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1. Forgiveness Application (Form 3508)
• Worksheet A/Calculation Sheet

• Instructions and Definitions 

2. EZ Application (Form 3508EZ) 

• Instructions and Definitions 

3. Simple Application (Form 3508S) 
• Instructions and Definitions

Paycheck Protection Program
Forgiveness Application

https://www.sba.gov/sites/default/files/2020-06/PPP%20Loan%20Forgiveness%20Application%20%28Revised%206.16.2020%29-fillable_0.pdf
https://www.sba.gov/sites/default/files/2020-06/PPP%20Loan%20Forgiveness%20Application%20Instructions%20%28Revised%206.16.2020%29.pdf
https://www.sba.gov/sites/default/files/2020-06/PPP%20Forgiveness%20Application%203508EZ%20%28Revised%2006.16.2020%29%20Fillable.pdf
https://www.sba.gov/sites/default/files/2020-06/PPP%20Loan%20Forgiveness%20Application%20Form%20EZ%20Instructions%20%28Revised%2006.16.2020%29.pdf
https://www.sba.gov/sites/default/files/2020-10/PPP%20Loan%20Forgiveness%20Application%20Form%203508S-508.pdf
https://www.sba.gov/sites/default/files/2020-10/PPP%20Loan%20Forgiveness%20Application%20Form%203508S%20Instructions-508.pdf


Maintaining FTE Requirement and Safe Harbor
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• Borrower must maintain their FTEs during the covered period as compared to the 
reference period 

– February 15, 2019 thru June 30, 2019 or
– January 01, 2020 thru February 29, 2020 and
– For seasonal businesses, any 12-week consecutive period between May 1, 2019 

and September 15, 2019

• Forgiveness would be reduced proportionally by the percentage reduction in FTEs
• FTEs means 40 hours or more.  If less than 40 hours, you can pro-rate or use .5 for any 

PT employees.
• The Borrower is exempt from such a reduction if the FTE Reduction Safe Harbor 

applies (Per PPP Flexibility Act New Safe Harbor date is December 31, 2020).



Maintaining Employees Salary & Hourly Wages

7

• Forgiveness will be reduced by the dollar amount of any wage reduction in excess of 
25 percent of salary/wages earned between 1/1/2020 through 3/31/2020

• Calculation is performed per employee not aggregate:
–Step 1. Determine if pay (Salary or Wage) was reduced more than 25% by comparing 

avg. annual salary or hourly wage during covered period/alternative period to Q1, 2020.
–Step 2 Determine if the Salary/Hourly Wage Reduction Safe Harbor is met by comparing 

salary/hourly wage from 2/15 to 4/26/20 to 2/15/20. If decrease is restored by the earlier 
of December 31, 2020 or date the application is submitted, safe harbor is met.

– Step 3. If safe harbor is not met, calculate decrease in excess of 25%, annualize and pro-
rate for 8 or 24 weeks to determine Salary/Hourly Wage reduction for that employee.

• Do not count anyone that was used as a FTE reduction if that applies

• Ultimately, only individuals with reduced salary or hourly rate would be considered.



PPP Exemptions and Safe Harbors
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PPP Flexibility Act 
created FTE Reduction 
Exceptions and Safe 
Harbors that would 
exempt borrowers from 
the reduction in loan 
forgiveness based on a 
reduction in FTE.
Two separate safe 
harbors exempt certain 
borrowers from any loan 
forgiveness reduction 
based on a reduction in 
FTE employee levels

FTE Exemptions include :
(1) any positions 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 positions on or before 
December 31, 2020; 
(2) any positions 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 the Alternative 
Covered Period and the employee rejected the offer, and 
(3) any employees who during the Covered Period or the 
Alternative Payroll Covered Period:
(a) were fired for cause, 
(b) voluntarily resigned, or 
(c) voluntarily requested and received a reduction of their hours. 



FTE Reduction Safe Harbors
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1. The Borrower is exempt from the reduction in 
loan forgiveness based on a reduction in FTE 
employees described above if the 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 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. 

2. The Borrower is exempt from the 
reduction in loan forgiveness based on a 
reduction in FTE employees described 
above if both of the following conditions 
are met: (a) the Borrower reduced its FTE 
employee levels in the period beginning 
February 15, 2020, and ending April 26, 
2020; and (b) the Borrower then restored 
its FTE employee levels by not later than 
December 31, 2020 to its FTE employee 
levels in the Borrower’s pay period that 
included February 15, 2020

Two Safe Harbors Exemptions:
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PPP 3508S Loan Forgiveness Qualification
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You (the Borrower,  
regardless of the 
business entity type) can 
apply for forgiveness of 
your Paycheck 
Protection Program 
(PPP) loan using the SBA 
Form 3508S only if the 
total PPP loan amount 
you received from your 
Lender was less than 
$50,000.

• SBA Form 3508S requires fewer calculations 
and less documentation for eligible borrowers.

• Borrowers that use SBA Form 3508S are 
exempt from reductions in loan forgiveness 
amounts based on reductions in full-time 
equivalent (FTE) employees or in salaries or 
wages.

• SBA Form 3508S also does not require 
borrowers to show the calculations used to 
determine their loan forgiveness amount. 
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Questions?
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