
How to Apply for 
PPP Forgiveness

Effective July 13, 2020

Bank Leumi USA (the “Bank,” “we,” “us,” or “our”) will begin 
accepting your application for forgiveness of your Paycheck 
Protection Program (“PPP”) loan on August 3, 2020. This 
notice provides the information you will need to submit your 
application package to us. 

Important Changes to Covered Period

The time you have to use PPP loan proceeds for forgivable 
expenses (“Covered Period”) has been extended from 8 
weeks to 24 weeks. Your Covered Period starts from your 
loan disbursement date, or for payroll costs paid by certain 
borrowers, from the first day of first pay period after the loan 
disbursement date (“Alternative Payroll Covered Period”). If 
you received your loan before June 5, 2020, you may elect to 
use the original 8-week period. No Covered Period may extend 
beyond December 31, 2020.

When You Should Apply

There is no deadline by which you must apply for loan 
forgiveness. You may apply at any time before the loan 
maturity date if you have used all of your PPP loan proceeds. 
However, please note these important restrictions. 

• If you choose to apply before your Covered Period ends 
and have any employee salary or wage reduction that you 
did not restore by your forgiveness application date, you 
must impute the salary or wage reduction over the full 
8-week or 24-week Covered Period. 

For example: If you are a 24-week Covered Period 
borrower who reduced the weekly salary of an employee 
by more than 25%, you take the weekly salary reduction 
amount in excess of 25% and multiply by 24. The result 
is the dollar amount by which your total loan forgiveness 
will be reduced. 

• Your principal and interest payments are deferred until 
the Small Business Administration (“SBA”) makes a 
determination on your forgiveness. However, if you do not 
apply within 10 months after the last day of your Covered 
Period, your loan is no longer deferred and you must begin 
paying principal and interest after 10 months after the last 
day of your Covered Period.

If you are required to reduce your forgiveness amount due to any 
reduction in full-time equivalent (“FTE”) employees or employee 
compensation levels, or you have not used at least 60% of loan 
proceeds for payroll, we strongly encourage you to use full 24 
weeks to remediate. If you wait to apply until after your Covered 
Period ends, we recommend that you do so as soon as possible 
within 10 months thereafter to maximize your loan deferral 
period.

You can find additional information regarding the PPP loan 
forgiveness requirements, procedures, and related borrower 
responsibilities in the following guidance issued by the SBA:

• Interim Final Rule on Loan Forgiveness

• Interim Final Rule on SBA Loan Review Procedures and 
Related Borrower and Lender Responsibilities

• Interim Final Rule on Revisions to First Interim Final Rule

• Interim Final Rule on Revisions to the Third and Sixth 
Interim Final Rules 

• Interim Final Rule on Revisions to Loan Forgiveness 
Interim Final Rule and SBA Loan Review Procedures

The PPP rules are subject to change. You should monitor the 
Treasury Department website at https://home.treasury.gov/, 
for up-to-date information. For any questions regarding the 
impact of the SBA guidance on your forgiveness application, 
please consult with your accountant or legal advisor. 

Bank Leumi USA® is an FDIC insured, New York State chartered bank. Leumi, and Bank Leumi are brands operated by Bank Leumi USA®. 
Bank Leumi USA is a subsidiary of Bank Leumi le-Israel, B.M. and part of the Leumi Group.
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https://home.treasury.gov/system/files/136/PPP-IFR-Loan-Forgiveness.pdf
https://home.treasury.gov/system/files/136/PPP-IFR-SBA-Loan-Review-Procedures-and-Related-Borrower-and-Lender-Responsibilities.pdf
https://home.treasury.gov/system/files/136/PPP-IFR-SBA-Loan-Review-Procedures-and-Related-Borrower-and-Lender-Responsibilities.pdf
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http://https://home.treasury.gov/system/files/136/PPP-IFR--Revisions-to-the-Third-and-Sixth-Interim-Final-Rules.pdf
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If you can check at least one of these three boxes….

You are self-employed, an independent contractor, or a sole proprietor who had no employees at the time of loan 
application and did not include any employee salaries in the computation of average monthly payroll in your loan 
application.

You did not reduce annual salary or hourly wages of any employee who made $100,000 or less on an annualized 
basis in every 2019 pay period, by more than 25% during the Covered Period or Alternative Payroll Covered Period 
compared to the period between 1/1/2020 and 3/31/2020;

and

You did not reduce the number of employees or average paid hours of employees between 1/1/2020 and the 
end of the Covered Period, excluding any reduction caused by (i) your inability to rehire individuals who were 
employees on 2/15/2020 or hire qualified individuals to fill the open positions on or before 12/31/2020, and (ii) 
any employee refusing your offer to restore hours.

You did not reduce annual salary or hourly wages of any employee who made $100,000 or less on an annualized 
basis in every 2019 pay period, by more than 25% during the Covered Period or Alternative Payroll Covered Period 
compared to the period between 1/1/2020 and 3/31/2020; 

and

You were unable to operate during the Covered Period at the same level of business activity as before 2/15/2020, 
due to direct or indirect compliance with requirements or guidance issued between 3/1/2020 and 12/31/2020 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 of sanitation, social 
distancing, or any other work or customer safety requirement related to COVID-19 (“COVID Requirements or 
Guidance”).

...you may use SBA Form 3508EZ and this checklist:

PPP Loan Forgiveness Application on SBA Form 3508EZ (Instructions)  

PPP Borrower Demographic Information Form (optional)

Payroll Supporting Documents 

FTE Supporting Document (if you checked only the second box above)

Non-payroll Supporting Documents (if applicable)

Application Checklist

You may use one of two forgiveness application forms: 3508EZ or 3508. Your application package must include the items 
required for the form you select. No application will be accepted without all the required documentation.
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https://home.treasury.gov/system/files/136/PPP-Forgiveness-Application-3508EZ.pdf
https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Form-EZ-Instructions.pdf
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PPP Loan Forgiveness Application on SBA Form 3508 (Instructions)

PPP Loan Forgiveness Calculation Form

PPP Schedule A

PPP Borrower Demographic Information Form (optional)

Payroll Supporting Documents 

FTE Supporting Documents 

Non-payroll Supporting Documents (if applicable)

 
Submitting Forgiveness Application Package

When You Should Submit 
Forgiveness Application

We will begin accepting loan forgiveness applications on August 3, 2020. Please refer to 
page 1 of this notice for important considerations regarding when you should apply.

Where to Submit Forgiveness 
Application and Supporting 
Documents

Applications must be submitted via DocuSign. You may request a forgiveness application 
by contacting your Bank Leumi Banking Team and indicating whether you are applying 
on Form 3508EZ or Form 3508. You will receive an e-mail with a link to the required 
documents. All forms must be completed, signed, and returned to us using DocuSign. You 
will also be asked to upload supporting documentation in DocuSign. Please speak with your 
Bank Leumi Banking Team if you have any questions about accessing or using DocuSign.

PPP Loan Forgiveness Application – SBA Form 3508EZ and SBA Form 3508

Business Legal Name Your business name on the forgiveness application must match the name on your loan 
application exactly, including any corporate designations such as “LLC” and “Inc.” and any 
use of “&” instead of “and.” 

DBA or Tradename Complete this item with the same name you provided on your loan application, if applicable. 

SBA PPP Loan Number, Lender 
PPP Loan Number, and PPP 
Loan Disbursement Date

You will receive this information from your Bank Leumi Banking Team.

Payroll Schedule If you use multiple payroll periods, select the frequency that applies to the most number of 
your employees.

If you cannot check any of the boxes above, you must use SBA Form 3508 and this checklist:

You must read the instructions provided with each application form. The following are some important reminders as you 
complete the application, and include information on the Bank’s requirements with respect to forgiveness calculation. Nothing in 
this table should be construed as legal advice or an assurance that the SBA will agree with the Bank’s standards. If you have any 
questions regarding your application, please refer to the SBA resources provided on page 1 of this notice and speak with your 
legal advisor or accountant.
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Covered Period and Alternative 
Payroll Covered Period

• You may choose a Covered Period of 8 weeks or 24 weeks if you received your loan 
before June 5, 2020. However, you will be deemed a 24-week Covered Period borrower if 
you seek forgiveness based on eligible expenses that you paid over any period between 
8 and 24 weeks after loan disbursement (or if applicable, after the first day of your first 
pay period following loan disbursement), regardless of when you apply for forgiveness.

• If your payroll period is biweekly or more frequent, you may elect to use the Covered 
Period or the Alternative Payroll Covered Period to calculate your payroll costs. But 
whichever period you choose, you must use the same period to calculate both the cash 
and non-cash compensation you paid or incurred.

• If you elect to use the Alternative Payroll Covered Period, your selection applies only to 
your payroll costs and determination of any FTE or compensation reduction. You must 
use the Covered Period for all other purposes, including, to the extent applicable, your 
determination of non-payroll costs and level of business activity.

Payroll Costs • You must use at least 60% of loan proceeds for payroll costs to be eligible for maximum 
loan forgiveness. 

• You may only include the payroll costs for U.S. employees.  

• You may also include in your payroll costs the following amounts you paid or incurred 
during the Covered Period or Alternative Payroll Covered Period: 

any salary, wages, or commissions to furloughed employees up to  an annual 
salary of $100,000, and

any hazard pay or bonuses so long as the employee’s total compensation is 
$100,000 or less on an annualized basis.

Payroll Cost Limitations for 
Owner-Employees and Self-
Employed Individuals

• The amount of loan forgiveness available for an owner-employee and a self-employed 
individual is capped, as follows: 

for 8-week Covered Period borrowers, 8/52 (or 15.38%) of 2019 compensation up 
to $15,385 per person; and

for 24-week Covered Period borrowers, 2.5/12 (or 20.83%) of 2019 compensation 
up to $20,833 per person.
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• The 2019 compensation for owner-employees and self-employed individuals is 
determined, as follows:

C-corporation owner-employees, add – 

2019 employee cash compensation, 
employer retirement contributions, and 
employer health insurance contributions.

S-corporation owner-employees, add –
2019 employee cash compensation, and 
employer retirement contributions.

Form 1040, Schedule C or F filers, include only –

owner compensation replacement, calculated based on 2019 net profit.

General partners and managing members of LLCs filing taxes as a partnership, 
include only – 

2019 net earnings from self-employment (reduced by claimed section 179 
expense deduction, unreimbursed partnership expenses, and depletion from oil 
and gas properties) multiplied by 0.9235.

Incurred but Unpaid Payroll  
and Nonpayroll Costs 

If you include in your forgiveness amount any payroll or non-payroll costs that you incurred 
but did not pay during the Covered Period (or if applicable for payroll costs, the Alternative 
Payroll Covered Period), you must prorate the payments you made on the first regular payroll 
or billing date after the applicable period to include only those amounts you incurred during 
such period.

For Form 3508 Applicants Only

FTE Calculation You have two options for calculating full-time equivalency. Whichever option you choose, 
you must apply the same method consistently to all part-time employees during your 
Covered Period or Alternative Payroll Covered Period and the selected reference period.
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FTE Reduction, Exceptions,  
and Safe Harbors

• Required Reduction of Forgiveness Due to FTE Reduction – You must reduce your loan 
forgiveness amount if the total average weekly FTE employees during your Covered 
Period or Alternative Payroll Covered Period was less than the total average weekly 
FTE employees during one of these periods to be selected by you (each, a “selected 
reference period”):

between 2/15/2019 and 6/30/2019;

between 1/1/2020 to 2/29/2020; or 

if you are a seasonal employer, you may also select any consecutive 12-week 
period between 5/1/2019 and 9/15/2019.

The forgiveness reduction is made proportionately to the decline in FTE number.

• Exceptions to FTE Reduction – In your computation of FTE for your Covered Period or 
Alternative Payroll Covered Period, you may include the FTE of the following positions if 
they were not filled by new employees: 

any position for which you made a written offer to rehire an individual who was 
your employee on 2/15/2020 and you were unable to hire a similarly qualified 
employee for the unfilled position by the earlier of the date of your forgiveness 
application and 12/31/2020;

any position for which you made a written offer to restore a reduction in hours, 
at the same salary or wages, during the Covered Period or Alternative Payroll 
Covered Period and the employee refused; and

any employee who during the Covered Period or Alternative Payroll Covered Period 
(i) was fired for cause, (ii) voluntarily resigned, or (iii) voluntarily requested and 
received a reduction of hours.

• FTE Safe Harbors – You are exempt from the required reduction of your forgiveness due 
to any FTE reduction if either condition applies to you:

1. You can document that you were unable to operate between 2/15/2020 and 
the end of the Covered period at the same level of business activity as before 
2/15/2020, due to direct or indirect compliance with COVID Requirements or 
Guidance.

2. You reduced your FTE employee number during 2/15/2020 and 4/26/2020 but you 
restored your FTE employee number to the number you had in the pay period that 
included 2/15/2020, by the earlier of the date of your forgiveness application and 
12/31/2020.  
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Salary or Wage Reduction and 
Safe Harbor

• Required Reduction of Forgiveness Due to Salary or Wage Reduction – You must 
subtract from your loan forgiveness the amount of salary or wage reduction but only to 
the extent that such reduction in salary or wage is not attributable to an FTE reduction. 

For example: If a full-time employee’s hours were reduced from 40 to 20 hours 
per week at the same pay rate, you must decrease your forgiveness amount 
proportionately to the FTE reduction but may disregard the resulting reduction in 
total compensation for that employee in your forgiveness calculation.

The salary or wage reduction applies if you reduced the salary or wages of any employee 
who made an annualized equivalent of $100,000 or less for all 2019 pay periods, or 
was newly hired in 2020, by more than 25% during the Covered Period or Alternative 
Covered Period compared to the period between 1/1/2020 and 3/31/2020. The reduction 
calculation is done on a per employee basis, not in the aggregate.

• Salary or Wage Reduction Safe Harbor – You are exempt from the required reduction 
of your forgiveness due to a salary or wage reduction of any employee if you (i) reduced 
the employee’s salary or wages during 2/15/2020 and 4/26/2020 but (ii) restored the 
employee’s salary or wages to the level the employee had in the pay period that included 
2/15/2020, by the earlier of the date of your forgiveness application and 12/31/2020.

Payroll Supporting Documents • You must submit each of the following proof of cash compensation:

Bank account statements (or third-party payroll service provider reports) showing 
the amount of cash compensation paid to employees.

Payroll tax filings (typically, Form 941) reported or that will be reported to the IRS 
(or equivalent third-party payroll service provider reports), which cover the Covered 
Period or the Alternative Payroll Covered Period.

• If you are claiming non-cash benefit payments you paid, you must submit the following 
as applicable:

State quarterly business and individual employee wage reporting and 
unemployment insurance tax filings reported, or that will be reported be reported, 
to the relevant state (or equivalent third-party payroll service provider reports), 
which cover the Covered Period or the Alternative Payroll Covered Period.

Payment receipts, cancelled checks, or account statements showing the amount 
of any employer contributions to health insurance and retirement plans that you 
included in the forgiveness amount.

Required Supporting Documentation

Your application package must include Payroll Supporting Documents, FTE Supporting Documents, and if applicable, Non-payroll 
Supporting Documents. Your application will not be deemed complete until we receive all documents required to support your 
application.

7



Bank Leumi USA® is an FDIC insured, New York State chartered bank. Leumi, and Bank Leumi are brands operated by Bank Leumi USA®. 
Bank Leumi USA is a subsidiary of Bank Leumi le-Israel, B.M. and part of the Leumi Group.

FTE Supporting Documents • For Form 3058EZ Applicants:

If you checked only the second box on the checklist on page 2 of this notice, you 
must provide the average number of FTE employees on your payroll on 1/1/2020 
and at the end of your Covered Period.

• For Form 3058 Applicants:

You must provide documentation showing the average number of FTE employees 
on your payroll per week during your selected reference period. Examples:

Payroll tax filings (typically, Form 941) reported or that will be reported to the IRS, 
which include the selected reference period.

State quarterly business and individual employee wage reporting and 
unemployment insurance tax filings reported or that will be reported to the 
relevant state, which include the selected reference period.

Non-payroll Supporting 
Documents

If you are claiming non-payroll costs, you must include the following proof of obligation or 
service prior to 2/15/2020 and actual payment during the Covered Period, as applicable: 

• For business mortgage interest payments – 

Copy of lender amortization schedule and receipts or cancelled checks showing 
payments during the Covered Period; or  

Lender account statements from February 2020and the months of the Covered 
Period through one month after the end of the Covered Period showing interest 
amounts and payments made. 

• For business rent or lease payments – 

Copy of current lease agreement and receipts or cancelled checks showing 
payments during the Covered Period; or

Lessor account statements from February 2020 and the months of the Covered 
Period through one month after the end of the Covered period end date showing 
payments made.

• For business utility payments – 

Copy of invoices from February 2020 and the Covered Period; and

Receipts, cancelled checks, or account statements showing payments during the 
Covered Period.  

Note: If you are missing any required supporting documentation, you must include a written explanation with your forgiveness 
application. We may ask you to obtain an opinion from your advisor if we are unable to resolve.
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Application Status

How Bank Will Review Your 
Application

We will review each forgiveness application for completeness and confirm the following 
information reported in your application based on the supporting documents submitted with 
your package:

• cash compensation, 
• non-cash compensation,
• compensation to owners, 
• business mortgage interest payments, 
• business rent or lease payments, and
• business utility payments.

We will check your calculation of the loan forgiveness amount. However, it is your 
responsibility to provide accurate information and calculations on your application. 

Timing of Bank’s Decision and 
What Decision You Can Expect 

Within 60 days of receiving a complete application, we will issue a decision regarding your 
loan forgiveness application to the SBA. Our decision may take the form of:

• approval in whole or in part,
• denial, or
• denial without prejudice due to a pending SBA review, if directed by the SBA. 

We will notify you in writing regarding the decision we issue to the SBA.

What Our Decisions Mean • If we approve in whole or in part, and the SBA agrees with our decision, the SBA will 
pay us the principal amount forgiven, plus any accrued interest, within 90 days after we 
issue the approval. This timing may be delayed if the SBA decides to review your PPP 
loan or loan forgiveness. If applicable, the SBA will deduct from the forgiveness amount 
any advance you received on an SBA Economic Injury Disaster Loan, which will equally 
reduce the amount we forgive on your PPP loan.

• If we deny your forgiveness application, you may notify us within 30 days of your receipt 
of the denial notice to seek the SBA’s review of our decision. We will inform you whether 
the SBA declined your request for review, or if accepted by the SBA, the results of the 
review.

• If your forgiveness application is denied without prejudice pending an SBA review, you 
may request us to reconsider your loan forgiveness upon completion of the SBA review 
unless the SBA has determined that you were ineligible for a PPP loan.

Please read “SBA Audit and Record Retention” section below regarding how the SBA will review 
your PPP loan or loan forgiveness.

Upon Final Disposition of Your 
Application

We will notify you in writing regarding the SBA’s determination. You can expect the following:

• If your entire loan is forgiven, we will mark your Term Note as “paid in full.” 
• If your loan forgiveness is denied, or only a portion of the loan is forgiven, any 

remaining balance due on the loan must be repaid in accordance with the terms and 
provisions of your Term Note. We will inform you the date when your first payment is 
due.
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SBA Audit and Record Retention

Loan Review • The SBA may review your PPP loan at any time as it deems appropriate. Regardless of 
the size of your loan, SBA may review:

overall eligibility, including employee count (with or without affiliation rules) and 
nature of business, based on the PPP rules and guidance available at the time of 
your loan application;

your calculation of the loan amount and use of the loan proceeds;

your claimed loan forgiveness amount; and

the accuracy of information, representations, and certifications submitted in 
connection with loan and forgiveness applications.

• If we receive notice from the SBA that a review has been commenced, we are not 
permitted to approve your loan forgiveness until the SBA has completed its review. We 
will notify you within five (5) business days of our receipt of such notice from the SBA.

• If the SBA determines that you may not be eligible for a PPP loan or to receive the loan 
or forgiveness amount you claimed, the SBA may contact you for additional information. 
Your failure to timely respond will result in a determination of ineligibility by the SBA. 

• If the SBA determines that you are not eligible for the PPP loan, the SBA will direct us to 
deny your forgiveness application. If the SBA determines that you are not eligible for the 
loan or forgiveness amount you claimed, the SBA will direct us to deny your forgiveness 
application in whole or in part. The SBA may also ask you to repay the outstanding PPP 
loan balance or pursue other available remedies.

Appeal Process The SBA will issue additional guidance on how to appeal any ineligibility determination 
made by the SBA.

Your Recordkeeping 
Requirement 

You must keep a copy of your loan and forgiveness applications, including all supporting 
documentation as specified on page 4 in the Instructions to Form 3508EZ and pages 6-7 in 
the Instructions to Form 3508. The records must be retained for six (6) years after your loan 
is forgiven or fully repaid.

10

https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Form-EZ-Instructions.pdf
https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Instructions_1_0.pdf

	_Hlk40511073

	Check Box 48: Off
	Check Box 49: Off
	Check Box 51: Off
	Check Box 53: Off
	Check Box 55: Off
	Check Box 56: Off
	Check Box 57: Off
	Check Box 54: Off
	Check Box 58: Off
	Check Box 59: Off
	Check Box 62: Off
	Check Box 63: Off
	Check Box 64: Off
	Check Box 60: Off
	Check Box 61: Off
	Check Box 87: Off
	Check Box 88: Off
	Check Box 89: Off
	Check Box 90: Off
	Check Box 91: Off
	Check Box 93: Off
	Check Box 86: Off
	Check Box 65: Off
	Check Box 66: Off
	Check Box 67: Off
	Check Box 68: Off
	Check Box 72: Off
	Check Box 74: Off
	Check Box 76: Off
	Check Box 73: Off
	Check Box 75: Off
	Check Box 77: Off
	Check Box 108: Off
	Check Box 109: Off
	Check Box 1012: Off
	Check Box 1013: Off


