PPP Loan
Forgiveness

August 21, 2020



The funds from the PPP can be used for the following purposes:

*Payroll—salary, wage, vacation, parental, family, medical, or sick leave, health
and retirement benefits

*Mortgage interest—as long as the mortgage was signed before February 15,
2020

*Rent—as long as the lease agreement was in effect before February 15, 2020
*Utilities— electricity, gas, water, transportation (gasoline), telephone or
internet as long as service began before February 15, 2020

* security systems, payroll processing, and waste removal are not
considered eligible utilities

SBA issued new FAQs as of 8/11/2020 on Forgiveness

https://www.sba.gov/document/support-frequently-asked-questions-ppp-loan-forgiveness @



General Loan Forgiveness FAQs

3. Question: Ifa borrower submits a timely loan forgiveness application, does the
borrower have to make any payments on its loan prior to SBA remitting the forgiveness
amount, 1f any?

Answer: As long as a borrower submuts 1ts loan forgiveness application within ten
months of the completion of the Covered Period (as defined below), the borrower 1s not

required to make any payments until the forgiveness amount 1s remitted to the lender by
SBA. If the loan 1s fully forgiven, the borrower is not responsible for any payments. If

only a portion of the loan 1s forgiven, or if the forgiveness application 1s denied, any
remaining balance due on the loan must be repaid by the borrower on or before the
maturity date of the loan. Interest accrues during the time between the disbursement of
the loan and SBA remittance of the forgiveness amount. The borrower 1s responsible for
paying the accrued interest on any amount of the loan that 1s not forgiven. The lender 1s
responsible for notifying the borrower of remittance by SBA of the loan forgiveness
amount (or that SBA determined that no amount of the loan 1s eligible for forgiveness)
and the date on which the borrower’s first payment 1s due, 1f applicable.

You have 10 months following your
covered period (either 8 or 24 weeks)
to apply for forgiveness. You do not
have to make any payments until after
you have applied for forgiveness and
the SBA determines your forgiveness
amount. If any of the loan amount is
not forgiven, the lender will let you
know when the 1t payment is due.
Interest on the loan amount not
forgiven began on the day of
disbursement. You will be responsible
for paying this. You are not
responsible for the interest on the
amount forgiven




Loan Forgiveness Payroll Costs FAQs

1. Question: Are payroll costs that were incurred during the Covered Period' or the
Alternative Payroll Covered Period” but paid after the Covered Period or the Alternative

Payroll Covered Period eligible for loan forgiveness?

Answer: Yes, 1f the payroll costs are paid on or before the next regular payroll date after
the Covered Period or Alternative Payroll Covered Period.

There are two things to remember about the Alternative payroll covered
period. One, it is only available for weekly and biweekly payrolls and
two, it only applies to payroll costs. Non payroll costs correspond to the
covered period which began on the day of disbursement.



Loan Forgiveness Payroll Costs FAQs

2. Question: Are payroll costs that were incurred before the Covered Period but paid
during the Covered Period ehigible for loan forgiveness?

Answer: Yes.

Any eligible payroll cost that would normally be paid during the
covered period (or the alternative covered period) is eligible for
forgiveness

()



Loan Forgiveness Payroll Costs FAQs

3. Question: Are borrowers required to calculate payroll costs for partial pay periods?

If a borrower pays semi-monthly or monthly, they may need to
calculate payroll costs for the last payroll in the covered period.

Ex: If the covered period ends on 6/3/2020 and the payroll period runs
6/1/2020 — 6/15/2020, the borrower will need to prorate the last
payroll to include 6/1 — 6/3 In their eligible payroll costs for

forgiveness

()



Loan Forgiveness Payroll Costs FAQs

4. Question: For purposes of calculating cash compensation, should borrowers use the
gross amount before deductions for taxes, employee benefits payments, and similar
payments, or the net amount paid to employees?

Answer: The gross amount should be used when calculating cash compensation.

()



Loan Forgiveness Payroll Costs FAQs

S. Question: Are only salaries or wages covered by loan forgiveness, or can a borrower
pay lost tips, lost commissions, bonuses, or other forms of incentive pay and have such
costs qualify for loan forgiveness?

Answer: Payroll costs include all forms of cash compensation paid to employees,
including tips, commuissions, bonuses, and hazard pay. Note that forgivable cash
compensation per employee 1s limited to $100,000 on an annualized basis.




Loan Forgiveness Payroll Costs FAQs

6. Question: What expenses for group health care benefits will be considered payroll costs Employer Health Benefit Cost includes
that are eligible for loan forgiveness? .
employer-paid amounts for group health

Answer: Employer expenses for employee group health care benefits that are paid or care benefits, including insurance

incurred by the borrower during the Covered Period or the Alternative Payroll Covered premiums, such as the employer's share of
Period are payroll costs eligible for loan forgiveness. However, payroll costs do not - I -
medical, dental and vision premiums,

include expenses for group health care benefits paid by employees (or beneficiaries of the =Yool [}/ oY=1To I:1 g To] g & (=Yg 0 s We [-T-1 1] [| A= 10 [0

plan) either pre-tax or after tax, such as the employee share of their health care premium. long-term disability, and employer
)

Forgiveness 1s not provided for expenses for group health benefits accelerated from ] : ;
periods outside the Covered Period or Alternative Payroll Covered Period. contributions for Health Savings Accounts

7. Question: What contributions for retirement benefits will be considered payroll costs
that are eligible for loan forgiveness?

o | Employer Retirement Plan Cost
Answer: Generally, employer contributions for employee retirement benefits that are . :
paid or incurred by the borrower during the Covered Period or Alternative Payroll includes employer-paid amounts for
Covered Period qualify as “payroll costs” eligible for loan forgiveness. The employer Employer 401 (k) contributions and
contributions for retirement benefits included 1n the loan forgiveness amount as payroll any other available employer
costs cannot include any retirement contributions deducted from employees’ pay or
otherwise paid by employees. Forgiveness 1s not provided for employer contributions for
retirement benefits accelerated from periods outside the Covered Period or Alternative
Covered Period. Loan Forgiveness Payroll Costs FAQ 8 outlines the treatment of
retirement benefits for owners, which are different from this general approach.

retirement plan contributions




8. Question: How 1s the amount of owner compensation that 1s eligible for loan
forgiveness determined?

Answer: The amount of compensation of owners who work at their business that 1s
eligible for forgiveness depends on the business type and whether the borrower 1s using
an eight-week or 24-week Covered Period. In addition to the specific caps described
below, the amount of loan forgiveness requested for owner-employees and self-employed

individuals’ payroll compensation 1s capped at $20,833 per individual 1n total across all
businesses in which he or she has an ownership stake. For borrowers that received a PPP
loan before June 5, 2020 and elect to use an eight-week Covered Period, this cap 1s
$15,385. If their total compensation across businesses that receive a PPP loan exceeds
the cap, owners can choose how to allocate the capped amount across different
businesses. The examples below are for a borrower using a 24-week Covered Period.

C-corp owner employees can claim up
to $20,833 in cash compensation plus
state and local taxes and any employer
contribution to healthcare and
retirement

Loan Forgiveness Payroll Costs FAQs

S-corp owner employees can claim
up to $20,833 in cash
compensation plus state and local
taxes and any employer
contribution to retirement. Employer
contribution to healthcare cannot be
iIncluded

For Schedule C filers, your maximum
PPP loan amount equals 2.5/12ths of
your 2019 net profit from the
business, as reported on your 2019
Schedule C.



Just a reminder about FTE reduction and loan forgiveness

FTE Reduction Safe Harbor 1

If your business doors were required to be fully or partially shut, a safe harbor

applies.

Businesses that weren't able to operate at the same level between February 15,
2020, and the end of the Covered Period because of compliance with guidelines
iIssued between March 1 and December 31 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, qualify for the safe harbor.

Applying this safe harbor to your application is simple — you're required to check

a box certifying that it's true. But you'll want to keep documents that help support
this. However, the instructions don't clarify what this documentation would look

like so use your best judgment to keep any paperwork that applies here.




PPP Forgiveness Report




PPP Forgiveness Report

Client Reports

Navigate to Reporting > Client Reports. In the Search box, key in “CARES” and click on Filter.

¢ Output Name * Report Type




PPP Forgiveness Report

Let the report run with the default filtering,

Grouping and options with the exceptions of the
following:

* Select legal company if you have more than 1

» Change the covered period if you are choosing
24 weeks

 Change the format to excel. The default is now
pdf to meet the expectations of some lenders.

 Keep In mind the pdf format only generates
the Schedule A worksheet, Table 1 and
Table 2




PPP Forgiveness Report

Once your selections are made:

Click on Generate Report.
Once generated, click “Go to My Reports Queue.”
Click on the report generated.

Click “View Report”




PPP Forgiveness Report

In order to indicate ownership for an employee(s), navigate to Employee Management > Employee
Maintenance > Employment.

1. Select the employee owner.
Click on the Edit icon.

In the Ownership Percent field, enter the employee’s percent of ownership.
Click on the Save icon.

Repeat process for all owners until combined percent equals 100%.




PPP Forgiveness Report

FTE Reduction Exceptions
The Small Business Administration has determined that specific exceptions for FTE reduction are:

e Employee terminated for cause during loan period Misc Employee Fields
e Employee declined to be rehired during loan period

~ ~ oo -
e Employee requested reduced hours during loan period +AddNew (£Edit BEDelete TRefresh Bsave DG

In order to track those employees that qualify, you can create a Miscellaneous Field to indicate that one
of the exceptions apply.

Navigate to Client Management > Tables > Misc. Field Categories.

Click on the Add New icon.

The Category Title is discretionary.
Do not check “Data Set Field.”
Click on Save.

Once the Category is created, navigate to Client Management > Tables > Misc. Employee Fields.

Click on the Add New icon.

For Field Code, enter “CAREFTEX.”

For Field Title, enter “CARES FTE Reduction Exception.”

For Category, use one created under Misc. Field Categories.
Enter “1” for Display Order.

Select “True/False” for Data Type.

Allow access to Employee, Manager or Supervisor (if applicable).
Click on the Save icon.




PPP Forgiveness Report

Additionally, add a field for the exception description. Navigate to Client Management > Tables > Misc.
Employee Fields.

Click on the Add New icon.

For Field Code, enter “CARESFTEXR.”

For Field Title, enter “FTE Reduction Excep Reason.”

For Category, use one created under Misc. Field Categories.

Enter “2” for Display Order.

Select “Text” for Data Type. Misc Employee Fields

The Field Length setting is optional. +AddNew ([@Edit @Delete CRefresh Esave 'O cancel

o

Allow Employee, Manager or Supervisor (if applicable). N
Click on the Save icon. Feld Code: ICARESFTR

€. FTE Reduction Excep Reason

2.
3.
4,
D.
6.
7.
3.
9.




1.
2.
3.
4.
S.
b.
7.
8.
9.

PPP Forgiveness Report

An additional Miscellaneous Field at the client level can be added to allow users to override the FTE
Exception Average FTE if they choose.

This can be used if the user wishes to override the value that is being populated on Table 1

from the FTE Average chosen comparison period

If no value is entered, the FTE Average from the chosen comparison period will be
populated in Table 1

Will be one decimal numeric field

If override of greater than 1 is entered, 1 will be populated

Note: The value shown in the Loan Period Details Tab for the FTE Average on FTE Exceptions

will show the value from the chosen comparison period, not the override value - that will
only be shown in Table 1

Click on the Add New icon.

For Field Code, enter “CARESFTEXO.”

For Field Title, enter “CARES FTE Override.”

For Category, use one created under Misc. Field Categories.

Enter “3” for Display Order.

Select “Numeric” for Data Type.

The Decimal Places = “1”; If override is greater than one, “1” will be populated
Allow Employee, Manager or Supervisor (if applicable).

Click on the Save icon.

Misc Employee Fields

Save O Cancel

- - ——— _—
- - - F

o The client miscellaneous fields need to be set up as follows:

= CARESFTELN - Loan Period FTE override

= CARESFTE19-20192 Comparison Period FTE override

= CARESFTE20-2020 Comparison Period FTE override

= CARESFTESN - Seasonal Comparison Period FTE override

o Once the miscellaneous fields are set up at the client level, overrides can be entered for affected

employees




PPP Forgiveness Report

When the employee is identified that qualifies for the FTE Reduction Exception, navigate to Employee
Management > Employee Maintenance > Misc. Fields.

1. Click on “CARES FTE Reduction Exception” to mark as true.

2. Inthe FTE Reduction Excep Reason field, enter text for reason for exception.
3. Click on the Save icon.

Mac Fe'ds

»




PPP Forgiveness Report

When the employee is identified that qualifies for the FTE Override, navigate to Employee Management
> Employee Maintenance > Misc. Fields. This field is optional.

1. Click on "CARES FTE Override” and enter the FTE Average
2. Click on the Save icon.

Misc Fields Misc Field History

B Save 'O Cancel
Miscellaneous Field Category
Category: | Al v

Filter

FTE Override

Loan Period FTE Qverride: -
2019 Comparison FTE Override:
020 Comparison FTE Override:

Cmom - N I - - T ™ v -1 -
Seasonal Comparison FTE Overide:




PPP Forgiveness Report

CARES PPP Loan Forgiveness Report

The report includes nine tabs. The tabs are titled:

Summary

Schedule A

Worksheet Table 1

Worksheet Table 2

Employee Wage Details

2019 Hours Feb 15 to June 30

2019 Seasonal Period (if selected on the report options)
2020 Hours Jan 1 to Feb 29

Employee Loan Period Details




VWeekly FTE Hours: 40

Reduction in Headcount
Company Code Company Name
CBCA Manor Books

CECA Manor Books
CBCA Manor Books

Reduction in Wages

PPP Forgiveness Report
Summary Tab

Summary

The Summary tab includes three sections:

e Reduction in Headcount
¢ Reductionin Wages
¢ Rehires (this section is currently blank pending development and further guidance)

Pagrolls in
Loan Period
4INZ2020 0 SNZT12020
912020 o H2312020

Pay Group Loan Date
Semi-Morthhy 42020
Weekly 42020
BW-MPAY Test

Best Option - Highlighted (Used in Calculation)
Average FTE Average FTE Average FTE
Feb 15 - June 30,2019 May 15 - Aug 7, 2019 Jan 1-Feb 29, 2020
89 S0 120
00 0.0 00
00 0.0 00

Company Code
CBCA
CBCA
CBCA

Rehires

Company Code

Company Name
Manor Books
Manor Books
Manor Books

Company Name

Pay Group
Semi-Morehly
Weekly
BW-MPAYTest

Pay Group

Total Eligible Pagroll Costs
25.74 65

45,078.96

0.00

Headcount

211512020 vo 412612020

Reduction In Wages
73533

0.00

VI37 72

Headcount
Restored

Headcount
June 30, 2020

Applicable Wages Applicable Wages Wages
As of 211512020 As of 613002020 Restored

Pending development and further guidance

Average FTE
Loan Period
Y6
3.6
0.0

Percent
Headcoumnt
122.00%
.00
0.00

Loan Forgiveness
Reduction
000~
000
000




PPP Forgiveness Report

Schedule A

e Lines 1-13 from the Schedule A provided in the SBA instructions.
e Broken down by Pay Group (if applicable).
e Other tabs provide computation of figures used on Schedule A.

PPP Schedule A
CBCA - Manor Books PayGroup: Semi-Monthly
Line1 Enter Cash Compensation (Box 1) from PPP Schedule A Wo
Line2 Enter Average FTE (Box 2) from PPP Schedule A Workshee
Line3 Enter Salary/Hourly Wage Reduction (Box 3) from PPP Schedul
Lined Enter Cash Compensation (Box 4) from PPP Schedule A Worksheet
Line5 Enter Average FTE(Box 5) from PPP Schedule A Worksheet, T
Lineb Total amount paid by Borrower for employer contnbutions for @
Line7 Total amount paid by Borrower for employer contnbutions to employee rets
Line8 Total amount paid by Borrower for employer state and local taxe
Line9 Total amount paid to owner-employ - yyed indmdual
Line10 Payroll Costs (add nes 1. 4 6 7
Line11 Average FTE dunng the Borrower's chosen reference penod
Line12 Total Average FTE (add lines 2 and 5
Line13 FTE Reduction Quotient (dmde line 12 by ine 11) or enter 1 0 f FTE Safe Harbor 15 met

CBCA - Manor Books PayGroup. Weekly

Line1 Enter Cash Compensation (Box 1) from PPP Schedule A Worksheet

Line2 Enter Average FTE (Box 2) rom PPP Schedule A Worksheet, Table 1

Line3 Enter Salary/Hourly Wage Reduction (Box 3) from PPP Schedule A Worksheet, Table 1
Lined Enter Cash Compensation (Box 4) from PPP Schedule A Worksheet Table 2

Line5 Enter Average FTE(Box 5) from PPP Schedule A Worksheet Table 2

Lineb Total amount paid by Borrower for employer contnbutions for employee health msurance
Line/ Total amount paid by Borrower for employer contnbutions to employee retwement plans
Lined Total amount paid by Sorrower for emplo yer slale and loCal laxes assessed on empioyee cCompensaton
LineY Total amount paid 10 owner-employees/seif-employed ndmoual/general panners

Line10 Payroll Costs (add nes 1. 4 6. 7.8 and 9

Line11 Average FTE dunng the Borrower's chosen reference penc

Line12 Total Average FTE (add lines 2 and &

| inn13 FTF Radwrtion Ounthwent ideade ing 12 0viing 1Mo pntar 10D EFTH




PPP Forgiveness Report
Worksheet Table 1

CBCA - Manor Books PayGroup: Semi-Monthly
Employee Salary / Hourly Wage
Employee’s Name Identiﬂer Cash Comp nsa(ion Average FTE Reduction

Abe St Mark James [ | el o ow
Avcher il Bary T
Baxter Juad
Broker. Adam T (T ) S T —1
Conner, Bil T (e [ s e om)
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Hargrove, Avin J —
Henderson, Ben
Hilton, Mary

.
W
q_»
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Johnson, Bill
Wiliams, Dawd
FTE Reduction Exceptions:
Broker, Adam T Tamnnatpd for Cause

Conner. Bill T Deumec‘ to be rehired

Total FTE Reduction Exceptions:

Totals S— 551 01657 57[Bor’ 195.93]




PPP Forgiveness Report
Worksheet Table 2

CBCA - Manor Books PayGroup: Semi-Monthly
Employee
Employee’s Name Identifier Cash Compensation Average FTE
Able. John 9¢ ;
B.le", tlhott
Doe. John
Hancock, Jed
Zoom, Zelda

70,0/2.13|Box 2




PPP Forgiveness Report
Employee Wage Details Tab
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PPP Forgiveness Report
2019 Employee Hours

February — June Hours: Calculated by summing up hours paid in each of those months.
February — June FTE: Calculated by total hours in each month divided by hours threshold
calculation, which uses the weekly hours threshold entered (or 40 hours) converted to a
monthly amount based on the # of days in each month. If employee works more than the
monthly hours, they are counted as 1 FTE, if working less than the monthly hours, they are
counted as a fraction of an FTE.

For the month of February 2019, hours will be cut in half for the FTE calculation.
Example: If an employee has 80 hours from 2/15 through the end of the month, they should be

a full FTE.

Employee Name February February
Hours FTE
Abernathy, Mark K 173.34 1.0

Able Sr, Mark James 173.34 1.0
Able, John 173.34 10
Ackerman, Rick 173.34 1.0
Archer i, Barry T 0.00 0.0
Bailey, Elliott 173.34 1.0
Broker, Adam T 160.00 09
Conner, BEIT 0.00 0.0
Doe, John 173.34 1.0
Hancock, Jed 173.34 1.0
J., Paines-ville Concord 0.00 0.0
Zoom, Zekla 17324 1.0
Total 1,546.72 89
Total 1,546.72 89

1,546.72 89
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Company Code  Company Name
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PPP Forgiveness Report
2020 Employee Hours

Jan — Feb 2020 Hours: Calculated by summing up hours paid in each of those months.

Jan — Feb 2020 FTE: Calculated by total hours in each month divided by hours threshold
calculation, which uses the weekly hours threshold entered converted to a monthly amount
based on the # of days in each month. If employee works more than the monthly hours, they are

counted as 1 FTE, if working less than the monthly hours, they are counted as a fraction of an
FTE.

Pay Group

) nir N




PPP Forgiveness Report

Employee Loan Period Details
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We are answering your questions live on the air right now.

Please submit questions through the
at the bottom of your screen.

O



Questions?

For legislative and regulatory questions, please email:

For inquiries about Dominion Payroll services, please email:

mbreuer@dominionpayroll.com


mailto:questions@dominionpayroll.com

Don’t forget to wash your hands!




