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Welcome

The Paycheck Protection Program provides forgivable loans to small businesses to help 

them pay their employees and cover other eligible expenses during the COVID-19 crisis. 

Loans are up to $10 million and can be forgiven for the full amount. We have now entered 

the loan forgiveness phase of the Paycheck Protection Program and have invited EY to help 

provide high-level technical guidance relating to the program.



AGENDA

• Welcome – Jim Brown

• Setting the Stage - EY

• Forgiveness Portal – Steve Cromack

• Additional Resources – John Chase

• Questions and Close – Jim Brown
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HOUSEKEEPING

In an effort to minimize background noise all 

attendees will join the webinar with their 

audio muted. We will be taking questions 

typed in to the question box.

To type in a question, expand the Questions 

widget by clicking the down arrow.

Type your question in the box that appears 

and hit send.



5

DISCLAIMERS

This presentation is for informational purposes only and is provided solely for the purpose of 

enhancing general knowledge on the PPP. It is not intended, and should not be relied upon, 

as accounting, financial, legal, tax or other professional advice by any borrower because it 

does not take into account any specific borrower’s facts and circumstances. Borrowers should 

consult their own advisors for specific advise and for a complete understanding of the 

applicable PPP rules and regulations.

PPP regulations and the SBA’s loan forgiveness application are subject to change. 

Information contained in this presentation is based on the CARES Act, the PPP Flexibility Act, 

PPP regulations and the interpretation of the guidance provided by the SBA/Department of 

Treasury as of the date stated in the cover page. Borrowers will need to comply with the loan 

forgiveness application and the PPP regulations that are in effect at the time they apply for 

loan forgiveness. Boston Private and its advisors have no obligation to update the information 

contained in this presentation for any subsequent changes to the CARES Act, regulations or 

guidance applicable to the PPP or loan forgiveness application.

Forgiveness of all or a portion of a Borrower’s PPP loan cannot be guaranteed, and the 

amount of loan forgiveness depends on numerous factors, including the amount and timing of 

payroll expenses, employment levels and compliance with the PPP regulations. Borrower will 

remain responsible for any portion of its PPP loan that is not forgiven.
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What are the Responsibilities of the Borrower?

The loan forgiveness application and the rules and regulations relating to loan 

forgiveness under the Paycheck Protection Program are issued by the U.S. 

Small Business Administration (SBA) and the U.S. Department of Treasury.

Borrower’s 

Responsibilities

To apply for loan forgiveness, it is expected that borrowers need 

to submit a request to the lender that is servicing the loan. The 

SBA has posted a loan forgiveness application, however, 

guidance relating to the loan forgiveness process may still be 

subject to change.

Borrowers are required to provide an accurate calculation of the 

loan forgiveness amount and to submit documentation that verify 

payroll costs, the number of full-time equivalent (FTE) employees 

and pay rates, as well as payments on eligible mortgage interest, 

lease and utility obligations.

Borrowers must certify to a number of attestations including that 

all the documents submitted are true, and that they used the 

forgiveness amount to keep employees and make eligible 

mortgage interest, rent and utility payments.

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.
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What are the Responsibilities of the Lender?

The loan forgiveness application and the rules and regulations relating to loan 

forgiveness under the Paycheck Protection Program are issued by the U.S. 

Small Business Administration (SBA) and the U.S. Department of Treasury.

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Lender’s 

Responsibilities

Lender’s responsibility includes a good faith review of a 

borrower’s calculations and supporting documentation 

concerning amounts eligible for loan forgiveness.

Lenders must issue a decision on a loan forgiveness application 

to the SBA within 60 days of receipt of a complete loan 

forgiveness application from a borrower. If a lender issues a 

decision determining that a borrower is not entitled to 

forgiveness in any amount, the lender must provide the SBA 

with the reason for its denial and notify the borrower in writing 

that the lender has issued such a decision to the SBA.

The lender is responsible for notifying the borrower of remittance 

by the SBA of the loan forgiveness amount (or that the SBA 

determined that no amount of the loan is eligible for forgiveness) 

and the date on which the borrower’s first payment is due, if 

applicable.



Loan Forgiveness 
Overview
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Will I Be Forgiven the Full Amount of My PPP Loan Received?

Borrowers are eligible for forgiveness up to the full amount of the principal and any

accrued interest, but the actual forgiveness amount may not necessarily be 100% 

of the PPP loan amount received.

Limitations provided by SBA rules and regulations

Only the portion of loan 

proceeds used to pay for

qualified expenses during the

covered period are eligible 

for forgiveness.

Loan forgiveness will

depend on the borrower’s

actual use of the loan 

proceeds during the 

Covered Period.

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.
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Will I Be Forgiven the Full Amount of My PPP Loan Received?

Borrowers are eligible for forgiveness up to the full amount of the principal and any

accrued interest, but the actual forgiveness amount may not necessarily be 100% 

of the PPP loan amount received.

Limitations provided by SBA rules and regulations

Only the portion of loan 

proceeds used to pay for

qualified expenses during the

covered period are eligible 

for forgiveness.

Loan forgiveness will

depend on the borrower’s

actual use of the loan 

proceeds during the 

Covered Period.

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Only the portion of loan 

proceeds used to pay for

qualified expenses during the

covered period are eligible 

for forgiveness.

The Covered Period is either:

(1) the 24-week (168-day) period beginning on the PPP loan 

disbursement date; or

(2) the 8-week (56-day) period beginning on the PPP loan 

disbursement date (election applicable to a Borrower who 

received its PPP loan before June 5, 2020).

The Covered Period may not extend beyond December 31, 2020.



Loan Forgiveness 
Concepts
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How Should I Use My Loan Proceeds to Maximize Loan Forgiveness?

Loan proceeds must be used for certain expenses incurred and paid in connection 
with the borrower’s trade or business during the Covered Period.

60%

At least 60% of loan proceeds must be

used for payroll costs

40%

No more than 40% of loan proceeds may be used for 

interest on mortgage payments, rent and utilities 

Employer portion of FICA 
(Social Security and Medicare) 
and FUTA taxes

The amount of 
compensation in excess of 
an annualized salary of 
$100k of individual 
employees, or self-
employment income in 
excess of $100k of sole-
proprietors and partners are 
not eligible expenses for 
forgiveness. 

Loan proceeds used for the following purposes are not eligible for forgiveness:

Compensation of employees with a 
principal place of residence outside 
the US.

Employer portion of FICA (Social 
Security and Medicare) and FUTA 
taxes

Qualified sick leave or 
family leave wages for 
which a credit is allowed 
under the Families First 
Coronavirus Response 
Act.

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.
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How Should I Use My Loan Proceeds to Maximize Loan Forgiveness?

Loan proceeds must be used for certain expenses incurred and paid in connection 
with the borrower’s trade or business during the Covered Period.

60%

At least 60% of loan proceeds must be

used for payroll costs

40%

No more than 40% of loan proceeds may be used for 

interest on mortgage payments, rent and utilities 

Employer portion of FICA 
(Social Security and Medicare) 
and FUTA taxes

The amount of 
compensation in excess of 
an annualized salary of 
$100k of individual 
employees, or self-
employment income in 
excess of $100k of sole-
proprietors and partners are 
not eligible expenses for 
forgiveness. 

Loan proceeds used for the following purposes are not eligible for forgiveness:

Compensation of employees with a 
principal place of residence outside 
the US.

Employer portion of FICA (Social 
Security and Medicare) and FUTA 
taxes

Qualified sick leave or 
family leave wages for 
which a credit is allowed 
under the Families First 
Coronavirus Response 
Act.

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Sum of payments to employees for:

• Cash Compensation

• Salary, wage, commission, or similar compensation 

• Cash tip or equivalent 

• Vacation, parental, family, medical or sick leave pay 

• Dismissal or separation pay 

• Non-cash Compensation

• Employer contributions for health insurance 

• Employer contributions to employee retirement plans 

• State or local taxes assessed on employee compensation 

Owner compensation:

• For self-employed individuals / sole proprietor / independent contractor:

• Sum of 2019 net profit (2019 Form 1040 Schedule C or Schedule F, if applicable)

• For general partners in a partnership:

• Sum of 2019 self-employment income of general active partners (2019 Form 1065 Schedule K-1)
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How Should I Use My Loan Proceeds to Maximize Loan Forgiveness?

Loan proceeds must be used for certain expenses incurred and paid in connection 
with the borrower’s trade or business during the Covered Period.

60%

At least 60% of loan proceeds must be

used for payroll costs

40%

No more than 40% of loan proceeds may be used for 

interest on mortgage payments, rent and utilities 

Employer portion of FICA 
(Social Security and Medicare) 
and FUTA taxes

The amount of 
compensation in excess of 
an annualized salary of 
$100k of individual 
employees, or self-
employment income in 
excess of $100k of sole-
proprietors and partners are 
not eligible expenses for 
forgiveness. 

Loan proceeds used for the following purposes are not eligible for forgiveness:

Compensation of employees with a 
principal place of residence outside 
the US.

Employer portion of FICA (Social 
Security and Medicare) and FUTA 
taxes

Qualified sick leave or 
family leave wages for 
which a credit is allowed 
under the Families First 
Coronavirus Response 
Act.

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Document payroll costs for the

Covered Period following the date of 

PPP loan disbursement

Alternative Payroll Covered Period:

For a Borrower using 24-weeks:

24-week (168-day) period that begins     

on the first day of the first pay period 

following the PPP loan disbursement 

date.

For a Borrower using 8-weeks: 

8-week (56-day) period that begins on the 

first day of the first pay period following 

the PPP loan disbursement date. (Election 

applicable to a Borrower who received its 

PPP loan before June 5, 2020)
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How Should I Use My Loan Proceeds to Maximize Loan Forgiveness?

Loan proceeds must be used for certain expenses incurred and paid in connection 
with the borrower’s trade or business during the Covered Period.

60%

At least 60% of loan proceeds must be

used for payroll costs

40%

No more than 40% of loan proceeds may be used for 

interest on mortgage payments, rent and utilities 

Employer portion of FICA 
(Social Security and Medicare) 
and FUTA taxes

The amount of 
compensation in excess of 
an annualized salary of 
$100k of individual 
employees, or self-
employment income in 
excess of $100k of sole-
proprietors and partners are 
not eligible expenses for 
forgiveness. 

Loan proceeds used for the following purposes are not eligible for forgiveness:

Compensation of employees with a 
principal place of residence outside 
the US.

Employer portion of FICA (Social 
Security and Medicare) and FUTA 
taxes

Qualified sick leave or 
family leave wages for 
which a credit is allowed 
under the Families First 
Coronavirus Response 
Act.

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Document utility payments paid or incurred 

during Covered Period

(electricity, gas, water, transportation, 

telephone, internet access for which service 

began before February 15, 2020)

Document rent payments paid or 

incurred during Covered Period

(leasing agreement in force prior to 

February 15, 2020)

Document mortgage interest paid or 

incurred during Covered Period

(Mortgage indebtedness incurred before 

February 15, 2020)
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What Are the Components of Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

General Requirements for Loan Forgiveness

Reductions in Loan Forgiveness Amounts Exemptions to Reductions

Salary and Wage Reduction 
Safe Harbor

Forgivable Loan Amount 

Reductions in 
Salary and Wages

Reductions in Full-Time 
Equivalent (FTE) Employees

FTE Reduction 
Safe Harbor
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What Are the Components of Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

General Requirements for Loan Forgiveness

Reductions in Loan Forgiveness Amounts Exemptions to Reductions

Salary and Wage Reduction 
Safe Harbor

Forgivable Loan Amount 

Reductions in 
Salary and Wages

Reductions in Full-Time 
Equivalent (FTE) Employees

FTE Reduction 
Safe Harbor

Loan proceeds must be used for qualified expenses within the Covered Period
• At least 60% of the loan forgiveness amount must be used for payroll costs 

• Not more than 40% may be used for payment of mortgage interest, rent and utilities 

Payroll Costs (Cash Compensation):
• 8-week Covered Period: Maximum of $15,385 per individual

• 24-week Covered Period: Maximum of $46,154 per individual (would only be reached if borrower reduced its FTEs but 

was eligible for an exemption via the FTE safe harbor)

Owner-Compensation Replacement:
• C-Corporation owner-employees:

• 8-week Covered Period: 8/52 of the Borrower’s 2019 employee cash compensation and employer retirement and 

health insurance contributions made on their behalf (capped at $15,385 per individual)

• 24-week Covered Period: 2.5/12 of the Borrower’s 2019 employee cash compensation and employer retirement 

and health insurance contributions made on their behalf (capped at $20,833 per individual)

• S-Corporation owner-employees:

• 8-week Covered Period: 8/52 of the Borrower’s 2019 employee cash compensation and employer retirement 

contributions made on their behalf (capped at $15,385 per individual)

• 24-week Covered Period: 2.5/12 of the Borrower’s 2019 employee cash compensation and employer retirement 

contributions made on their behalf (capped at $20,833 per individual)

• Self-employed individuals/sole-proprietors/independent contractors (2019 Form 1040 Schedule C or Schedule F):

• 8-week Covered Period: 8/52 of the Borrower’s 2019 net profit (capped at $15,385 per individual)

• 24-week Covered Period: 2.5/12 of the Borrower’s 2019 net profit (capped at $20,833 per individual)

• Borrowers who were not in operation between February 15, 2019 and June 30, 2019 are instructed to fill out a Form 

1040 Schedule C (or Schedule F, if applicable).  

• General active partners in a partnership (2019 Form 1065 Schedule K-1):

• 8-week Covered Period: 8/52 of the Borrower’s 2019 net earnings from self-employment* multiplied by 0.9235 

(capped at $15,385 per partner)

• 24-week Covered Period: 2.5/12 of the Borrower’s 2019 net earnings from self-employment* multiplied by 0.9235 

(capped at $20,833 per partner)

* Reduced by any section 179 expense deduction claimed, unreimbursed partnership expenses claimed, and depletion claimed on oil and gas properties.
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What Are the Components of Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

General Requirements for Loan Forgiveness

Reductions in Loan Forgiveness Amounts Exemptions to Reductions

Salary and Wage Reduction 
Safe Harbor

Forgivable Loan Amount 

Reductions in 
Salary and Wages

Reductions in Full-Time 
Equivalent (FTE) Employees

FTE Reduction 
Safe Harbor

Reductions in full-time equivalent (FTE) employees 

and wages paid during the Covered Period will result 

to reductions in the loan forgiveness amounts.
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Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

General Requirements for Loan Forgiveness

Reductions in Loan Forgiveness Amounts Exemptions to Reductions

Salary and Wage Reduction 
Safe Harbor

Forgivable Loan Amount 

Reductions in 
Salary and Wages

Reductions in Full-Time 
Equivalent (FTE) Employees

FTE Reduction 
Safe Harbor

• Compare average weekly FTEs in the Covered Period (or Alternative Payroll Covered Period) with the following base periods:

o Non-seasonal employers

 Option 1: Average weekly FTEs in 2019 (February 15, 2019 to June 30, 2019)

 Option 2: Average weekly FTEs in 2020 (January 1, 2020 to February 29, 2020)

o Seasonal employers

 Option 1: Average weekly FTEs in 2019 (February 15, 2019 to June 30, 2019)

 Option 2: Average weekly FTEs in 2020 (January 1, 2020 to February 29, 2020)

 Option 3: Average weekly FTEs in a consecutive 12-week period in 2019 (May 1, 2019 to September 15, 2019)

• % decrease in the average weekly FTEs equals % decrease in the loan amount eligible for forgiveness, e.g. 20% decrease in FTEs equals a 

20% decrease in loan amounts eligible for forgiveness

• FTE reduction exemptions:

1. Any position for which the Borrower made a good faith, written offer to rehire an individual who was an employee on February 15, 

2020 and the Borrower was unable to hire similarly qualified employees for unfilled position on or before December 31, 2020.

2. Any position for which the Borrower made a good faith, written offer to restore any reduction in hours, at the same salary or 

wages, during the Covered Period or Alternative Covered Period and the employee rejected the offer.

3. Any employee who during the Covered Period or Alterative Payroll Covered Period; (a) were fired for cause, (b) voluntarily 

resigned, (c) voluntarily requested and received reduction in hours.

What Are the Components of Loan Forgiveness?
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What Are the Components of Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

General Requirements for Loan Forgiveness

Reductions in Loan Forgiveness Amounts Exemptions to Reductions

Salary and Wage Reduction 
Safe Harbor

Forgivable Loan Amount 

Reductions in 
Salary and Wages

Reductions in Full-Time 
Equivalent (FTE) Employees

FTE Reduction 
Safe Harbor

• Identify covered employees for salary/wage reduction calculation: include any 

employee who did not receive, during any single pay period during 2019, wages/salary 

at an annualized rate of pay in an amount more than $100,000.

• Compare average annual salary/hourly wages paid to covered employee during the 

Covered Period (or Alternative Payroll Covered Period) with the average annual 

salary/hourly wages paid during 1st quarter of 2020 (January 1, 2020 to March 2020).

• Calculate aggregate reduction: A decrease in the average annual salary/hourly wages 

paid that is in excess of 25% will reduce the amount eligible for loan forgiveness. 
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What Are the Components of Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

General Requirements for Loan Forgiveness

Reductions in Loan Forgiveness Amounts Exemptions to Reductions

Salary and Wage Reduction 
Safe Harbor

Forgivable Loan Amount 

Reductions in 
Salary and Wages

Reductions in Full-Time 
Equivalent (FTE) Employees

FTE Reduction 
Safe Harbor

Two separate safe harbors exempt certain borrowers from any loan forgiveness reduction based on a reduction in FTE employee levels:

• Safe Harbor 1: Applicable if Borrower, in good faith, is able to document that it was 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 COVID requirements established or guidance 

issued between March 1, 2020 and December 31, 2020 related to the maintenance of standards of sanitation, social distances, or any other work or 

customer safety requirement.

• Safe Harbor 2: Applicable if both conditions are met:

a.) Borrower reduced its FTE employee levels in the period beginning February 15, 2020 and ending April 26, 2020

b.) Borrower restored its FTE employee levels to its FTE employee levels in the Borrower’s pay period that included February 15, 2020 but not later than 

December 31, 2020
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What Are the Components of Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

General Requirements for Loan Forgiveness

Reductions in Loan Forgiveness Amounts Exemptions to Reductions

Salary and Wage Reduction 
Safe Harbor

Forgivable Loan Amount 

Reductions in 
Salary and Wages

Reductions in Full-Time 
Equivalent (FTE) Employees

FTE Reduction 
Safe Harbor

Applicable if both conditions are met:

• Borrower reduced the average annual salary or hourly wages 

paid in the period beginning February 15, 2020 and ending 

April 26, 2020

• Borrower restored the average annual salary or hourly wages 

paid to the levels in the Borrower’s pay period that included 

February 15, 2020 by not later than December 31, 2020



Loan Forgiveness 
Calculation
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How Do You Calculate the Loan Forgiveness Amount? (SBA Form 3508EZ or Lender Equivalent)

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Payroll Costs

Business 

Mortgage Interest 

Payments

Business Rent or 

Lease Payments

Business Utility 

Payments

Total Payroll 

and Nonpayroll 

Costs
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How Do You Calculate the Loan Forgiveness Amount? (SBA Form 3508EZ or Lender Equivalent)

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Payroll Costs

Business 

Mortgage Interest 

Payments

Business Rent or 

Lease Payments

Business Utility 

Payments

Total Payroll 

and Nonpayroll 

Costs

PPP Loan 

Amount

Payroll Cost 

60% 

Requirement

Forgiveness Amount 

is the smallest of:

Payroll costs divided by 0.60
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How Do You Calculate the Loan Forgiveness Amount? (SBA Form 3508EZ or Lender Equivalent)

PPP Loan 

Amount

Payroll Cost 

60% 

Requirement

The Borrower can use the SBA Form 3508EZ if the 
Borrower can check at least one of the three boxes 
below:

The Borrower is 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 2483)

The Borrower did not reduce annual salary or hourly wages of 
any employee* by more than 25 percent during the Covered 
Period or the Alternative Payroll Covered Period compared to the period 
between January 1, 2020 and March 31, 2020;

AND

The Borrower 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. (Ignore reductions where the FTE 
reduction exception applies).

The Borrower did not reduce annual salary or hourly wages of 
any employee* by more than 25 percent during the Covered 
Period or the Alternative Payroll Covered Period compared to the period 
between January 1, 2020 and March 31, 2020;

AND

The Borrower was unable to operate during the Covered 
Period at the same level of business activity as before 
February 15, 2020, due to compliance with COVID requirements 
established or guidance issued between March 1, 2020 and December 
31, 2020 related to the maintenance of standards of sanitation, social 
distances, or any other work or customer safety requirement.

* Applicable to employees that did not receive, during any single period 

during 2019, wages or salary at an annualized rate of pay in an amount 

more than $100,000.

Forgiveness Amount 

is the smallest of:

Payroll Costs

Business 

Mortgage Interest 

Payments

Business Rent or 

Lease Payments

Business Utility 

Payments

Total Payroll 

and Nonpayroll 

Costs

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.
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How Do You Calculate the Loan Forgiveness Amount? (SBA Form 3508 or Lender Equivalent)

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Payroll Costs

Business 

Mortgage Interest 

Payments

Business Rent or 

Lease Payments

Business Utility 

Payments

Total Payroll 

and Nonpayroll 

Costs

Sum of payroll costs, business 

mortgage interest payments, 

business rent or lease payments 

and business utility payments.
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How Do You Calculate the Loan Forgiveness Amount? (SBA Form 3508 or Lender Equivalent)

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Payroll Costs

Business 

Mortgage Interest 

Payments

Business Rent or 

Lease Payments

Business Utility 

Payments

Total Payroll 

and Nonpayroll 

Costs

Total Salary and 

Wage Reduction

Aggregate wage reduction for employees whose 

annual salary or hourly wages were reduced by more

than 25% during the Covered Period or Alternative 

Payroll Covered Period as compared to the period

January 1, 2020 to March 31, 2020. 
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How Do You Calculate the Loan Forgiveness Amount? (SBA Form 3508 or Lender Equivalent)

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Payroll Costs

Business 

Mortgage Interest 

Payments

Business Rent or 

Lease Payments

Business Utility 

Payments

Total Payroll 

and Nonpayroll 

Costs

Total Salary and 

Wage Reduction

FTE Reduction 

Quotient

Percentage reduction in FTEs during 

the Covered Period or Alternative 

Payroll Covered Period as compared to

the borrower’s applicable base period.
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How Do You Calculate the Loan Forgiveness Amount? (SBA Form 3508 or Lender Equivalent)

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

Payroll Costs

Business 

Mortgage Interest 

Payments

Business Rent or 

Lease Payments

Business Utility 

Payments

Modified Total

PPP Loan 

Amount

Payroll Cost 

60% 

Requirement

Forgiveness Amount 

is the smallest of:

Total Payroll 

and Nonpayroll 

Costs

Total Salary and 

Wage Reduction

FTE Reduction 

Quotient



Loan Forgiveness 
Application
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What Form Should a Borrower Use to Apply for Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

PPP Loan Forgiveness Application Form 3508EZ (or Lender Equivalent)

PPP Loan Forgiveness Application Form 3508 (or Lender Equivalent)
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What Actions Must a Borrower Take to Apply for Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

• Borrower is required to submit a Paycheck 
Protection Program Loan Forgiveness 
Application, and provide the lender with
supporting documentation prior to the loan 
being forgiven.

• Borrower must certify to a number of
attestations including that all the documents 
are true and that they used the forgiveness 
amount to keep employees and make 
eligible mortgage interest, rent and utility
payments.

Prepare and collect required

documentation:

• Payroll reports

• Tax forms

• Payment receipts

• Cancelled checks

• Account statements

• Prioritize documentation 

relating to payroll costs 

during the Covered Period 

or Alternative  Payroll 

Covered Period.

• Organize documents by 

qualified expenses during 

the Covered Period. 

Consult with CPAs, 3rd party 

payroll administrators, legal 

counsel and tax advisors 

relating to the  application of 

the PPP rules and provisions 

(e.g. 8-week and 24-week 

covered period, forms, 

documentation, etc.)

Consider waiting until the end of 

the Covered Period to apply for 

loan forgiveness:

• Take advantage of the Safe 

Harbors

• Additional SBA guidance 

may be issued to clarify 

requirements that may be 

favorable to borrowers.

Payroll 

Costs
FTE 

levels

Expenditures
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When Can a Borrower Apply for Loan Forgiveness?

Subject to change based on further congressional action, regulatory action or further guidance from the SBA or Department of Treasury.

• The timeline below provides key milestones relating to the PPP loan. The dates for each milestone will vary from one 

Borrower to another based on the Borrower’s PPP loan disbursement date, the applicable Covered Period and the date 

when the Borrower applies for loan forgiveness. 

• A Borrower may submit a loan forgiveness application any time on or before the maturity date of the loan, including 

before the end of the Covered Period, if the Borrower has used all the loan proceeds for which the Borrower is 

requesting forgiveness.

PPP loan 

origination date

PPP loan forgiveness 

application

24-week Covered Period 

to track use of loan proceeds

Note: Borrowers who received 

PPP loans before June 5, 2020 can 

elect to use the original 8-week

Covered Period as an alternative.

SBA to remit 

forgiveness amount to 

the lender

Lender to notify Borrower 

of SBA remittance of loan 

forgiveness amount and 

date of borrower’s first 

payment

Borrower to start 

repaying portion of 

PPP loan not forgiven, 

if applicable 

60 days 

for Lender to review 

Borrower’s loan forgiveness 

application and supporting 

documentation

Lender to issue loan 

forgiveness decision to 

the SBA

90 days 

for SBA to review Lender’s 

decision on 

loan forgiveness



Forgiveness Portal
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Accessing the Forgiveness Portal

The forgiveness portal can be accessed on the Boston Private website at bostonprivate.com/ppp. Click the 
login link and use the credentials you setup for the submission process. If you do not remember your 
credentials please hit the Forgot Password link on the login page. Navigate to the link with your browser, 
Chrome is preferred internet browser (the application will not work in Internet Explorer).
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Apply for Forgiveness

After logging in you will be 
directed to your Dashboard

Use the Navigation Bar on the 
left side of the screen. 

Click on Marketplace

Click on Apply for the Paycheck 
Protection Program Forgiveness 
program to begin your application 
for loan forgiveness
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Select Your Business

After clicking Apply you should see Your Business listed. This is the business (or businesses) that you 
used to secure the Paycheck Protection loan

Click Apply With This Business to begin applying for Forgiveness of your loan related to this business

Throughout the application process you will find helpful hints in the box on the right side of the screen. 
These boxes do not require you to enter data or navigate to any links, they are only meant to provide you 
helpful information related to the questions in the application
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Tell Us About Your Covered Period & Payroll

Choose the Covered Period 
for your loan – 8 or 24 weeks

• You will be told if you 
are eligible to elect an 8-
or 24-week covered 
period

• Refer to the help box on 
right for helpful 
information about 
covered periods 

If your Payroll Schedule is 
weekly or biweekly, you can 
choose to input an alternative 
payroll coverage period starting 
with the first day of your first 
pay period following your PPP 
Loan Funding Date 
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Determine Eligibility for SBA form 3508EZ

Answer Yes or No to the three 
3508EZ form eligibility 
questions

• If you answer Yes to any 
of the three questions 
you will be eligible to use 
the EZ form

• If you are not eligible 
based on these options, 
you will be required to 
complete the full 3508 
form

If you are eligible to use the 
3508EZ form, you will see a 
question to choose the 3508EZ 
path in the application.

Select Yes to continue with the 
3508EZ form 
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Complete PPP Schedule A (Standard Form)

Select the appropriate answers 
to tell us about your Schedule A 
details by filling out the required 
fields

• Refer to the help box on 
right for helpful information 
about Schedule A

• For this step, it is helpful to 
have the Schedule A 
Worksheet filled out and 
on-hand 

• This worksheet can be 
found on the Treasury 
website -
https://home.treasury.gov/sy
stem/files/136/3245-0407-
SBA-Form-3508-PPP-
Forgiveness-Application.pdf

https://home.treasury.gov/system/files/136/3245-0407-SBA-Form-3508-PPP-Forgiveness-Application.pdf
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Complete PPP Schedule A (Standard Form)

At the bottom of the PPP Schedule A page, you 
will have to fill out the Full-Time Equivalency 
Reduction Calculation

If you select No, you can continue to the next 
page without filling in Line 11

Otherwise, if you select Yes to indicate that 
there was a reduction in number of employees, 
AND can select Yes to either of the Safe Harbor 
questions, you can also proceed to the next step 
without filling in line 11

If you select Yes to indicate that there was a 
reduction in number of employees and select No 
to both Safe Harbor questions you must fill in 
Line 11
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Forgiveness Check (If Applicable)

If your payroll costs already 
ensure your eligibility for 
100% forgiveness (subject 
to review), then you may 
proceed without entering 
non-payroll costs.

If you wish to still enter your 
non-payroll costs, select Yes

If you wish to submit your 
forgiveness application 
without entering non-payroll 
costs, select No
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Input Eligible Non-Payroll Costs

Input your eligible nonpayroll costs from the loan

• Refer to the help box on right for helpful information about the forgiveness calculation form
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Review Estimated Forgiveness

The next screen will show 
the details of your estimated 
forgiveness amount, based 
on the information you input

Refer to the help box on 
right for helpful information 
about the estimated 
forgiveness calculation

Please print this page for 
your records
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Review Your PPP Schedule A

Based on the information 
you entered, you can 
now review your PPP 
Schedule A Summary 

Please print this page 
for your records
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Complete EZ Form Certifications (If Applicable) 

If using the EZ Form, you must also 
complete 3508EZ Form Certifications

You must be able to select Yes to at 
least one of the two questions to certify 
that you’ve met the criteria
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Submitted, Now Go to Dashboard

Once you have submitted your 
application, the Application node will 
replace the majority of the process 
steps in the process bar 

You will get a success message and 
an advisory to take next steps, 
uploading your documents. 

Click the Go to Dashboard button to 
go to return to your PPP dashboard
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Add Your Documents

From the dashboard click the carrot 
next to Upload Documents

A list of required documents will 
populate – to upload a copy of your 
document, either drag and drop or 
browse to select the file

While uploading, the document 
placeholder will turn blue and show a 
loading symbol

Wait for the process to complete 
before navigating away from this page

You’re all caught up once you have 
uploaded all your relevant documents

We will reach out if there are any 
additional required documents or steps 
you need to take to help us process 
the forgiveness of your loan
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Check the Status of your Forgiveness Application

SBA 
Forgiveness 
Status

Lender Status



Resources Available
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Website Resources

Found on bostonprivate.com/ppp

Includes:

• Important updates   



53

Website Resources

Found on bostonprivate.com/ppp

Includes:

• Important updates   

• Resources

• FAQ

• Knowledge Center

• Forgiveness Portal
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Website Resources

Found on bostonprivate.com/ppp

Includes:

• Important updates   

• Resources

• FAQ

• Knowledge Center

• Forgiveness Portal

• Access to the BP Query Center

This replaces the SBA in-box – should you 

have any questions specific to your loan
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Questions

In an effort to minimize background noise all 

attendees will join the webinar with their 

audio muted. We will be taking questions 

typed in to the question box.

To type in a question, expand the Questions 

widget by clicking the down arrow.

Type your question in the box that appears 

and hit send.



Thank You


