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Direct Forgiveness Portal

« The PPP Direct Forgiveness Portal can be accessed at https://directforgiveness.sba.gov

» The Direct Forgiveness Portal allows PPP borrowers to apply for forgiveness directly to the
SBA using forms 3508, 3508EZ, or 3508S.

« Using MS Edge or Google Chrome browsers is recommended for an optimal experience.
* New Registration will be required to utilize this portal.
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Registered User Login

Welcome to the

SBA PPP Direct Forgiveness Portal

If you already have Log-in credentials, you can login here.

Username
Username
Register and Apply for PPP Forgiveness I Ssor
This portal is made available by the US Small Business Password
Administration to streamline forgiveness processing for PPP
' Remember Me

Borrowers. After registration, you may use this streamlined
process to automatically submit your forgiveness request to

5 Forgot Password?
your lender. | Sign In
Forgot Username?

The SBA also offers live customer service to borrowers at
877-552-2692. 1 New User? Register to Start Your Request

Register to Start Your Request I 7 ; >

Resources

PPP Direct Forgiveness Platform User Guide



https://directforgiveness.sba.gov/
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Direct Forgiveness Portal — New Registration

To begin, “@ Select - Reqgister to Start your Application

st e -

Welcome to the | Registered User Login

SBA PPP Direct Forgiveness Portal

Ifyou already have Log-in credentials, you can login here.

Register and Apply for PPP Forgiveness I B
Password

ortal is made available by the US Small Business ¥ passwor

The SBA also offers live customer service to borrowers af
877-552:2692,

Register to Start Your Request

=

Enter - Create a unique username
2. Enter - Use your email address

* Business should have access to this email
at any given time

* Email addresses CANNOT be changed
once registration is created

3. Enter - a password
* Passwords MUST meet security criteria
Re-enter — your password

4
5. Enter - Captcha Characters
6. U Select-Sign Up

$B}
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Direct Forgiveness Portal — Registration Emails

Registrants will receive two emails to complete registration and grant access to the portal.
Complete each step to gain access to the application portal.

Verify Your E-mail o Confirm E-mail ®
Address Address

We have sent an e-mail to you for verification. Follow the FPlease confirm that i=

link provided to finalize the signup process. Please contact

us if you do not receive it within a few minutes. ]
Confirm

an e-mail address for user

r— 5. Small Business
us. sl Busss SBA S

ar
Greetings from the SBA PPP Forgiveness Fund
Greetings from the SBA PPP Forgiveness Fund You are receiving this email because you have successhully registered on the SBA PPP
You're receiving this e-mail because user has given yours as an e- Forgiveness Platform. You may now continue with your application process and
3 submission.
mail address to connect their account. You can confirm your account by going to the
link below. = P
Click this link
‘ to continue

= 4 registration

Rovisy Pofcy | Termp ol Uoe Copyright © S2A PPP Forgiveness Portal. Al rights reserved e Pl | TRem ol uih CopyrghE € LA PP o premuiii Portal. LI ryfhes reiarend

Once you provide and verify your e-mail address, it CANNOT be changed. 6
$BA —'
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Direct Forgiveness Portal — Sign In

Once registration is complete and confirmation emails have been acknowledged, applicants
can access the PPP Direct Forgiveness Portal.

1. Enter - the Username created
2. Enter - the Password created
3. “OSelect - Sign In

—
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Registered User Login

Welcome to the

SBA PPP Direct Forgiveness Portal

If you already have Log-in credentials, you can login here.

Username
Username

Register and Apply for PPP Forgiveness I Ssor
This portal is made available by the US Small Business Password

Administration to streamline forgiveness processing for PPP |
. " " . ' Remember Me
Borrowers. After registration, you may use this streamlined

process to automatically submit your forgiveness request to
5 Forgot Password?
your lender. | Sign In
Forgot Username?

The SBA also offers live customer service to borrowers at
877-552-2692. 1 New User? Register to Start Your Request

Register to Start Your Request i 7 ; >

b

[ Resources

PPP Direct Forgiveness Platform User Guide

Password reset and forgot password links are available.
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SMS Two-Factor Authentication

All Platform users will encounter two-factor authentication upon login. A US based
mobile number must be used. The provider must not be a VOIP (Voice Over IP)
phone carrier.

I Al AU o

Setup SMS Two-Factor Authentication

ter a United States based mobile phone number in order to protect your account.
ne (solutions such as Google Voice or related VOIP) services may not work props

)
/

1 8. 6. & & ¢

A text message will be sent to the mobile phone provided.

—)

[-T A A9

Enter your SMS Token

oken via SMS

Token
didn't ¢ < 2 text? Click fo reser

Your SBA PPP Forgiveness
Production security code is
2642409
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Direct Forgiveness Portal - Home Page

The Portal has many tools to help simplify the submission process.
1. Start New Forgiveness Request
Access previously started/submitted Forgiveness Requests
View and Edit Profile
View Inbox (Messages to/from SBA)
Help — Review FAQs and tips for Application submission
Take a Guided Tour — This provides step by step instructions to the application.

o bk WD

—
SBA ﬁ;mf?“f‘u:(:‘;;“o [ All Requests Start New Forgiveness Requesto s &

—J

@ Your request can be finished in 10 minutes or less. SBA PPP Forgiveness Requests

Important: Before you begin, please ensure you will be the authorized signer on

SBA PPP Loan Draw
this Forgiveness request and have the authority to act on behalf of the PPP “4— Start New Forgiveness Request b Take a Guided Tou
Borrower. f— - -

To complete this request you will need:

= Your PPP Loan Number that was originally assigned by the SBA. This should
have been provided by your lenderwhen you originally received the PPP

proceeds.
= Your TIN (Tax Identification Number (SSN or EIN or ITIN)) that was used to
apply for the PPP loan.




Start New Request

Select - Start New Forgiveness Request

—
SBA e [ All Requests Start New Forgiveness Request (5]
—
@ Your request can be finished in 10 minutes or less. SBA PPP Forgiveness Requests
Business Name SBANumber PPP Loan Draw Status
Important: Before you begin, please ensure you will be the authorized signer on
this Forgiveness request and have the authority to act on behalf of the PPP + Start New Forgiveness Request Take 2 Guided Tour
Borrower.
To complete this request you will need:
= Your PPP Loan Number that was originally assigned by the SBA. This should
have been provided by your lender when you originally received the PPP
proceeds.
« Your TIN {Tax Identification Number (SSN or EIN or ITIN)) that was used to
apply for the PPP loan.
1. Enter - EIN, SSN, or ITIN
2. Enter - SBA Loan Amount
3. Select - Find your loan
—
SBA S [ All Requests Start New Forgiveness Request a

@ Your request can be finished in 10 minutes or less.

Important: Before you begin, please ensure you will be the authorized signer on
this Forgiveness request and have the authority to act on behalf of the PPP
Borrower.

To complete this request you will need:

= Youroriginal PPP Loan Amount. This should have been provided by your
lender when you originally received the PPP proceeds.

» YourTIN (Tax Identification Number (SSN or EIN or ITIN)) that was used to
apply for the PPP loan.

Start Your Forgiveness Request

In order to start the SBA PPP Loan Forgiveness process, please provide your EIN or SSN or ITIN
(associated with your original PPP Loan request) and SBA Loean amount.

EIN or SSN or ITIN PPP Loan Amount
Enter Your EIN or SSN or ITIN utilized when you submitted your loan. No dashes required.  Don't know your loan amount? Click here to look up by SBA loan number instead.

Q Find your loan

Security measures are in place that will prevent duplicate applications.




3508 Form Selection

Applicants with loans for $150,000 or less will be automatically directed to use
3508S form.

Applicants with loan amounts over $150,000 will be asked to gauge their
eligibility to use the 3508EZ form. They will check the appropriate boxes and
select the correct form before continuing. Applicants who do not qualify for the
3508 EZ form will use the 3508 Full form.

........................................................................

________________________________________________________________________

: *If you fullfil at least one of the two conditions above, you may choose to
Form Selection y Youmay
complete SBA Form 3508EZ. If you are unable to fulfil one of the above
Please select which form you would like to complete. conditions, you cannot use SBA Form 3508EZ and instead you must apply for

forgiveness of your PPP loan using SBA Form 3508.

Please select your form to proceed:
® 3508 Full
(O 35082




ﬁ

S A U.S. Small Business
' Administration

Direct Forgiveness Portal

Form 3508S



—
Loan Details — 3508S

Most loan information will populate and be locked for edit. Any incorrect information
must be updated through PPP Lender prior to Forgiveness request submission.

1. Select - Appropriate Title from Drop-Down.
2. Enter - Primary Contact (First/Last) Name.
3. Enter - Business Industry Lookup (Select Best Option).

[a]

Send Messages directly
to SBA associated with

this Application.
% Messages & saveRequest € Exit Wizard

® Request not Submitted

Resources to
assist in applying
can be found
HERE.

Your Lender: Loan Details

-
AL system_menitoring

Status | Helpful Links:

Loan Details Documentation H Summary

This request s to be completed by applicants who are applying for forgiveness of an existing SBA PPP Loan.

Prefilled data (locked) was provided by your Financial Institution during the initial loan request submission to the S84 and cannet be updated here. If there are any discrepancies in loan details, please consult your Financial

General Support Phone Number:
of (877)s52-2692

PPP Loan Amount
$135,001.00
Forgiveness Amount
$0

Your SBA Number

Your Lender Loan Number

Your Current Request Status

@ Request not submitted
(action required)

O E-signature Required

O E-signature Processing

O submission ta Lender Pending
O submitted to Lender

O Lender Decision

O sBAReview

Institution, changes cannot be made in this platform.

(*) Indicates mandatory field
Section 1: Business Information

Business Legal Name:

Business TIN (EIN/SSN/ITIN}

Business Address

* Business Industry Loakup (NAICS) @

Enter Business Industry...

All locked (GRAY) fields must be

updated by lender prior to Direct
Forgiveness Request Submission

DBA or Tradename (I Applicable)

Phone Number

“ Primary Contact Name Primary Email

ndustry Code (NAICS)

Type an explicit term or set of terms like "Farming” or “Industrial’, then choose a cade from the list. El

“B Select - Question Marks for details relevant to those fields

14
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| |

SBA
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Loan Details — 3508S (cont’d)

Check Box - If lender provided additional funds as part of a PPP loan increase after initial
disbursement. (Not Common)

Select - Covered Period from Drop-Down (8 Weeks, 24 Weeks, or Between 8 and 24 Weeks)
Enter — Number of Employees at time of PPP Loan Application

Enter — Number of Employees at time of Loan Forgiveness Request (today)

Enter — Amount of PPP spent on Payroll

Enter — Requested Forgiveness Amount

—
SBA onih b [27 All Requests + Start New Forgiveness Request & & [seon
—J
- BDATE seseseees
W, Messages &b SaveRequest € ExitWizard
@ Re
Status  Helpful Links . .
Section 2: Loan Information °
Lender:
urkender PPE Loan Draw PPP Loan Amount PPP Loan Disbursement Date
= (YYYY-MM-DD)
& system_monitoring (YY-MM-DD)
General Support Phone Number:
77)552-269 o Click this box if your lender provided you additional funds as part of a PPP loan increase. (Note: this is not a common scenario, most borrowers won't check this box]
PPP Loan Amount
$135,001.00
Cowered Period Start Date @ * Covered Period @ Covered Period End Date @
Forgiveness Amount IYYYY-MM-DD) (YYYY-MM-DD)
s0 2020-05-10 o —
Your SBA Number
* Employees at Time of * Employees at Time of
7 Loan Number Loan Application @ Forgiveness Request @

Your Current Request Status

* Amount of Loan Spent on Payroll @

“B Select - Question Marks for details relevant to those fields 15 '

\




—

Loan Details — 3508S Demographics

1. Enter Demographic Details (Optional & WILL NOT impact Forgiveness request).
Select - Add Demographic (If Necessary)
Select - Next.

= - -
AL system_monitoring

o Demographic Details (Optional)

General Support Phone Number:

PPP Loan Amount
$135,001.00

Forgiveness Amount

S0

SBA Number
Your Lender Loan Number

Your Current Request Status

@ Request not Submitted
(action required)

() E-Signature Required

(O E-Signature Processing

1. Demographic of

Principal Name @

Principal Name

Principal Position @

Principal Position

Veteran Gender
--Select-- --Select--

Ethnicity Race (more than 1 may be selected)
—-Select-

e | &+ Add Additional Demographic
o Next »

“B Select - Question Marks for details relevant to those fields
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Documentation — 3580S

Required documents will be shown on the screen below (if applicable).

Select — Add Additional Documents to provide documentation.

*All uploaded documents must be under 35 megabytes in size and not encrypted. Valid file types are:
pdf; xls; xlsx; csv; doc; docx; jpg; jpeg; png.

Supporting Documents

No Documents Required

As a result of your COVID Revenue Reduction Score and/or the characteristics of your request, the SBA has determined that no documentation is required to
support your Forgiveness Request at this time.

You may continue to the next step to review and submit your request. The SBA may subsequently request documentation or additional information as part of its
loan review or audit processes.

&* Add Additional Documents
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Loan Detalls — 3508EZ

Most loan information will populate and be locked for edit. Any incorrect information
must be updated through PPP Lender prior to Forgiveness request submission.

1. Select - Appropriate Title from Drop-Down.
2. Enter - Primary Contact (First/Last) Name.
3. Enter - Business Industry Lookup (Select Best Option).

[a]

Send Messages directly
to SBA associated with

this Application.
% Messages & saveRequest € Exit Wizard

® Request not Submitted

Resources to
assist in applying
can be found
HERE.

Your Lender: Loan Details

-
AL system_menitoring

Status | Helpful Links:

Loan Details Documentation H Summary

This request s to be completed by applicants who are applying for forgiveness of an existing SBA PPP Loan.

Prefilled data (locked) was provided by your Financial Institution during the initial loan request submission to the S84 and cannet be updated here. If there are any discrepancies in loan details, please consult your Financial

General Support Phone Number:
of (877)s52-2692

PPP Loan Amount
$135,001.00
Forgiveness Amount
$0

Your SBA Number

Your Lender Loan Number

Your Current Request Status

@ Request not submitted
(action required)

O E-signature Required

O E-signature Processing

O submission ta Lender Pending
O submitted to Lender

O Lender Decision

O sBAReview

Institution, changes cannot be made in this platform.

(*) Indicates mandatory field
Section 1: Business Information

Business Legal Name:

Business TIN (EIN/SSN/ITIN}

Business Address

* Business Industry Loakup (NAICS) @

Enter Business Industry...

All locked (GRAY) fields must be

updated by lender prior to Direct
Forgiveness Request Submission

DBA or Tradename (I Applicable)

Phone Number

“ Primary Contact Name Primary Email

ndustry Code (NAICS)

Type an explicit term or set of terms like "Farming” or “Industrial’, then choose a cade from the list. El

“B Select - Question Marks for details relevant to those fields

19
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Loan Details — 3508EZ (cont’d)

1. Check - If lender provided additional funds as part of a PPP loan increase after initial
disbursement. (Not Common)

Select - Covered Period from Drop-Down (8 Weeks, 24 Weeks, or Between 8 and 24 Weeks)

Enter — Number of Employees at time of PPP Loan Application
Enter — Number of Employees at time of Loan Forgiveness Request (today)

W

. o—]
S BA i [ All Requests + Start New Forgiveness Request & & [sgou
[ |

R Exit Wizar

Ox BDATA SRR o
%8 Messages Save Request
@ Request not Submitted e s o a sa < € d
Status Helpful Links s .
Section 2: Loan Information °
Your Lender:
rrrrrrr PPP Loan Draw PPP Loan Amount PPP Loan Disbursement Date
= (YYYY-MM-DD)
AL system_monitoring iM-DD)
irst Draw b $135,001.0
General Support Phone Number:
7 (877)552-2692 o Click this box if your lender provided you additional funds as part of a PPP loan increase. (Note: this is not a common scenario, most borrowers won’t check this box
PPP Loan Amount
$135,001.00
Covered Period Start Date @ * Covered Period @ Covered Period End Date @
Forgiveness Amount (YYYY-MM-DD) (YYYY-MM-DD)

so 2020-05-10 0 - v

Your SBA Number

* Employees at Time of * Employees at Time of
Your Lender Loan Number Loan Application @ Forgiveness Request @

@

Your Current Request Status

_ “B Select - Question Marks for details relevant to those fields 20
$BA —'
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Loan Details — 3508EZ (cont’d)

Section 3: Forgiveness Calculation

Complete the reqUired Payroll and Nonpayroll Costs
fields for Section 3:

. . * Payroll Costs * Business Mortgage * Business Rent or
FO rg |VeneSS Calcu |at|0n . ! ’ 2 Interest F’ayme-:tsg 3 Lease Payments
Boxes 1 through 8 are : © : e ’ °
req u I red . The form WI ” 4 ;Business Utility 5 Coverc.ed Operations 6 ' Covered Property

. ayments Expenditures Damage Costs
auto calculate the fields s o s ) s )
In g ra.y. 7 * Covered Supplier 8 * Covered Protection
Costs Expenditures
$ (2] $ (2]

Confirm the requested
Forgiveness amount in

Potential Forgiveness Amounts

box 12 IS Correct befo re 9 Add the amounts on lines 1-8 10 PPP Loan Amount 11 E\){fi;oelllﬁzsfEf::ugg:fqu(rement
ContinUing. Th|S W|” be $0.00 $171,000.00 $0.00 (7]

the amount of loan
forgiveness requested
from the SBA' Forgiveness Amount

12

Forgiveness Amount

(enter the smallest of Lines 8, 10, and 11)

50.00

_ “B Select - Question Marks for details relevant to those fields o
$BA —'
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Loan Details — 3508EZ Demographics

1. Enter Demographic Details (Optional & WILL NOT impact Forgiveness request).
Select - Add Demographic (If Necessary)
3. Select - Next.

I system_monitori
system_monitoring o Demographic Details (Optional)

General Support Phone Number:
0 26 1. Demographic of

PPP Loan Amount Principal Name @

5135,001‘00 Principal Name
Forgiveness Amount Principal Position @
$0 Principal Position
SBA Number
Veteran Gender
--Select-- --Select-- A

Your Lender Loan Number
Race (more than 1 may be selected)

Ethnicity
—-Select-
Your Current Request Status
® Request not Submitted e | &+ Add Additional Demographic

(action required)

() E-Signature Required
(O E-Signature Processing o Next »

“B Select - Question Marks for details relevant to those fields
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Documentation — 3508 Full

Form Selection Loan Details Documentation

Supporting Documents

Documentation Required

Please ensure that you attach at least one of the following documents with your application. To minimize potential back-and-forth, we recommend uploading as many relevant documents as possible.

Applications using forms 3508 Full or 3508EZ will require at least one
document to be uploaded. However, it is recommended that the applicant

upload as many documents as are relevant in order to minimize potential
back-and-forth later.

Examples of document types are displayed on the screen, but generally

include Payroll, Full Time Employee (FTE) documentation, and Nonpayroll
Documentation.

All uploaded documents must be under 35 megabytes in size and not
encrypted. Valid file types are: pdf; xls; xlsx; csv; doc; docx; jpg; jpeg; png.
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Loan Details — 3508 Full

Most loan information will populate and be locked for edit. Any incorrect information
must be updated through PPP Lender prior to Forgiveness request submission.

1. Select - Appropriate Title from Drop-Down.
2. Enter - Primary Contact (First/Last) Name.
3. Enter - Business Industry Lookup (Select Best Option).

[a]

Send Messages directly
to SBA associated with

this Application.
% Messages & saveRequest € Exit Wizard

® Request not Submitted

Resources to
assist in applying
can be found
HERE.

Your Lender: Loan Details

-
AL system_menitoring

Status | Helpful Links:

Loan Details Documentation H Summary

This request s to be completed by applicants who are applying for forgiveness of an existing SBA PPP Loan.

Prefilled data (locked) was provided by your Financial Institution during the initial loan request submission to the S84 and cannet be updated here. If there are any discrepancies in loan details, please consult your Financial

General Support Phone Number:
of (877)s52-2692

PPP Loan Amount
$135,001.00
Forgiveness Amount
$0

Your SBA Number

Your Lender Loan Number

Your Current Request Status

@ Request not submitted
(action required)

O E-signature Required

O E-signature Processing

O submission ta Lender Pending
O submitted to Lender

O Lender Decision

O sBAReview

Institution, changes cannot be made in this platform.

(*) Indicates mandatory field
Section 1: Business Information

Business Legal Name:

Business TIN (EIN/SSN/ITIN}

Business Address

* Business Industry Loakup (NAICS) @

Enter Business Industry...

All locked (GRAY) fields must be

updated by lender prior to Direct
Forgiveness Request Submission

DBA or Tradename (I Applicable)

Phone Number

“ Primary Contact Name Primary Email

ndustry Code (NAICS)

Type an explicit term or set of terms like "Farming” or “Industrial’, then choose a cade from the list. El

“B Select - Question Marks for details relevant to those fields

25
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Loan Details — 3508 Full (cont’d)

1. Check - If lender provided additional funds as part of a PPP loan increase after initial
disbursement. (Not Common)

Select - Covered Period from Drop-Down (8 Weeks, 24 Weeks, or Between 8 and 24 Weeks)

Enter — Number of Employees at time of PPP Loan Application
Enter — Number of Employees at time of Loan Forgiveness Request (today)

W

. o—]
S BA i [ All Requests + Start New Forgiveness Request & & [sgou
[ |

R Exit Wizar

Ox BDATA SRR o
%8 Messages Save Request
@ Request not Submitted e s o a sa < € d
Status Helpful Links s .
Section 2: Loan Information °
Your Lender:
rrrrrrr PPP Loan Draw PPP Loan Amount PPP Loan Disbursement Date
= (YYYY-MM-DD)
AL system_monitoring iM-DD)
irst Draw b $135,001.0
General Support Phone Number:
7 (877)552-2692 o Click this box if your lender provided you additional funds as part of a PPP loan increase. (Note: this is not a common scenario, most borrowers won’t check this box
PPP Loan Amount
$135,001.00
Covered Period Start Date @ * Covered Period @ Covered Period End Date @
Forgiveness Amount (YYYY-MM-DD) (YYYY-MM-DD)

so 2020-05-10 0 - v

Your SBA Number

* Employees at Time of * Employees at Time of
Your Lender Loan Number Loan Application @ Forgiveness Request @

@

Your Current Request Status

_ “B Select - Question Marks for details relevant to those fields %
$BA —'
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Loan Details — 3508 Full (cont’d)

Complete the required fields for Section 3: PPP Schedule A. All boxes are required. The form will
automatically calculate the fields in gray.

Section 3: PPP Schedule A
PPP Schedule A Worksheet, Table 1 Totals @
1 * Enter Cash Compensation (Box 1) from PPP Schedule A Worksheet, Table 1 2 * Enter Average FTE (Box 2) from PPP Schedule A Worksheet, Table 1:
S e o
3 * Enter Salary/Hourly Wage Reduction (Box 3) from PPP Schedule A Worksheet
5 (2]
If the average salary or hourly wage for each employee listed on the PPP Schedule A
Worksheet, Table 1 during the Covered Period or the Alternative Payroll was at least 75% of
such employee’s average annual salary or hourly wage between January 1, 2020 and March
31, 2020 - enter 0 on Line 3 and check this box.
PPP Schedule A Worksheet, Table 2 Totals @
4 * Enter Cash Compensation (Box 4) from PPP Schedule A Worksheet, Table 2 5 * Enter Average FTE (Box 5) from PPP Schedule A Worksheet, Table 2
$ e o

“B Select - Question Marks for details relevant to those fields
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Loan Details — 3508 Full (cont’d)

Applicants will evaluate whether any of the check boxes are applicable and select as needed. Fill in
box 11. Boxes 12 and 13 will automatically calculate based on prior submissions on the form above.

Full-Time Equivalency (FTE) Reduction Calculation

If you satisfy any of the following three criteria, check the appropriate box, skip lines 11 and 12,
and enter 1.0 on line 13; otherwise, complete lines 11, 12, and 13:

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

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

FTE Reduction Safe Harbor 2: If you satisfy FTE Reduction Safe Harbor 2 (see PPP Schedule

A'Worksheet)
11 * Average FTE during the Borrower's chosen reference period 12 * Total Average FTE (add lines 2 and 5)
(7] 0
FTE Reduction Quotient
(divide line 12 by line 11) or enter 1.0 if any of the above criteria are met
0.00 Q

“B Select - Question Marks for details relevant to those fields
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Loan Details — 3508 Full (cont’d)

Complete all boxes in Section 4. Box 1 will automatically calculate based on prior submissions on the
form above.

Section 4: Forgiveness Calculation
Payroll and Nonpayroll Costs
1 * Payroll Costs 2 * Business Mortgage 3 * Business Rent or
From PPP Schedule A, line 10 Interest Payments Lease Payments
$0.00 (2] § 2] $ e
4 * Business Utility 5 * Covered Operations 6 * Covered Property
Payments Expenditures Damage Costs
$ e $ e S (2]
7 * Covered Supplier 8 * Covered Protection
Costs Expenditures
$ o $ 1)

_ “B Select - Question Marks for details relevant to those fields 2
$BA —'
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Loan Details — 3508 Full (cont’d)

Boxes 9 through 15 will automatically calculate based on prior submissions on the form above.

Confirm the requested Forgiveness amount in box 15 is correct before continuing. This will be
the amount of loan forgiveness requested from the SBA.

Adjustments for Full-Time Equivalency (FTE) and Salary/Hourly Wage Reductions

g " Total Salary/Hourly Wage Reduction 10 * Add the amounts on lines 1 through &, then subtract the 11 @ " FTEReduction Quotient
(enter the amount from PPP Schedule A, line 3) amount entered in line 9 (enter the number from PPP Schedule A, line 13)
5 0.00
50.00

Potential Forgiveness Amounts

Modified Total PPP Loan Amount Payroll Cost 60% Regquirement
12 13 14
(multiply line 10 by line 11) (divide line 1 by 0.60)
$0.00 $171,000.00 $0.00 7]

Forgiveness Amount

15 * Forgiveness Amount
(enter the smallest of lines 12, 13, and 14)

50.00

_ “B Select - Question Marks for details relevant to those fields <0
$BA —'
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Loan Details — 3508 Full Demographics

1. Enter Demographic Details (Optional & WILL NOT impact Forgiveness request).
Select - Add Demographic (If Necessary)
3. Select - Next.

I system_monitori
system_monitoring o Demographic Details (Optional)

General Support Phone Number:
0 26 1. Demographic of

PPP Loan Amount Principal Name @

5135,001‘00 Principal Name
Forgiveness Amount Principal Position @
$0 Principal Position
SBA Number
Veteran Gender
--Select-- --Select-- A

Your Lender Loan Number
Race (more than 1 may be selected)

Ethnicity
—-Select-
Your Current Request Status
® Request not Submitted e | &+ Add Additional Demographic

(action required)

() E-Signature Required
(O E-Signature Processing o Next »

“B Select - Question Marks for details relevant to those fields




—
Documentation — 3508 Full

Form Selection Loan Details Documentation

Supporting Documents

Documentation Required

Please ensure that you attach at least one of the following documents with your application. To minimize potential back-and-forth, we recommend uploading as many relevant documents as possible.

Applications using forms 3508 Full or 3508EZ will require at least one
document to be uploaded. However, it is recommended that the applicant

upload as many documents as are relevant in order to minimize potential
back-and-forth later.

Examples of document types are displayed on the screen, but generally

include Payroll, Full Time Employee (FTE) documentation, and Nonpayroll
Documentation.

All uploaded documents must be under 35 megabytes in size and not
encrypted. Valid file types are: pdf; xls; xlsx; csv; doc; docx; jpg; jpeg; png.
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Submission Summary

Review all relevant information for accuracy, once signed and submitted, edits
can not be made to the application.

1. Select - Submit and Continue to Electronic Signature
« Withdraw Request will delete submission
* Previous will go back in unsubmitted application to allow edits.

—
S BA :'dsmsi,:ni:::ﬁ‘”:,‘."ess [ All Requests + Start New Forgiveness Request s 2

o mpata -
@ Request not Submitted % Messages &> Save Request € Exit Wizard
equest not submitte

. Loan Details Documentation Summary
Status Helpful Links |

Summary of Forgiveness Request

Your Lender:

= Review your Forgiveness Request
A —
Business Name - et Address Line 1
General Support Phone Number: i
J (877)552-2692 TIN Address Line 2
SBA Number Primary Contact Phone
PPP Loan Amount
3135,00100 Loan Number Primary Email

Forgiveness Amount

5135’001'00 Reussted Forensness Ao 1 <] Submit and Continue to Electronic Signature

Your SBA Number
[i] withdraw Request

IMPORTANT! Once you 'Submit' your request it will become unavailable for changes unless you

$135,001.00

Your Lender Loan Number choose to 'Decline to Sign' in the following step. If you choose ‘Finish Later’ or navigate back to the

request, you will no longer be able to edit. Only choosing 'Decline to Sign' will release your request for ?>Q

changes. Once you have made any changes, you can then 'Submit’ again to finish signing.
Your Current Request Status

te)
& N
<~ d




Missing ltems Summary

Missing Items will be outlined prior to submission. The Submit button will be inactive
until all Missing Items have been corrected.

Review the specific Missing Item details and then click the Missing Item link to update
the appropriate field. NOTE: This step may need to be complete multiple times.

S
BA [ All Requests Start New Forgiveness Request a8 & [sgos
B g il
€ Exitwizsrd

s tmmss @ Requestnot Submitted

Status | Helpful Links Loan Details Documentation Summary

Summary of Forgiveness Request

T evanpemosank

General Support Phone Number:

(rriee2 2852 Your Request cannet be submitted because you are missing important information!
FPF Loan Amount Please follow the prompts below biack to the fields in question. Once you have provided all
$150,000.00 necessary dats, you will be able to submit this request.

Forgiveness Amount € Loan Details

$150,000.00 o « Title of person signing.- Field is missing or unanswers

Your SBA Number
Vour Lender Loan Number Review your Forgiveness Request
Business Hame Addressline 1 Sample Test 2dd1
Your Current Request Status
N N AddressLine 2 sample Test addz
@ Request not submitted
[action required) SBA Number Primary Contact Phone

E-Signature Required
& Loan Number Primary Email

E-Signature Processing
Submission to Lender Pending

O Submitted to Lender

D Lender Decision

BA Review

$150,000.00

PORTANT! Onca you "Submit’ your raquest It will become unavailable for changss unless you
choose to ‘Decline 1 SIgn’ in the following step. ifyou choose ‘Finish Later” or navigate back o
the request, you will ne longer be able 1o €dit. Only choosing Decline to Sig” will release your
request for changes. Once you have made any changes, you can then ‘submit’ again to finish

sigl

<] Submit and Continue to Electronic Signature

The Submit button will
become ACTIVE once all
Missing Items are
resolved
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DocuSign

Applications will be signed electronically via DocuSign.
1. Select -1 agree to use electronic records and signature.
2. Select - Continue.

Please Review & Act on These Documents DoouSign

. Diract Forgiveness Demo
Thank you for you

your continued business, please contact us directly for any questions going forward

CONTINUE OTHER ACTIONS v

2

DocuSign @ Gnange Language - Engiish (US) ¥ | Gopyright © 2021 DocuSign Inc. | van




1. Select - Start.
. Select

Initial.

DocuSign — Signing

a. Pop-Up will allow systematic, drawn, or uploaded si

3. Select
4. Select - Sign.

5. Select - Finish.

Initial.

review the documents below.

o srant =

DEMONSTRATIGN DOCUMENT ONLY.
ONIDED BY BOCUSIGN ONLINE SIGNING SERVICE

DocuSign Envesope [D: ADR12863-1ABT-4755 BDEC-CE 10886 1€380

Paycheck Protection Froxam ...
FFP Loan Forgiveness 35085 Revised AUAX XX, 2021
A BORROWER MAY USE THIS FORM ONLY IF T D A PPP LOAN OF $150,000 OR LESS

wwov. ER RECE

A o Traen
ltest inc 123456789

Tasiness Lol Soame (-Worromer™)

Sample Test addz

L

DX First Draw PP Loa

Second Draw PP Loan (check one)

SBA PPF Loan Number: - Lender PPP Loan Number: -

oan Amount: $150,000. 00 e

Original P Loan

b : Date of PPP Loan Increase i
Employces at Time of Forgiveness Application: 10

10 06/21/2020 M Borrvower (Together with Affiliates) Received

or More, Check Here: )

Amaunt of PPF Loan Inrease (if appli
Employees at Time of Loan Application: 10

Covered Period: 04/27/2020.
Second Draw PPP Loans of 52 M

First

Ameunt of Loan Spent on Payroll Costs: $150,000.00 _ Requested Loan Forgiveness Amount: $150,000. 00

B Requires - initiai Fe X
e hmor zed Keprescnanve af the HOrOwer Sermiies 5 A1 of e beion by (ARISHIE 1o @ Cagh one
o Y The Borrower has complied with al equitements n the Passheck Prorecrion Program Fyles (Sccrions T(a)36)
I SBA through ihe daie

of the Small Rusiness Act, P interim final rules

i appivesioa)s inhuding the nato rlmied e
eligible uses of PPP loan proceeds;
= iemmounsof FEF loun procceds ifiihpurt PR o peyToligs (inctuding propricuo cxpenses for
it applied for loans usi
ke oy “Sefi
* e caboulation ofthe Borrawe § Keauested Loan ¥ v o
ings these requirements may be found in ¢ SORS Instructions and the Paycheck Protection

.o Fappticabi): and

i P
* 1 inall 1 understand that knowi
e ey e o 1w & ot it 1 g 3.0
AT oy improc-tiline 3 o e $530000 Ut 15 U5 635 by

s Weness of st et 55,006, . if st & Fedrally s

inion e 16 5'5.C. 014 by mprlsoamt ofnor pore ham thiry yars ks & i of ot more than § 000,000

y making
INITIAL ST

on o this forgiveness applicaion. the Borvowst must reain all ecords neceseary 10 prove compl
Ptk Proeion ¢ aphcycn reverda and for taeee years for llothoe rcords. SHA may reducet
additional information for the purposes of evaluating e Bomoveer's cligibilty for the PP loan and for loan forgivences, and the

information requested by SBA may result in a defermination that the Borrawer was neligible for the
BorrounEiElon forgivences appilication

ce with the Paycheck Protection Program R
rrmines that the Borrower

SBA

The Borrower's cligibility for loan forgiveness will be cvaiuaed in ocsord
ler 10 disapprove the Bo *s loan forgivencss applicati
Requirea - Sign Here

* 77952021

Signature of Authorized Represemative of Borrower Date

John Doc

Print Name Title

SHA Fonm 35085 (XX/21)

OTHER ACTIONS v

Adopt Your Initials

Confiem your name, Inftials, and signature.

- Raquired

SELECT STYLE  DRAW  UPLOAD
neview
Docusignea by: os
Jelun. Doe n
AcE72126 1700458

By ssiecting Adoct snd
0 hem o

ADOPT AND INITIAL CANCEL

Gopyrght © 2021 Domulign ine. | van

natures to be applied.

Initials

9D

38
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DocuSign — Decline to Sign

If, after reviewing the application and prior to finishing, corrections are necessatry,
Applicants can — Decline to Sign

1. Select - Other Actions.
Select - Decline to Sign.
Select - Continue.
Select - Reason for declining.
Check - Acknowledgement.
Select - Decline to Sign.

o 0 bk WD

(LML OTHER ACTIONS v

Decline to Sign

Please provide a reason for declining:




—

DocuSign — Declined Signature

Applicants will experience a brief waiting period to make corrections after declining to
sign. This should take no more than 5 minutes.

« Applicants can return to All Requests or Exit Wizard to regain access to their
application and make necessary edits.

—
5. Srall Business 5 .
SBA i 2 AllRequests Start New Forgiveness Request 8 & [signout
[S—}
MOCKDATAONLY #, tiessages

ﬁ EtranDemoBank X .
Docusign request was declined
This can take a few minutes for processing, so check back shortly.

General Support Phone Number:

(877)552-2692 Review your Forgiveness Request
PPP Loan Amount . »
Business Name MOCKDATAONLY- Address Line 1 Sample Test add1
$150,000.00
TIN Address Line 2 Sample Test add2
Forgiveness Amount
$150,000.00 SBA Number Primary Contact Phone
Your SBA Number Loan Number Primary Email

Your Lender Loan Number

Requested Forgiveness Amount
Your Request Status

O Request not Submitted $150,000.00

(O E-Signature Required
O submission to Lender Pending (no action required)
O submitted ta Lender (no action required)

(O Lender Decision (no action required)

0 < Previous
O 584 Review (no action required)

()
2,
2%

Erivacy Peliey | TermzofSsrvic i i &5
X
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Application Submitted

Once applications are submitted, progress can be reviewed through the portal.

The Call Center is not able to provide details to timelines of forgiveness.

—

SBA S 22 All Requests Start New Forgiveness Request s =2

—

MOCKDATAONLY-Oberbrunner Hettinger and Pollich %8 Mess € Exit Wizard

Status Helpful Links

ﬁ EtranDemoBank

General Support Phone Number:
(877)552-2692

PPP Loan Amount

$150,000.00

Forgiveness Amount

$150,000.00

Your SBA Number

Your Lender Loan Number

Your Request Status

O

Request not Submitted

o]

E-Signature Required

E-Signature Processing

o]

Submission to Lender Pending (no action required)

0

Submitted to Lender (no action required)

o]

Lender Decision (no action required)

(O sBA Review (no action required)

Loan Details

Thank you for Submitting your Request.

Documentation Summary

Your Docusign is being processed and will show up on this page when it is complete. This can take a few minutes, so check back shortly.

Review your Forgiveness Request

Business Name MOCKDATAONLY-
TIN
SBA Number

Loan Number

Requested Forgiveness Amount

Address Line 1 Sample Test add1
Address Line 2 sample Test add2
Primary Contact Phone

Primary Email

Erivac, Polisy | Isrmzo

$150,000.00




Corrections

Some applicants may receive an email notifying them of a new correction request from
their lender. Details for the correction are located on the Summary page. Corrections
will require an application withdrawal and resubmission.

Start New Forgiveness Request

U5, Small Business
SBA S [ AllRequests
s s @ Lender Decision (Correction) ", Messages
Status Helpful Links ; Documentation

ﬁ EtranDemoBank

Borrower Correction is required.

Below is 3 message from EtranDemoBank with the reason you need to withdraw your request and resubmit with the correction indicated.
General Support Phone Number: Reason: Please review documentation and submit correct file
(877)552-2692

PPP Loan Amount *

$150,000.00

Please withdraw request below and resubmit with corrected details.

Forgiveness Amount
$150,000.00
What to expect next
Your SBA Number
1. You need to make note of the corrections above {Correction/Reason)

2. Withdraw your request using the link above (Withdraw Request)
Your Lender Loan Number 3. Complete your request again with the carrections your provided

4. Sign and Submit your request again

@ Once the process is completed, the SBA will inform your lender that the Forgiveness request has
been approved.

Your Current Request Status

> Request not Submitted
This portal will also be updated with SBA's final decision including a notification {if applicable}

A

O E-signature Required that the forgiveness payment was provided to your lender allowing them to fully forgive your
(O E-Signature Processing PPP loan cutstanding balance.

(> submission to Lender Pending

O submitted to Lender What if | realize that | made a mistake?

@ Lender Decision (Correction)

N N If the withdraw option is not available on the "All Requests” screen you must contact your
(action required)

Financial Institution to make corrections.
O sBA Review
What if | have additional questions?

Contact our SBA PPP Forgiveness Customer Service team through the inbox messages at the top
of the screen or at 877-552-2692.




SBA Decision

Once an application moves to SBA Decision, the below letter will be available within the
Application Portal for Borrowers as confirmation of forgiveness.

SMALL BUSINESS ADMINISTRATION

E WASHINGTON, DC 20416
4"4'1'5’-’.‘-% o
NOTICE OF PAYCHECK PROTECTION PROGRANM
FORGIVENESS PAYMENT
Borrower:

Lender of Record:

SBA Loan No.:

Loan Approval Date:

Loan Disbursement Amount: $

Amount of Forgiveness Requested by Lender: $
Forgiveness Amount Remitted: $ in principal and $ in interest
Forgiveness Payment Date:

As authorized by Section 1106 of the CARES Act, SBA has remitted to the Lender of
Record the payment listed above for forgiveness of the Borrower’'s Paycheck
Protection Program (PPP) loan.

If any balance remains on the PPP loan after application of the forgiveness payment,
the Lender must notify the Borrower of the date on which the first payment is due,
and the loan must be repaid by the Borrower on or before the maturity date.

For loans of $150,000 and less [except for those borrowers that together with their
affiliates received loans of $2 million or greater], the borrower must retain records
relevant to the loan forgiveness application that prove compliance with the
requirements of Section 7(a)(36) and Section 7A of the Small Business Act—with
respect to employment records, for the 4-year period following submission of the
loan forgiveness application, and with respect to other records, for the 3-year period
following submission of the loan forgiveness application.

For loans greater than $150,000, the Borrower must retain all records relating to the
Borrower's PPP loan for six years from the date the loan is forgiven or repaid in full.

THIS DOCUMENT IS A NOTICE OF PAYMENT ONLY. ISSUANCE OF THIS NOTICE
OF PAYMENT DOES NOT PROVIDE THE BORROWER WITH A RIGHT TO APPEAL
TO THE SBA OFFICE OF HEARINGS AND APPEALS.
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FAQ

How do | access the portal?
This platform can be accessed by visiting https://directforgiveness.sba.gov.

How do | contact the SBA?
The SBA's PPP Direct Forgiveness Hotline is +1 (877) 552-2692.

Where can | find information about Direct Forgiveness?
A Knowledge Base of Frequently Asked Questions can be found here. This resource is regularly updated.



https://directforgiveness.sba.gov/
https://dfussbaforgiveness.zendesk.com/
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