check if your loan is greater than $2 million or if your loans when combined
with affiliates’ loans are greater than $2 million dollars.

@ Click SAVE.

sjuawnao( ioddng

Step 8 — Employee Compensation
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Reminder: Click the question mark next to any field for further description.

@ Complete Lines 1 -4 by inputting the amounts from your supporting documentation.

@ Individual employee compensation may not exceed an annual compensation of $100,000.
Be sure the amount input into Line 1 includes any adjustments for employees earning
$100,000 or more annually.
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@ Upload supporting documents for Lines 1 — 4. See next heading “Uploading Supporting
Documents” for further instructions.

sjuawnoo( 1oddng

@ Click SAVE.

INHO4 9ONO1
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Non-Cash Compensation — Additional Notes:

Line 2 — Employer Contribution for Employee Health Insurance; DO NOT INCLUDE:
1. Any pre-tax or after-tax contributions by employees

2. Any employer health insurance contributions made on behalf of a self-employed
individual, general partners, or owner-employees of an S-corporation, because such
payments are already included in their compensation

Line 3 — Employer Contribution for Employee Retirement Plans; DO NOT INCLUDE:

1. Any pre-tax or after-tax contributions by employees

2. Any employer retirement contributions made on behalf of a self-employed individual or
general partner, because such payments are already included in their compensation

Line 4 — Employer-Paid State & Local Taxes; DO NOT INCLUDE:

1. Any taxes withheld from employee earnings

Uploading Supporting Documents

Please Note: Organize your supporting documents into individual electronic files (PDF,
excel, etc.) for each payroll report, payroll expenses, nonpayroll expense, or other
document you are uploading. Name the files according to line item it is associated with
in PPP forgiveness application with a brief descriptor and the date of the document.
Documenting the file names clearly will speed up the review process.

A couple of examples: If you are uploading a PDF of your payroll report ending on
5/31/2020, naming the file “Line 1 - Payroll Report - 5.31.2020.pdf” clearly notes what PPP
expense this supporting document is attached to. If you are uploading a PDF of your June
2020 rent expenses, name the file “Line 3 — Rent Invoice — 6.1.2020.pdf.”

SBA Paycheck Protection Program Forgiveness Guide 14
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@ At the bottom of the Employee Compensation section of the application, click the
“UPLOAD DOCUMENTS” button. This will open the below pop-up in your browser.

@ Select the Related Field for the supporting document you are uploading.

a. For example — if you are uploading payroll documentation to support the Cash
Compensation, then you will check box for Line 1.

@ To upload your file: either drag the file into the dashed box — or — click within the dashed
box to select the file on your computer.

@ Scroll to the bottom of the dialog box until you see “UPLOAD” and “CLOSE” buttons.

“S?SLT‘}JQ' SBA Paycheck Protection Program Forgiveness Guide 15
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@ Click the “UPLOAD” button to complete your file upload.

@ To confirm you’ve successfully uploaded your support document, click on the
“1 DOCUMENT LOADED” to launch a pop-up window to show all documents uploaded
associated with this line in Schedule A.

RELATED DOCUMENTS

] Payroll Support Docs.docx

© Repeat these upload steps as necessary to upload all required supporting documents to
your Loan Forgiveness Application.

Step 9 — Owner Compensation

Owner Compensation should be completed for all owners with a 5 percent or greater
ownership of the Borrower. Owners compensation is based on 2019 Compensation, NOT
compensation during your Covered Period.

“[,If‘TUQ' SBA Paycheck Protection Program Forgiveness Guide
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@ Click ADD AN OWNER to launch dialog box and add all owners who received compensation
during 2019.
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@ The Amount Paid during Covered Period is capped per the SBA instructions. The maximum
Amount Paid for 24-week Covered Period is $20,833 and for 8-week Covered Period is
$15,385. If an individual owner’s compensation exceeds the capped amount, enter the
capped amount.

@ You will have the option to “ADD A PERSON” from “PEOPLE ON THIS FORM” or
“CREATE A NEW PERSON.”

sjuawnao( ioddng

@ Upload any supporting documents for owner compensation.

© Click SAVE.

Step 10 — Non payroll Costs
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@ Eligible nonpayroll cost are entered into the application one payment at a time.

@ For each nonpayroll expense item:

a. Enter date paid
Category: Mortgage Interest, Rent, or Utility payments
Amount: make sure this corresponds with supporting documentation
Description: any additional detail explaining the expense
Click “UPLOAD DOCUMENTS” and upload supporting documentation.
Click SAVE.

mo a0 T

@ cClick “ADD ANOTHER EXPENSE” to add your next nonpayroll expense.
@ Repeat Steps 2 and 3 until all eligible nonpayroll expenses are included.
Nonpayroll Costs — Additional Notes

February 2020 Support Documents

The SBA’s instructions require you to provide supporting documentation that your nonpayroll
costs were in place before February 15, 2020. Please make sure to upload the supporting
documents for nonpayroll costs as of February 2020 for applicable Utility Payments, Business
Mortgage Interest Payments, and Rent/Lease Payments.

Rent or Lease Payments to a Related Party

The SBA issued new guidance on 8/24/2020 on certain nonpayroll costs for Loan Forgiveness.

The SBA’s guidance allows rent or lease payments to a Related Party to be an eligible

nonpayroll cost, but only if:

1. The amount of Loan Forgiveness requested for rent or lease payments to a related party is
no more than the amount of mortgage interest owed on the property during the Covered
Period that is attributable to the space being rented by the business

2. The lease and the mortgage were entered into prior to February 15, 2020

The SBA defines Related Party for this purpose as any ownership in common between the
business and the property owner. If your rent or lease payments are to a Related Party, you
must provide supporting documentation for the Mortgage Interest Payments.

SBA’s policy guidance published on 8/24/2020 can be found here:

© SBAs Policy Guidance

SBA Paycheck Protection Program Forgiveness Guide 18
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https://www.sba.gov/document/policy-guidance-ppp-interim-final-rule-treatment-owners-forgiveness-certain-nonpayroll-costs

Nonpayroll Costs Attributable to Tenant, Subtenant, or in the Context of
Home-based businesses.
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The SBA issued new guidance on 8/24/2020 stating that nonpayroll costs attributable to the
business operation of a tenant or subtenant of the PPP Borrower, or in the context of home-
based businesses, such as household expenses, are not eligible as nonpayroll costs. Any
portion of nonpayroll costs paid by tenant or subtenant needs to be excluded from submitted
nonpayroll costs.

The SBA’s guidance provides four examples of how to account for nonpayroll costs. If this
section is applicable to you, it is recommended you review SBA’s guidance directly:

© SBAs Policy Guidance

malnIan(Q Anyiqibig

Step 11 — Calculate Forgiveness
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All items in the Calculate Forgiveness section are populated from either Payroll Cost,
Nonpayroll Costs, or calculations.

Line 8 is the calculated Forgiveness Amount.

Step 12 — Review Your Application Before Submitting

@ Please take the time to review your Forgiveness Application thoroughly:
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a. All datais input correctly
b. All required supporting documents are uploaded

sjuawnoo( 1oddng

c. All the required fields are completed; if you are missing any required field you will be
unable to submit your application

INHO4 9ONO1
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https://www.sba.gov/document/policy-guidance-ppp-interim-final-rule-treatment-owners-forgiveness-certain-nonpayroll-costs

@) If the Forgiveness amount in Line 8 is less than your PPP Loan Amount, the difference will
not be forgiven.

a. Inthe above example, the PPP Loan amount is $40,500 and the Forgiveness amount is
$28,750, for a difference of $11,750

Step 13 — Submit Application to 1st Capital Bank
The final step is to submit your Loan Forgiveness Application to 1st Capital Bank for review.

@ Select an Authorized Representative of Borrower.

a. Click “CHANGE PERSON” to select a different person or create a new person as
Authorized Representative.

@ Verify or input the email of the Authorized Representative of Borrower.
© Click “SUBMIT” button.

@ 1f prompted, review and complete any missing required fields.

Step 14 — Signing Your Application
Once you have completed and submitted your application, 1st Capital Bank will review your

application.

@ After the Bank has completed its review, you will receive an email from Adobe Sign asking
you to digitally sign your application.

SBA Paycheck Protection Program Forgiveness Guide 20
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@ Please click the “REVIEW AND SIGN” button in your email from Adobe Sign to sign your
application.

@ Adobe Sign will provide you a PDF of your completed application. Follow Adobe Sign’s
instructions to initial the certifications and sign the PPP Forgiveness Application.

@ Once you have signed all required parts of the application, click “CLICK TO SIGN.”

I agree to the and of this document Click to Sign

Support Questions

A PPP team member will be assigned to your PPP Forgiveness Application. The email
invitation to begin the PPP Forgiveness Application will be from the team member assigned
to your loan. If you need assistance, please email your PPP team member with a detailed
message of your issue in completing your application.

1st Capital Bank Copyright © 2020
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SBA Paycheck Protection Program
Form 3508 (Long Form) Resources

Long Form Resources

The SBA Form 3508 (the “Long Form”) requires additional supporting documentation and
payroll calculations to determine your Loan Forgiveness. Below are additional guides from 1st
Capital Bank to assist you in completing your Long Form application online.
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Long Form Supporting Documents

1st Capital Bank’s Long Form supporting document guide details the required supporting
documents necessary to complete the application. The guide is available here:

© Long Form Supporting Document Guide

Long Form Online Application Guide

sjuawnao( ioddng

1st Capital Bank’s Online Application Guide walks you step-by-step to completing your Long
Form online application and the accompanying PPP Schedule A Worksheet. The guide is
available here:

© Long Form Online Application Guide

SBA 3508 Form Instructions

aping ddy auljug

In addition to 1st Capital Bank’s guides, please review the SBA’s full instructions for
completing the Long Form application.

© SBA Instructions for 3508 Form

PPP Forgiveness Website

1st Capital Bank’s PPP Forgiveness website is available here:

$99.n0Say
INHO4 ONOT

© https://www.web.abrigo.com/1st-capital-bank-ppp-forgiveness

1st Capital Bank has partnered with Abrigo to provide an online platform for completing
your PPP Forgiveness. Abrigo created several application guide videos. The videos walk you
through accessing your application, filling out your application, inputting the required fields
for the forgiveness calculation, and understanding how the calculation works.

1st Capital Bank Copyright © 2020
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https://www.sba.gov/document/sba-form-paycheck-protection-program-loan-forgiveness-application-instructions-borrowers
https://www.web.abrigo.com/1st-capital-bank-ppp-forgiveness

SBA Paycheck Program Form 3508
(Long Form) Support Documents

Payroll Costs & Full-Time Equivalency (FTE) Calculation

Eligible Expense Supporting Documents

Cash Compensation Payroll report types:
¢ Payroll report from third-party provider (such as ADP®, Paychex @, etc.)
¢ IRS Form 941 for Q2 2020, Q3 2020 (if applicable), and Q4 2020 (if applicable)
» State quarterly business and individual wage reporting and unemployment insurance tax filings

Or each of following:

e |IRS Form 941 for Q2 2020, Q3 2020 (if applicable), and Q4 2020 (if applicable)

¢ State quarterly business and individual wage reporting and unemployment insurance tax filings
¢ Proof of payment (e.g., bank statement)

o Self-prepared payroll report of schedule

Payroll report requirements:

A list of all employees that includes following information:
¢ Employee name

¢ Last four digits of employee’s SSN

¢ Total cash compensation paid over the period

¢ Total hours worked during the period

¢ Annual salary (for exempt employees)

¢ Hourly wage (for non-exempt employees)

¢ Employer-paid state and local taxes

The above list must be compiled for all overlapping payroll periods for the following date ranges:

* Selected © Covered Period or © Alternative Covered Period

e 2/15/2019t0 6/30/2019

* 1/1/2020t0 2/29/2020

* 2/15/2020to 4/26/2020

e 1/1/2020to 3/31/2020

* The pay period for the date of Forgiveness Application submission, or 12/31/2020 if submitting
after 12/31/2020

* For Seasonal Employers only: Select the consecutive 12-week period from 5/15/2019 to
9/15/2019 when you had the fewest number of employees

If you work with a third-party payroll provider, consider contacting your payroll provider to

determine if it can produce specific payroll reports for the Forgiveness Application process for

PPP Loans.
Employer contributions ¢ Account statements from insurance or plan administrator verifying eligible payments or proof
for employee health of payment
insurance and employee
retirement plans
SBA Paycheck Protection Program Forgiveness Guide 23
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Eligible Expense Supporting Documents

Owners’ Compensation

Documentation of 2019 owners” income for all owners, partners, shareholders:
¢ Copy of W-2for all owners, if applicable

AND/OR
Filed Schedule C or F (sole proprietors)

OR
Schedule K-1 for all partners (partnerships)

Full-time Equivalency
(FTE) Reduction Exception
Documentation, if
applicable

Written offer to rehire or restore the same salary or wages and same number of hours prior to
separation or reduction

Evidence documenting the offer and its rejection

Records related to employees who were fired for cause, voluntarily resigned, or voluntarily
requested and received a reduction in their hours

SBA requires these documents to be retained by Borrower but not submitted to Lender

COVID-19 Impact on
Business Activity
Documentation, if

Copies of relevant COVID-related restrictions placed on each business location

Requirement or guidance from applicable government agencies (such as CDC, 0SHA, etc.)
related to safety requirements related to COVID

applicable Financial statements over the Covered Period demonstrating an impact from COVID-related
restrictions
SBA requires these documents to be retained by Borrower but not submitted to Lender
Nonpayroll Costs

Eligible Expense Supporting Documents

Business Mortgage
Interest Payments and
Business Debt Interest
Payments

¢ Lender/bank statements, verifying eligible payments — showing interest portion of

payments; include statements covering February 2020 and from beginning of
© Covered Period to one month after end of Covered Period

OR

Proof of payment

Copy of lender’s amortization schedule

Business Rent or Lease
Payments

Rent/lease statements verifying eligible payments; include statements covering February
2020 and from beginning of © Covered Period to one month after end of Covered Period

OR
Copy of rent or lease agreement and proof of payment

Business Utility Payments

Copy of invoices covering February 2020 and from beginning of @ Covered Period to one
month after end of Covered Period

Receipts, cancelled checks, or account statements verifying those eligible payments

SBA Paycheck Protection Program Forgiveness Guide 24
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Covered Period

Before gathering your supporting documents, you will need to determine your Covered Period.

The Covered Period is the period from when PPP Loan proceeds are received and are used on
eligible expenses.

The Covered Period is either: (1) the 24-week (168-day) period beginning on the PPP Loan
Disbursement Date, or (2) if the Borrower received its PPP loan before June 5, 2020, the
Borrower may elect to use an eight-week (56-day) Covered Period.

For example, if the Borrower is using a 24-week Covered Period and received its PPP loan
proceeds on Monday, April 20, the first day of the Covered Period is April 20 and the last day of
the Covered Period is Sunday, October 4. In no event may the Covered Period extend beyond
December 31, 2020.

To qualify for Loan Forgiveness, the funds must be used for eligible costs incurred or paid
during a 24-week or 8-week covered period (ending December 31, 2020, at the latest).

Alternative Covered Period

The SBA’s instructions allow Borrowers with a biweekly or weekly payroll schedule to choose
an Alternative Covered Period for payroll expenses.

The Alternative Covered Period begins on the first day of their first pay period following their
PPP Loan Disbursement Date. This allows Borrowers to maximize their payroll spending
during the Covered Period.

For example, if a Borrower using 24-week Covered Period that received its loan on Monday
4/20/2020 and its first pay period following Sunday 4/26/2020, the first day of Alternative
Covered Period is 4/26/2020 and last day is 10/10/2020 (24 weeks). The Alternative Covered
Period is only applicable for payroll expenses. Nonpayroll expenses must either be paid or
incurred during the Covered Period.

1st Capital Bank Copyright © 2020
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SBA Paycheck Protection Program
Form 3508 (Long Form)
Online Application Guide

This guide walks you step-by-step through completing the SBA Form 3508 (the “Long Form”)
for applying for Loan Forgiveness. Please take the time to review this guide in full before
starting your application.

The Long Form application requires you to complete PPP Schedule A and PPP Schedule A
Workbook. Your Loan Forgiveness Application will be completed online via 1st Capital Bank’s
online portal. A listing of all 1st Capital Bank’s Long Form resources is available here:

© Long Form Resources

Video Walkthroughs

1st Capital Bank has partnered with Abrigo to provide an online platform for completing
your PPP Forgiveness. Abrigo created several application guide videos. The videos walk
you through accessing your application, filling out your application, inputting the required
fields for the forgiveness calculation, and understanding how the calculation works. Video
walkthroughs are available on 1st Capital Bank’s PPP Forgiveness Website here:

© 1st Capital Bank’s PPP Forgiveness Website

Step 1 — Invitation to Start Application

Your PPP Forgiveness Application will be assigned to member of 1st Capital Bank’s PPP Team.
Your PPP team member will send you an email notification to start your Loan Forgiveness
Application and work directly with you on completing your application.

The email will provide a link to an online portal for your Loan Forgiveness Application. This
guide will help you complete your Loan Forgiveness Application and upload your supporting
documents.

Once you click on the link in your email to the online platform, it is recommended you
bookmark the link to your favorites on your web browser for easy access.
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https://www.web.abrigo.com/1st-capital-bank-ppp-forgiveness

Step 2 — Create a new PIN for your Forgiveness Request

Create a new PIN for this Forgiveness Request

Your PIN must be between 6 and 12 characters. It can include

numbers, letters, and special characters

Enter PIN

Re-enter PIN

Once you click on the link provided in your email, you will see the above request to create a
PIN for your forgiveness application. Select a PIN Number and be sure to memorize your PIN
Number or use a password manager to securely save your PIN Number.

If you have an outside advisor, such as your accountant, assisting with preparing your PPP
application, that person will need the link from the email and your PIN Number to access your
application.

Online Application — Hints & Tips

For More Info

@ Click this question mark to access tool tip to find more information about any fields in the
application.

Required Data

All fields with an asterisk (*) next to the field name are required data. If any of these fields
are not completed, you will not be able to submit your application. If your application has a
grayed-out field that is missing information, you will need to email your 1st Capital Bank PPP
team member to update this information.

Navigation Within Application

—— On the left-side of the application, you will see the menu. By clicking the
P heading in the menu, you will be able to quickly jump between application
SCHEDULE A sections.

OWNER COMPENSATION
FTE REDUCTIONS
NONPAYROLL COSTS
CALCULATE FORGIVENESS

SUBMIT

Recommend Internet Browsers

Recommend using Google Chrome or MS Edge for optimal experience in completing your
online application.
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Step 3 — Complete Borrower Information
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@ Verify the information in the grayed-out fields. If anything needs to be corrected, contact
your 1st Capital Bank PPP team member to update the information.

@ Select “YES” or “NO” if you would like to provide demographic information about your
principals (voluntary).
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@ If Yes is selected, a new section will open that will allow you to identify for each principal.

Step 4 — Employment Information
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€ Answer all of the Employment Information above.
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Step 5 — Payroll Information
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@ 1f your loan was disbursed before 6/5/2020, please choose your Covered Period (8 weeks or
2/, weeks). Loans disbursed after 6/5/2020 default to 24 weeks.
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a. Based on your selection, the Covered Period date range will automatically populate.
@ Select the frequency with which payroll is paid to employees.

© 1f your payroll frequency is biweekly or weekly:

a. You have the option to start your Covered Period for payroll purposes on the first day of
first pay period following the date of your PPP Loan’s disbursement date.
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@ Click SAVE.
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Step 6 — Loan Information

@ The grayed-out fields will be auto-generated from 1st Capital’s database.

@ 1f you received an EIDL Advance — enter the EIDL Advance Amount and Application
Number.

© 1f applicable — check if your loan is greater than $2 million or if your loans when combined
with affiliates’ loans are greater than $2 million.

@ Click SAVE.

Step 7 — Schedule A

Completing your PPP Schedule A will be the most time-intensive section of your Forgiveness
Application. The SBA’s Form 3508 (the “Long Form”) requires employee-level payroll
information across various dates to calculate Full-Time Equivalent Employees (FTE) and
Salary/Hourly Wage Reductions.

The application gives you two options for completing PPP Schedule A:

Option1 © Download Excel Worksheet to complete PPP Schedule A.
Further instructions below.

OR

Option2 © Provide your own PPP Schedule A calculation.
Further instructions below.

Option 1 Excel Worksheet Instructions: Full instructions for completing PPP Schedule A Excel
workbook are at the end of this guide. You can jump to PPP Schedule A section by clicking here:

© PPP Schedule A Instructions
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Option 1 — PPP Schedule A — Tables 1 & 2
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1. After you’ve completed and uploaded the Excel PPP Schedule A workbook, the above fields
will automatically populate based on the data within the Excel file. The Excel PPP Schedule A
workbook is automatically uploaded as a supporting document.

2. Upload all supporting documentation that was used as inputs into the Excel PPP
Schedule A.

(72
[=
=]
=]
o
=
—
o
o
o
o
=
@
>
—
w

Option 2 — Providing Your Own PPP Schedule A Calculation

If you complete your PPP Schedule A calculations without using the Excel Workbook, you will
need to provide your calculations as supporting documents. (Instructions on how to upload
supporting documents are below.)

Please Note: Be sure your PPP Schedule A Calculation is clearly labeled and can be followed
by a reviewer. The SBA requires 1st Capital Bank to review and verify certain information
in your Loan Forgiveness Application and supporting documentation. If 1st Capital Bank is
unable to meet the SBA’s lender requirements for review, 1st Capital Bank cannot submit
your application to the SBA for Loan Forgiveness.
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Option 2 — PPP Schedule A — Tables 1 & 2
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1. If you are providing your own PPP Schedule A calculation, you will need to manually input
the Lines 1 — 4 from PPP Schedule Table 1 and Table 2.

2. Please be sure to upload supporting documentation of your PPP Schedule A calculation and
all inputs into your PPP Schedule A Calculation.
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a. For example, if a payroll processor report formed the basis of your FTE calculation, the
report should be uploaded in this section.

Non-Cash Compensation

This section of PPP Schedule A will be completed the same for Option 1 or Option 2 for
calculating FTE amounts.

malnIan(Q Anyiqibig

1. Enter amounts of non-cash compensation into Lines 6, 7, and 8 as instructed in the
application.
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2. Upload supporting documentation for each line item.

Non-Cash Compensation — Additional Notes

Line 6 — Employer Contribution for Employee Health Insurance; DO NOT INCLUDE:
1. Any pre-tax or after-tax contributions by employees

aping ddy auljug

2. Any employer health insurance contributions made on behalf of a self-employed
individual, general partners, or owner-employees of an S-corporation, because such
payments are already included in their compensation

Line 7 — Employer Contribution for Employee Retirement Plans; DO NOT INCLUDE:

1. Any pre-tax or after-tax contributions by employees

2. Any employer retirement contributions made on behalf of a self-employed individual or
general partner, because such payments are already included in their compensation

$821nosay
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Line 8 — Employer-Paid State & Local Taxes; DO NOT INCLUDE:
1. Any taxes withheld from employee earnings

Owners’ Compensation

This section of PPP Schedule A will be completed the same regardless of whether you choose
Option 1 or Option 2 for calculating FTE amounts.

INHO04 9NO1

Owner compensation should be completed for all owners with a 5 percent or greater
ownership of the Borrower. Maximum owner compensation for 24-week Covered Period is
$20,833 and for 8-week Covered Period is $15,385. Owners compensation is based on 2019
Compensation, NOT compensation during your Covered Period.

sjuawnoo( 1oddng
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1. Click “GO TO OWNER COMPENSATION” to jump to Owner Compensation input for the
Loan Forgiveness Application.

2. Click “ADD AN OWNER?” to launch dialog box and add all owners who received
compensation during 2019.

3. The Amount Paid during Covered Period is capped per the SBA instructions. The maximum
Amount Paid for 24-week Covered Period is $20,833 and for 8-week Covered Period is
$15,385. If an individual owner’s compensation exceeds the capped amount, enter the
capped amount.

4. You will have the option to “ADD A PERSON” from “People on this Form” or “CREATE A
NEW PERSON.”

5. Upload any supporting documents for owner compensation.
6. Click SAVE.
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7. Scroll up to PPP Schedule A to see the combined owners’ compensation total in Line 9.
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Total Payroll Costs & FTE Calculation

This section of PPP Schedule A will be completed the same if you choose Option 1 or Option 2
for calculating FTE amounts.
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1. Line 10 will automatically add from values in Lines 1, 4, 6,7, 8, and 9.

2. If you completed the Option 1 — Excel PPP Schedule A, the FTE Reduction Calculation will
automatically be populated once you’ve uploaded the Excel worksheet into the application.
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3. If you selected Option 2 — providing your own PPP Schedule A calculation:

a. You will need to select the relevant FTE Safe Harbors based on your PPP Schedule A
Calculation,

OR
b. Input Line 11 and Line 12 base on your PPP Schedule A Calculation.
4. Click SAVE.
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Uploading Supporting Documents to PPP Schedule A
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Please Note: Organize your supporting documents into individual electronic files (PDF,
excel, etc.) for each payroll report, payroll expenses, nonpayroll expense, or other
document you are uploading. Name the files according to line item it is associated with
in PPP forgiveness application with a brief descriptor and the date of the document.
Documenting the file names clearly will speed up the review process.

A couple of examples: If you are uploading a PDF of your payroll report ending on
5/31/2020, naming the file “Line 1 - Payroll Report - 5.31.2020.pdf” clearly notes what PPP
expense this supporting document is attached to. If you are uploading a PDF of your June
2020 rent expenses, name the file “Line 3 — Rent Invoice — 6.1.2020.pdf.”
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1. Atthe bottom of the PPP Schedule A section of the application, click the “UPLOAD
DOCUMENTS” button. This will open the below pop-up in your browser.
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-
-
-
w
5“ o
. . . = X3
2. Select the Related Field for the supporting document you are uploading. - @
. . . T <
a. For example — if you are uploading payroll documentation to support the Cash & o
Compensation calculated in PPP Schedule A, you will check the box (in the above o
screenshot). <2
3. To upload your file: either drag the file into the dashed box — or — click within the dashed
box to select the file on your computer. il
({=}
4. Scroll to the bottom of the dialog box until you see “UPLOAD” and “CLOSE” buttons. =3
é.
o
<
Select Related Fields 2
<
Line 1. Enter Cash Compensation (Box 1) from PPP Schedule A o
Worksheet, Table 1 E
O Line 2. Enter Average FTE (Box 2) from PPP Schedule A
Worksheet, Table 1
O Line 3. Enter Salary/Hourly Wage Reduction (Box 3) from PPP (2]
Schedule A Worksheet, Table 1 c
O Line 4. Enter Cash Compensation (Box 4) from PPP Schedule A g
Worksheet, Table 2 9‘
O Line 5 Enter Average FTE (Box 5) from PPP Schedule A 5
Worksheet, Table 2 o
O Line 6. Total amount paid by Borrower for employer contributions 8
for employee health insurance 3
O Line 7. Total amount paid by Borrower for employer contributions C:D
to employee retirement plans a"
O Line 8. Total amount paid by Borrower for employer state and
local taxes assessed on employes compensation
O 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 =5
O FTE Reduction Safe Harbor 1 CED
>
=]
[urion | ciose] g
(«p]
=
o
(1]

5. Click the “UPLOAD” button to complete your file upload.

6. To confirm you’ve successfully uploaded your support document, click on the “x document
loaded” to launch a pop-up window to show all documents uploaded associated with this
line in PPP Schedule A.

-5
D =
17}

o o
S =
o O
@ X
e =2

7. Repeat these upload steps as necessary to upload all required supporting documents to

(7]
. . . =
your Loan Forgiveness Application. S =
o
- =2
RELATED DOCUMENTS (ws] («p)
o m
B Tuxedo Tavern MKD2 O O
Worksheetx... c
Tuxedo Tavern MKD2_Tuxedo 3 z
o - (5°)
Tave. =
i} Payroll Suppart Docs.docx a“

o payroll_docs.docx
CLOSE
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Step 8 — FTE Reductions

If you completed Option 1 — Excel PPP Schedule A:

@ FTE Reductions section will automatically populate after uploading the Excel workbook.

@ Excel workbook will automatically be uploaded as supporting document.

© Click SAVE

If you completed Option 2 — Providing Your Own PPP Schedule A calculation:

@ Manually complete each of the above fields based on your PPP Schedule A calculation.
@ Upload supporting documentation for your PPP Schedule A Calculation.

€ Click SAVE.

SBA Paycheck Protection Program Forgiveness Guide
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Step 9 — Nonpayroll Costs

@ Eligible nonpayroll cost are entered into the application one payment at a time.

@ For each nonpayroll expense item:

a. Enter date paid
Category: Mortgage Interest, Rent, or Utility payments
Amount: make sure this corresponds with supporting documentation
Description: any additional detail explaining the expense
Click “UPLOAD DOCUMENTS” button and upload supporting documentation
Click SAVE

I

@ click “ADD ANOTHER EXPENSE” to add your next nonpayroll expense.

@ Repeat Steps 2 and 3 until all eligible nonpayroll expenses are included.

Nonpayroll Costs — Additional Notes
February 2020 Support Documents

The SBA’s instructions require you to provide supporting documentation that your nonpayroll
costs were in place before February 15, 2020. Please make sure to upload the supporting
documents for nonpayroll cost as of February 2020 for applicable Utility Payments, Business
Mortgage Interest Payments, and Rent/Lease Payments.

Rent or Lease Payments to a Related Party

The SBA issued new guidance on 8/24/2020 for Rent/Lease payments to a Related Party. The
SBA’s guidance allows rent or lease payments to a Related Party to be an eligible nonpayroll
cost, but only if:
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1. The amount of loan forgiveness requested for rent or lease payments to a Related Party is
no more than the amount of mortgage interest owed on the property during the Covered
Period that is attributable to the space being rented by the business

919H 1e1S
SSANIAIDHO0L ddd

2. The lease and the mortgage were entered into prior to February 15, 2020

The SBA defines Related Party for this purpose as any ownership in common between the
business and the property owner. If your rent or lease payments are to a Related Party, you
must provide supporting documentation for the Mortgage Interest Payments.

SBA’s policy guidance published on 8/24/2020 can be found here:

© SBA Guidance on Certain Nonpayroll Costs
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Nonpayroll Costs Attributable to Tenant, Subtenant, or in the Context of
Home-Based Businesses.

The SBA issued new guidance on 8/24/2020 stating that nonpayroll costs attributable to the
business operation of a tenant or subtenant of the PPP Borrower or, in the context of home-
based businesses, such as household expenses, are not eligible as nonpayroll costs. Any
portion of nonpayroll costs paid by tenant or subtenant needs to be excluded from submitted
nonpayroll costs.
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The SBA’s guidance provides four examples of how to account for nonpayroll costs. If this
section is applicable to you, it is recommended you review SBA’s guidance directly:

© SBA Guidance on Certain Nonpayroll Costs

Step 10 — Calculate Forgiveness

All items in the Calculate Forgiveness section are populated from either PPP Schedule A or
Nonpayroll Costs, or auto-populated from calculations. Each calculation is explained within
parenthesis.
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Line 11 is the calculated Forgiveness Amount.
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Step 11 — Review Your Application before Submitting

@ Please take the time to review your Forgiveness Application thoroughly:
a. All datais input correctly.
b. All required supporting documents are uploaded.

c. All the required fields are completed; if you are missing any required field, you will be
unable to submit your application.

@ 1f the Forgiveness amount in Line 8 is less than your PPP Loan amount, the difference will
not be forgiven.

a. Inthe above example, the PPP Loan amount is $40,500 and the Forgiveness amount is
$40,270, for a difference of $260.

Step 12 — Submit Application to 1st Capital Bank

The next step is to submit your Loan Forgiveness Application to 1st Capital Bank for review.
The Bank’s review may take up to 60 days.

@) Select an Authorized Representative of Borrower.

a. Click “CHANGE PERSON” to select a different person or create a new person as
Authorized Representative.

@ Verify or input the email of the Authorized Representative of Borrower.

@ Click “SUBMIT” button.

@ 1f prompted, review and complete any missing required fields.

SBA Paycheck Protection Program Forgiveness Guide 40
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Step 13 — Signing Your Application

Once you have completed and submitted your application, 1st Capital Bank will review your
application.

@ After the Bank has completed its review, you will receive an email from Adobe Sign asking
you to digitally sign your application.

@ Please click the “REVIEW AND SIGN” button in your email from Adobe Sign to sign your
application.

@ Adobe Sign will provide you a PDF of your completed application. Follow Adobe Sign’s
instructions to initial the certifications and sign the PPP Forgiveness Application.

@ Once you have signed all required parts of the application, click “CLICK TO SIGN.”

1 agree to the and of this document Click to Sign
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Support Questions

A PPP team member will be assigned to your PPP Forgiveness Application. The email
invitation to begin the PPP Forgiveness Application will be from the team member assigned to
your loan. If you need assistance, please email your PPP team member with a detailed message
of your issue in completing your application.

PPP Schedule A — Excel Workbook Instructions

Overview of Schedule A

Reductions in full-time equivalent (FTE) employees and reductions in salaries or hourly wages
paid during the Covered Period (or Alternative Payroll Covered Period) will reduce the loan
amount eligible for forgiveness. The PPP Schedule A calculates your FTEs and salary/hourly
wage reductions with payroll data input by you across several periods.

Video Walkthrough

1st Capital Bank’s PPP Forgiveness website provides several application guide videos
to completing the PPP Schedule A Excel Workbook. Find the videos under “Calculation
Spreadsheet Videos” on our website. Website is available here:

© 1st Capital Bank’s PPP Forgiveness Website

Step 1 — Download Blank Excel Worksheet

@ Click “DOWNLOAD BLANK WORKSHEET” button to download.

@ The file may take a second or two before it starts downloading. Click once and wait at least
10 seconds before clicking again to prevent multiple files from downloading.

@ Open Excel file from selected download location.
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Step 2 — Review Reference Period

@ Go to worksheet tab titled “STEP 1. Review Reference Period”
@ Review the instructions listed in red

@ Answer question: “Do you intend on submitting this application before the end of your
Covered or Alternative Payroll Covered Period?”

a. If you answer yes: A second question “When do you intend on submitting this
application? (required)” will be required.

Hint — Hover over cells for more info

For any cell in the worksheet that has a red triangle in the upper right-hand corner, you
can access additional information by hovering over the cell with your cursor.

SBA Paycheck Protection Program Forgiveness Guide
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Step 3 — Input Payroll

@ Go to worksheet tab “STEP 2. INPUT PAYROLL.?

@ Review worksheet instructions in red at the top of the sheet.

Overview of STEP 2. Input Payroll

The Schedule A worksheet is designed to capture multiple reference periods to calculate your
Full-Time Equivalency (FTE) and Salary/Hourly Wage Reduction. By providing payroll data
over multiple periods, you will maximize your forgiveness because the Schedule A Workbook
will calculate against all the various parameters in the SBA’s Forgiveness Calculation.

Required Payroll Data
Payroll data is captured at the employee level. To complete the Payroll Data for Schedule A you
will need overlapping payroll reports from the following dates:

Covered Period (24 weeks or 8 weeks after the date of your loan)

2/15/2019 to 6/30/2019

1/1/2020 to 2/29/2020

2/15/2020 to 4/26/2020

1/1/2020 to 3/31/2020

Pay period that includes 2/15/2020

The pay period that includes the date of submission of Forgiveness Application, or if
submitting after 12/31/2020, then as of 12/31/2020

SBA Paycheck Protection Program Forgiveness Guide 44
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Input Payroll Data into PPP Schedule A Worksheet
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It is recommended to read the entire instructions for completing the payroll data first before
starting to input the required data into the spreadsheet.

‘A B C D E F G H |

INSTRUCTIONS: Hover over the column labels for additional instructions and guidance Compensation in Cc/
Please start entering in your employees in row 6. All columns / fields must be completed in order to generate accurate calculations. Cov) m
Only List Employees (1) whose principal place of residence is in the United States (2) were employed by the Borrower at any point 5/11/2020 to 10/25/2020 (3) and include all employees that (=3
were employed by the Borrower at any point during all of the following reference periods: 2/15/2019 to 6/30/2019, 1/1/2020 to 2/29/2020. Providing employee information for more than one 5—'
reference period gives you the best chance for i forgit as we'll use the period with the lowest FTE for i 5/11/201 =
¥ A =
Enpltoyze K Did this Employee receive compensation from <
(Last 4 digits of their Social ~ Select "yes” for any FTE Was this Employee employed by the Borrower at an annualized rate of more |5 this employee paid an annual salary? o
Employee Last Security Number) Reduction Exceptions: the Borrower at any point in than $100,000 for any pay period in 2019? (Yes/No) Total hours paid from =
Employee First Name Name Hover For Tips Hover For Tips 20197 (Yes/No) (Yes/No) Hover For Tips 5/11/2020 to 10/25/202C @
=
=,
s

@ Input all employees employed at any point during your covered period. (In the example
above the covered period is 5/11/2020 to 10/25/2020.) The worksheet will automatically
update your covered period based on what is input into “STEP 1. Review Reference Period”
tab. Input the following items per employee:

a. Column B — Employee First Name
Column C — Employee Last Name
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Column D — Last four digits of Social Security Number
Column E — Yes or No if Employee has FTE Reduction Exceptions
Column F — Yes or No if employee was employed during 2019

N TS

Column G — Yes or No if employee earned more than $100,000 on annualized rate
during 2019

g. Column H — Yes or No if employee is on an annual salary

aping ddy auljug

| J

Compensation in Covered or Alternative Payroll
Covered Period

$821nosay
INH04 ONO1

5/11/2020 to 10/25/2020
|

Total hours paid from Total cash compensation from
5/11/2020 to 10/25/2020 5/11/2020 to 10/25/2020

@ Input employee compensation during Covered Period.
a. Column I — Input total hours paid from by employee for Covered Period

INHO04 9NO1

In the example above, the covered period is 24-week period from 5/10/2020 to
10/25/2020. An employee working 40 hours per week during the 24-week period would
have 960 hours worked (40 hours per week x 24 weeks).

sjuawnoo( 1oddng
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b. Column ] — Input total cash compensation for Covered Period

K L

—

For Salary / Hourly Wage Reduction Calculation

b

1/1/2020 to 3/31/2020
| .|
Total hours worked from Total cash compensation
1/1/2020 to 3/31/2020 from 1/1/2020 to 3/31/2020
Howver For Tips Hower For Tips

@ Input employee compensation for Salary/Hourly Wage Reduction portion of the
Forgiveness Calculation.

a. Column K — Input total hours paid by employee from 1/1/2020 to 3/31/2020
b. Column L — Input total cash compensation by employee from 1/1/2020 to 3/31/2020

M N 0
Step 2a of Reduction Step 2b of Reduction Safe Harbor and Step 2b of Reduction Safe
Safe Harbor Step 1 of FTE Reduction Safe Harbor  Harbor
2/15/2020 to 4/26/2020
Total hours paid from 2/15/2020 to Total cash compensation from
Annual salary or hourly 4/26/2020. 2/15/2020 to 4/26/2020
wage as of 2/15/2[)2[) Hover For Tips Hover For Tips

@ Input employee compensation for Reduction Safe Harbor portion of PPP Forgiveness
calculation.

a. Column M — Enter employee’s annual salary or hourly wage as of 2/15/2020, i.e., annual
salary of $75,000 or hourly wage of $20
b. Column N — Input total hours paid by employee between 2/15/2020 to 4/26/2020

Column O — Input total cash compensation by employee between 2/15/2020 to
4/26/2020

p

Step 2c of Reduction Safe
Harbor

Average annual salary or hourly
wage as of the earlier of
12/31/2020 and the date this
application is submitted
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@ Input data for Step 2c of Reduction Safe Harbor.

a. Column P — Input employee salary or hourly wage as of application submission date —
or — as of 12/31/2020 if application is submitted after 12/31/2020

Q R S

|

For Line 11 of Schedule A: FTEs for selected reference period

2/15/2019 to 6/30/2019 1/1/2020 to 2/29/2020

|

Total hours paid from 2/15/2019 | Total hours paid from 1/1/2020
to 6/30/2019 to 2/29/2020

Howver For Tips Hower For Tips

(@ Input employee data for FTE reference periods.
a. Column Q — Input total hours paid by employee between 2/15/2019 to 6/30/2019
b. Column R — Input total hours paid by employee between 1/1/2020 to 2/29/2020.

T U v W
|

For FTE Reduction Safe Harbor
¥ Number of hours paid in the Borrower's pay Number of calendar days in the Borrower's
Number of hours paid in the Number of calendar days in the  period inclusive of the earlier of December pay period inclusive of the earlier of
Borrower's pay period inclusive  Borrower's pay period inclusive 31, 2020 and the date this application is December 31, 2020 and the date this
of 2/15/2020 of 2/15/2020 submitted application is submitted

Hover For Tips Hover For Tips Hover For Tips Hover For Tips

Al

@ Input employee data for FTE Reduction Safe Harbor.

a. Column T — Input total hours paid for the payroll period that includes 2/15/2020. For
example, using a biweekly payroll: 2/15/2020 was a Saturday. If your payroll paydays
were on Friday 2/7/2020 and Friday 2/21/2020, you would enter payroll data as of
2/21/2020, which includes 2/15/2020. A FTE of 1.0 works 80 hours or more during a two-
week pay period.

b. Column U — Input the number of calendar days in your payroll period that includes
2/15/2020. For example, if your payroll is biweekly, this would by 14 days.

c. ColumnV — Input total hours paid for the payroll period that includes either your
application submission date — or — pay period that includes 12/31/2020 if you are
submitting your application after 12/31/2020. See above example in 7.a. for further detail.

d. Column W — Input the number of calendar days for the payroll period that includes
either your application submission date — or — payroll period that includes 12/31/2020
if you are submitting your application after 12/31/2020. See above example in 7.b. for
further detail.
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© For any employees who were not on your payroll during your Covered Period, but were
on your payroll during any of the below date ranges, you will need to repeat the above
Steps 1 — 7 for these employees, as applicable.

Date Ranges:

. 1/1/2020 to 3/31/2020
b. 2/15/2020 to 4/26/2020
c. 2/15/2019 to 6/30/2019
d. 1/1/2020 to 2/29/2020

[«V]

© After completing Steps 1 — 8, it is recommended you carefully review the data for accuracy.
Your Loan Forgiveness Calculation is driven by the payroll data you completed and any
errors may lead to incorrect calculation of your Loan Forgiveness.

Average FTE and FTE Calculation Methods

A key part of the Forgiveness Calculation is calculating each employee’s Average FTE based
on hours worked during the Covered Period. An employee working an average 40 hours per
week during the Covered Period would be 1.0 FTE. An employee working an average of 30 hour
per week during the be 0.80 FTE (30 hours per week / 40 hours per week = 0.75 ~rounded to
nearest tenth = 0.8). The maximum FTE is 1.0 for an employee. If an employee averages more
than 40 hours per week, that employee is capped at 1.0.

The SBA’s Forgiveness Calculation also allows a simplified method of calculation FTE by
employee. Under the simplified method, employees with average of 40 hour per week or more
are a 1.0 FTE. All employees with less than 40 hours per week are assigned a 0.5 FTE.

The Schedule A Workbook will calculate both the “simplified” and “regular” method and
automatically selects the method that maximizes your Forgiveness amount. In general, the
FTE calculation measures your Average FTEs during your covered period against reference
periods (pre-COVID date ranges) to see if you have reduced your Average FTE during your
Covered Period.

There are several “safe harbors” for the FTE that if met exempt the FTE reduction from
reducing you potential Loan Forgiveness. Further discussion on these FTE Safe Harbors is
below under “Step 6 — FTE Reduction Safe Harbor” heading. By inputting all the requested
data into “Step 2 — Input Payroll,” your Forgiveness will be calculated against every available
option to increase your potential Forgiveness amount.

Salary/Wage Reduction Calculation

Another key part of the Forgiveness Calculation is calculating Salary/Hourly Wage Reduction
by employee. The Salary/Wage Reduction measures if an employee’s Salary/Hourly Wage was
reduced by 25 percent or more during Covered Period compared to their Salary/Hourly Wage
from 1/1/2020 to 3/31/2020. The Salary/Wage Reduction only applies to employees making less
than $100,000 on an annualized basis.
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There are several “safe harbors” for the Salary/Wage Reduction that if met exempt the
reduction from reducing you potential Loan Forgiveness. By inputting all the requested data
into “Step 2 — Input Payroll,” your Forgiveness will be calculated against every available
option to increase your potential Forgiveness amount.

Step 4 — Review Schedule A Worksheet Table 1

REVIEW: Schedule A Worksheet, Table 1

Employees who were employed by the Borrower at any point during the Covered Period or

the Alternative Payroll Covered Period, whose principal place of residence is in the United
States; and received compensation from the Borrower at an annualized rate of less than or
equal to $100,000 for all pay periods in 2019, or were not employed by the Borrower at any
point in 2019,

Employee's Name  Employee Identifier Cash Compensation  Average FTE Salary / Hourly Wage
Reduction

Schedule A Worksheet — Table 1 takes employee data that was entered in “STEP 2. INPUT
PAYROLL” worksheet tab for employees earning less than $100,000 and shows the output of
the Average FTE calculation and Salary/Hourly Wage Reduction calculation.

€ Go to worksheet tab “SCHEDULE A WORKSHEET TABLE 1.”

@ This worksheet tab is for review only with data populated from “STEP 2. INPUT PAYROLL”
worksheet.

@ Review the Table 1 by employee (Columns B:F in Excel worksheet)
a. Cash Compensation during your Covered Period
b. Average FTE during covered period
c. Salary/Hourly Wage Reduction (if applicable)

O 1f any of the employee amounts above do not look correct, go back to “STEP 2. INPUT
PAYROLL” and confirm you’ve input the correct amount for the employee in question.

Employees & positions that qualify for FTE Reduction Exceptions are itemized in Table
1 with a zero "Average FTE" and "Salary / Hourly Wage Reduction." Also, employees' &
positions' average FTE from the chosen reference period is add to the total FTE
Reduction Exceptions.

FTE Calculation MethodJ Regular
Totals:

Box 1 Total Cash Compensation S -
Average FTE (Compiled) -
FTE Reduction Exceptions (Total) -

Box 2 Total Average FTE -
Box 3 Total Salary / Hourly Wage Reduction s -
SBA Paycheck Protection Program Forgiveness Guide 49

919H 1e1S
SSANIAIDHO0L ddd

malnIan(Q Anyiqibig

(72
[=
=]
=]
o
=
—
o
o
o
o
3
@
>
—
w

$89In0SaYy aping ddy auljuQ

INHO4 9NO1

sjuawnoo( 1oddng

aping ddy auluQ

INHO04 9NO1

INHO4 9NOT



@ Review Table 1 totals for employees earning less than $100,000 annually (Columns H:J in
Excel worksheet).

a. Box1— Total Cash Compensation: The sum total of each employee in Table 1’s cash
compensation during the Covered Period

b. Box 2 — Total Average FTE: This is the total of the following:
i. Average FTE (Compiled): The sum total of each employee in Table 1’s Average FTE

ii. FTE Reduction Exceptions: The sum total of all employees with FTE Reduction
Exemptions

c. Box 3 — Total Salary/Hourly Wage Reduction: The sum total of each employee in Table
1’s Salary/Hourly Wage Reduction

Step 5 — Review Schedule A Worksheet Table 2

REVIEW: Schedule A Worksheet, Table 2

Employees who were employed by the Borrower at any point during the Covered
Period or the Alternative Payroll Covered Period, whose principal place of residence is
in the United States; and received compensation from the Borrower at an annualized

rate of more than $100,000 for any pay period in 2019.
Employee's Name Employee Identifier Cash Compensation Average FTE

Schedule A Worksheet — Table 2 takes employee data that was entered in “STEP 2. INPUT
PAYROLL” worksheet tab for employees earning $100,000 or more and shows the output of the
Average FTE calculation and Cash Compensation. There is no Salary/Hourly Wage reduction
calculation for employees earning $100,000 or more.

In this table, Cash Compensation will be capped at maximum of $100,000 annualized for your
selected covered period.
Example:

If you’re covered period is 24 weeks, the maximum an employee’s compensation in Table 2
is $46,154.
Calculation: $100,000 / 52 weeks = 1,923.07 per week. $1,923.07 X 24-weeks = $46,154.

@ Go to worksheet tab “SCHEDULE A WORKSHEET TABLE 2.’

@ This worksheet tab is for review only with data populated from “STEP 2. INPUT PAYROLL”
worksheet.

@ Review the Table 2 by employee (Columns B:E in Excel worksheet)
a. Cash Compensation during your Covered Period (capped at $100,000 annualized)
b. Average FTE during covered period
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@ 1f any of the employee amounts above do not look correct, go back to “STEP 2. INPUT
PAYROLL” and confirm you’ve input the correct amount for the employee in question.

FTE Calculation Method: Regular

Totals:
Box 4 |Total Cash Compensation (Box 4) $ =

Box 5 | Total Average FTE (Box 5) 0.0

@ Review Table 1 totals for employees earning $100,000 or more annually (Columns G:I in
Excel worksheet).

a. Box 4 — Total Cash Compensation: The sum total of each employee in Table 2’s cash
compensation during the Covered Period

b. Box 4 — Total Average FTE: The sum total of each employee in Table 2’s Average FTE

Step 6 — FTE Reduction Safe Harbor

The Forgiveness Calculation includes several “safe harbors” to its FTE calculation. If any of
these safe harbors are met, there is no reduction in Forgiveness Calculation due to FTE. The
employee data input into “Step 2. Input Payroll” worksheet will be calculated to determine if
you meet any of the FTE Reduction Safe Harbors.

@ Go to “FTE Reduction Safe Harbor” worksheet.

@ This worksheet tab is for review only with data populated from “Step 2. Input Payroll”
worksheet.
@ Item 1is the total average FTE between 2/14/2020 and 4/26/2020.
a. This calculation is derived from data input into “Step 2. Input Payroll” worksheet in
Columns M:0
@ Item 2 is the total FTE for the pay period that includes 2/15/2020.
a. This calculation is taken from data input into “Step 2. Input Payroll” worksheet in
Columns T:U
@ Item 4 is the total FTE at time of application or as of 12/31/2020 if application is submitted
after 12/31/2020.
a. This calculation is taken from data input into “Step 2. Input Payroll” worksheet in
Columns V:W
@ Item 5 is final step in determining your FTE Safe Harbor.

a. If the FTE Reduction Safe Harbor is satisfied, there is no reduction to your Loan
Forgiveness due to the FTE Calculation.
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Step 7 — PPP Schedule A

REVIEW: SBA Form 3508 PPP Schedule A

Schedule A Worksheet, Table 1 Totals: Employees that receive tion from the atan d rate of less than or equal to $100,000
for all pay periods in 2019 or were not d by the at any point in 2019
Line 1 cash Compensation (Box 1) from PPP Schedule A Worksheet, Table 1: S
Line 2  Average FTE (Box 2) from PPP Schedule A Worksheet, Table 1:
Line 3  salary/Hourly Wage Reduction (Box 3) from PPP Schedule A Worksheet, Table 1: $
Schedule A Worksheet, Table 2 Totals: who ived tion from the atan d rate of more than $100,000 for any

pay period in 2019
Line 4 cash Compensation (Box 4) from PPP Schedule A Worksheet, Table 2: S
Line 5 Average FTE (Box 5) from PPP Schedule A Worksheet, Table 2:

NOTE *Lines 6-10 will be entered directly in your online
Full-Time Equivalency (FTE) Reduction Calculation

Line 11 Average FTE during the Borrower's chosen reference period (2/15/2019 to 6/30/2019):

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 FTE Safe Harbor is met:
Method used for calculating FTE (Regular or Simplified): Regular

This is the final step in the PPP Schedule Workbook calculation. The amounts in this table will
be applied in the PPP Forgiveness application to determine Salary/Hourly Wage Reduction and
FTE Reduction Quotient.

For Lines 1-3, these amounts are taken from PPP Schedule A Worksheet, Table 1 for employees
earning less than $100,000 annually.

For Lines 4-5, these amounts are taken from PPP Schedule A Worksheet, Table 2 for employees
earning $100,000 or more annually.
For non-seasonal employers:

Line 11 is Average FTE for one of two references periods: 1) 2/15/2019 to 6/30/2019 or 2)
1/1/2020 to 2/29/2020.

- Reference period 2/15/2019 to 6/30/2019 is taken from data input into “STEP 2. INPUT
PAYROLL” worksheet in Column Q.

- Reference period 2/15/2019 to 6/30/2019 is taken from data input into “STEP 2. INPUT
PAYROLL” worksheet in Column R.

The Excel workbook will automatically select which of the two reference periods is most
beneficial to your Forgiveness Calculation.
For seasonal employers:

- On “STEP 1. Review Reference Period” worksheet you selected “yes” to seasonal employer
and would select which consecutive 12-week period between 5/1/2019 and 9/15/2019 that
you had the fewest number of employees.

The Seasonal Employer reference period is taken from data input into “STEP 2. INPUT
PAYROLL” worksheet in Column T.

Line 12 is the combined number of FTEs during covered period for all employees.
Line 13 divides Line 12 by Line 11 to calculate the FTE Reduction Quotient. If you met the FTE

Reduction Safe Harbor in the prior step, it will automatically enter 1.0.

1st Capital Bank Copyright © 2020
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