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The Prestamos PPP Loan Forgiveness Application Training Walkthrough
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* In order to access your Loan Forgiveness Application, you must use the link sent
to you by Spark. You cannot access the forgiveness application through your
regular portal without your link. If you need a new link, please email us at
prestamosinfo@cplc.org and we will send a new link immediately.

* You have 10 months from the end of your PPP loan to apply; you do NOT have to
apply by week 8/week 24 of your loan term.

e After you submit your application, Prestamos has 60-days to make a
determination and submit to The SBA for formal forgiveness approval.


mailto:prestamosinfo@cplc.org

Your PPP Application Status
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Once you complete
the application, your

Your PPP Loan estimated The status of
Amount Will forgiveness amount your application
Show Here will show here will show here
Forgivene%s Application \ j
&) Loan Amount O Forgiveness Amount A Status
$11,940.00 $0.00 = In Progress
T
I\!/I
In Progress Submitted R L App Pnaiting Signature Signe SBA Review mple

Where you are in the forgiveness process will show here throughout
the entire forgiveness process. Check back for updates by clicking on
your forgiveness application link.



Simplified Application Eligibility Section

=l =] [=] Bl 5]
C 9\9

a division.af CH ICAN OS POR LA CAUSA

| Simplified Forgiveness Application Eligibility A

Is the Borrower a self-employed individual, independent contractor, or sole proprietor who had no employees at the time of the PPP loan
application and did not include any employee salaries in the computation of average monthly payroll in the Borrower Application Form
(SBA Form 2433 *

Answer each of the four questions
to determine whether you are

Did the Borrower maintain annual salary or hourly wages of all employees, with reductions of no more than 25 percent, during the Covered e . £
_ _ _ _ eligible to use the EZ simplified
Period or the Alternative Payroll Covered Pericd compared to the period between January 1, 2020 and March 31, 2020 g *

(i [¥] Yes

forgiveness application or if you will
have to complete the Schedule A

Mo Yes
Did the Borrower maintain the number of employees or the average paid hours of employees between January 1, 2020 and the end of the
Cowered Pericd. g *

Mo Yes
WWas the Borrower unable to operate during the Covered Period at the zame level of business activity as before February 15, 2020, due to

compliance related to COVID-19. [ =

Mo Yes

Iﬂ"l'nu are not eligib le for the simplified forgiveness application. I




Simplified Application Eligibility Section
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Simplified Forgiveness Application Eligibility A

Is the Borrower a self-employed individual, independent contractor, or sole proprietor who had no employees at the time of the PPP loan

application and did not include any employee salaries in the computation of average monthly payroll in the Borrower Application Form If you are Self empIOyEd Wlth no employees and

(SBA Form 2483). * , file a Schedule C, you are automatically eligible for
Ne the simplified application. You do not have to

Did the Borrower maintain annual salary or hourly wages of all employees, with reductions of no more than 25 parcent, during the red meet addltlonal quallflcations to use the Slmpllfled

Period or the Alternative Payroll Covered Period compared to the period between January 1, 2020 and March 31, 2020 E = a ppl |Cat|0n
K -

Did the Borrower maintain the numb er of employees or the average paid hours of employees between January 1, 2020 the end of the
Covered Period. ﬂ *

2 -

Was the Borrower unable to operate during the Cowvered Period at the same level of business activity as b February 15, 2020, due to
compliance related to COVID-19. [§ *

=2 -

I + You are eligihle for the simplified forgireness application!




Simplified Application Eligibility Section
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Simplified Forgiveness Application Eligibility A

If you are an employer with W2 employees, in
order to use the simplified application you
need to meet the following three conditions:

1. You continued to pay employees at the

Did the Borrower maintain annual salary or hiourly wages of all employees, with reductions of no more than 25 percent, during the Covered

Period orthernative Payroll Coversd Pericd compared to the period between January 1, 2020 and March 31,252[#5* Sa me rate, Or dld not decrease thE|r Wages by
No <= more than 25%
Did the Borrower maintain the number of employees or the average paid hours of employees between January 1, 2020 and the end of the 2. You mal ntalned the same num ber Of
Covered Period. g * .
- employees, or could not rehire employees
-

because they refused to come back

WWas the Borrower unable to operate during the Covered Pericd at the same level of business activity as before February 15, 2020, due to

compliance related to COVID-15. () * 3. You were unable to operate at the same
No < level of business activity due to health

compliance

| + You are eligible for the simplified forgireness application!




General Information Section

© General Information
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# of Employees at the time of the Loan Application *B Current # of Employees *

K | £ |
Payroll Frequency *

| Twice a Month

Covered Period

Your PPP loan is intended to cover a 24-week (1628-day) period, or an 8-week period at your election. The first day of the Cowvered Period
must be the same as your PPP Loan Disbursement Date.

Loan Disbursement Date *
| 05/04/2020 |

Covered Period Duration *

24 Weeks [EREE

The Covered Period for your PPP loan is 5/04/2020 to 100782020,

Only an option if your loan funded PRIOR to June 5, 2020

Economic Injury Disaster Loan (EIDL)

If the Borrower received an EIDL advance, please enter the amount below. The SBA will deduct EIDL Advance Amounts from the forgiveness
amount remitted to the Lender as required by section 17110(e)(6) of the CARES Act.

EIDL Advance Amount
| 1,000.00 |

Have you, together with your affiliates, received owver $2 millien in PPF loans? *

EIDL Application Number

| 0123456 |

Yes

i advisionef CHICANOS rrtAa CAUSA

In this section you will provide information about the number
of employees you have at the time of forgiveness application
and how often you run payroll/pay draws for self employed
individuals.

In this section you will provide the date the funds were
deposited into your bank account. If your loan funded prior to
June 5, 2020, you have the option of selecting 8-weeks or 24-
weeks. Loans funded June 5, 2020 or after will only have the
24-week option available to them.

In this section you will enter any EIDL advances you received.
This is the advance portion only, up to $10,000, that The SBA
provided as an emergency grant. Do not include your EIDL loan
amount here.



Use of Funds/Documentation Section
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(2] Use of Funds and Supporting Documentation A ®@EEIEIEIE@@
— Amoune
~  Payroll Costs snsw0  Here you will enter information on how you used your funds and
o e e T TP e e o T s comperton s provide supporting documentation. Enter amounts paid to W2
. replacement” here — only your W2 . employees only, amounts paid for retirement and group healthcare,
e o e o and state/local taxes (such as unemployment)
% $
Paid to owners/partners ) State and local taxes for emplayee compensation (@ If you are self employed and paid yourself “owner compensation
S - : replacement,” such as monthly draws, place the total amount here

Payroll Costs Supporting Ilm:u-uﬂﬂinnn

File Name Type *

Payroll Costs - Payroll-Activity-5ummary-5AMPLE jpE

+ Add Files...

Click “+Add Files...” to upload your supporting
documentation, then select the type of

Bank Statement Proving Payroll
+  Business Mortgage Interest Employee Pay Stubs documentation from the list.

+ | Business Rent or Lease Payments Health Insurance Supporting Documentation

IRS Form 940 - Annual Federal Unemployment Tax Return O h . .
IRS Form 941 - Quarterly Federal Tax Return WnNErs Ip Compensatlon Supportlng

forst ERemhie Fores List of Employees and Salaries Living Abroad documentation can be as Simp|e as a bank
Cwnership Compensation Supporting Documentation statement Showing tranSferS to a personal
Payroll Summary Report .

account or copies of checks

+ Business Utility Payments

& Forgiveness Calculator

Potential Forgiveness Amounts (£ Retirement Plan Supporting Documentation

Taxes for Employee Compensation Supporting Documentation
]

Candidate 1: PPPF Loan Amount




Documentation Requirements
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* Documents verifying the number of full-time equivalent employees on payroll and their pay rates, for the periods used
to verify you met the staffing and pay requirements:

* Payroll reports from your payroll provider

* Payroll tax filings (Form 941) and unemployment insurance filings from your state

* |If payroll provider is not being used, then the following information for the employees is required:
Employee’s full name
Employee’s social security number — last 4 digits
Hour worked per week
Hourly or Salaried employee
gross salary/wages/tips/commissions
paid leave (vacation, family, medical or sick leave, not including leave covered by the Families First Coronavirus
Response Act)

NOTE: Compensation cannot exceed $100,000 Annually. The PPP allows loan forgiveness for payroll costs — including
salary, wages, and tips — for up to $100,000 annualized per employee, or $15,385 per individual over the eight-week
period. The new interim final rule establishes the 24-week maximum for full loan forgiveness at $46,154 per individual.



Documentation Requirements
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* Documents verifying any retirement and health insurance contributions:
Bank Statements/copies of cancelled checks

* Documents verifying that your eligible interest, rent, and utility payments were active in February 2020:
Copy of promissory note/agreement
Copy of lease
Copy of utility statement prior to Feb 2020

* Documents verifying your eligible interest, rent, and utility payments
canceled checks
payment receipts
account statements



Documentation Requirements
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* Owner compensation (Self Employed/Schedule C):
2019 Schedule C, Profit or Loss From Business, or Schedule F, Profit or Loss From Farming, tax returns.
2019 Schedule K-1 for Partnerships
Copies of bank statements showing how funds were used
Copy of the PPP Documentation for Sole Prop/Schedule C Filer

* Health insurance costs for S corporation owners cannot be included when calculating payroll costs; however,
retirement costs for S corporation owners are eligible costs.



Use of Funds/Documentation Section
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(2] Use of Funds and Supporting Documentation A
Category po— If you have non-payroll/owner compensation
+ | Payron costs $10,000.00 expenses, you will select the category (Mortgage
+ | susiness Mortgage tmterest s0.00 Interest, Rent/Lease, or Utilities), enter the amount
— | Gusiness Ret or Lease Payments 1 50,00 spent in that category, and provide supporting
documentation.
mount SPEI'I'I on rent E
‘|:|1,940_uu | |
Remember that non-payroll/owner compensation
Rent Supporting Documentation [ .
S expenses cannot exceed 40% of your total PPP or it
e P T — will impact your eligible forgiveness amount. You can
m e o e 1 2 take your total PPP amount and multiply by .04 to
ent - Rent Chec png
determine the maximum non-payroll/owner
I compensation expenses you can use and still receive
+ | Business Utifity Payments s0.00 full forgiveness.
Total Eligible Forgiveness $11,540.00




Application Status

a division of CH ICAN OS PORLA CAUSA

Forgiveness Application

Once you have completed each section of the simplified

(8 Loan Amount @ Forgiveness Amount A& Status
$11.940.00 $11 940.00 - In Progress forgiveness application, you will see your estimated
' forgiveness amount.
/_'\I
I“\-!/ - - - E : 8 - -
EPoges  Submited  UnderReview LlenderApproved AwaitingSignature  Signec If your forgiveness amount is LESS than your PPP, that
simplified Forgiveness Application Eligibility . | means you have a balance that needs to be paid back or

you need to make changes to your application. For
example:

«

© General Information

If you were funded prior to June 5, 2020 and are
electing an 8-week loan term, you can extend your

«

(2] Use of Funds and Supporting Documentation

= Forgiveness Calculator A term to 24 weeks to give yourself more time to use
Potential Forgiveness Amounts ) the funds for eligible expenses to ensure forgiveness.
Candidate 1: PPP Loan Amount $11,940.00 This is especially beneficial for self employed
Candidate 2: Total Payroll and Mon-payroll Costs £11,940.00 i n d iVi d u a I S .
Candidate 3: Payroll Cost Requirem Entﬂ $16,666.67

} i Remember that expenses used for forgiveness are not
Estimated Forgiveness Amount $11,940.00

eligible to be used as expenses on your 2020 tax return



Schedule A
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Cash compensation n $10,000.00

If you are not eligible for the simplified application, you will need to complete
the Schedule A.

MemgenumlerufFl'Esa* 1

Salary / Hourly Wage Reduction a = 30.00

Details for FTEs with annual compensation greater than $100,000

Cosn compernsaton @ ««  Here you will breakdown your average FTE and provide any reductions in
prersee e or e B w.salary for FTE’s with annual compensation below $100,000 and for those
e m——————— above $100,000 in the respective sections.

Group Healthcare Costs $0.00

Retirement Plans [ $0.00

State and federal taxes for employee compensation a $0.00

Pzid to owners/partners E £0.00

Full-Time Equivalency (FTE) Reduction Calculation

Here you will provide information your average number of employees during

m:e;n::;mmam 1<_the reference period (either 2/15/19 - 6/30/19 OR 1/1/20 - 2/29/20)
Meets FTE Reduction Safe Harbar 1 - Restrictions Due to Safety Requirements [ Yes
Mests FTE Raducion Safs Harbor 2-Rehing [ < 3 = [« Safe Harbor (Yes) is met if BOTH of the following conditions are met:
FIE Reduction Quotint 10 1. Borrower reduced its FTE in the period beginning 2/15/2020 and
e R 4/26/2020; AND

[ 2. Borrower restored its FTE levels by 12/31/2020 to its FTE levels in
o cowmenssravepeenveiozies Provide documents on FTE such as offers the pay period that included 2/15/2020

" 1 rehire/rejected offers, payroll ledgers




Application Completed — Save or Submit

Forgiveness Application

@ Loan Amount

$11,940.00

@ Estimated Forgiveness

$11,940.00

A Status

In Progress

Simplified Forgiveness Application Eligibility

© General Information

|
&
I\

(81 Use of Funds and Supporting Documentation

&«

i Forgiveness Calculator

¥

‘ Save & Close  Submit ‘l
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You have 10 months from the end of your PPP loan term (either 8-week or

24-week term) to submit your completed application for forgiveness.

For example:

* Ifyour loan funded May 1, 2020 and you opt for 8-week term, your
term ends 6/25/2020 and you have 10 months from this date to apply
for forgiveness (4/25/2021)

* Ifyourloan funded June 6, 2020 you have a 24-week term, your term
ends 11/20/2020 and you have 10 months from this date to apply for
forgiveness (9/20/2021)

You can check the status of your application at any time using your
application link and viewing the progress bar. If you need a new link, please
email us at prestamosinfo@cplc.org.

Once you have completed your forgiveness application and uploaded all
your documents, you can Save & Close and come back to submit at a later
date, or you can Submit your application to be reviewed. We then have 60
days to review your application and make a determination and notify you.
During the review process we may ask for additional information or
clarification on items you have submitted. Please be responsive if we do
reach out for requests for additional information.
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Notes on Forgiveness
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* If you have additional questions on the loan forgiveness process, please
attend one of our live Q&A sessions so that you can get your questions
answered in real time. You can sign up for a session here:
www.prestamosloans.org/events



http://www.prestamosloans.org/events

