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PPP LOAN FORGIVENESS REPORT @T R

- Some Housekeeping Items:

~ All participants have been placed on mute.

~ All registrants will receive a follow up e-mail
with a link to the recorded webinar and any
training documentation.

~ If you have any questions or want to request
training, please e-mail training@ctrhcm.com



mailto:training@ctrhcm.com

I * »
REFERENCE THE INSTRUCTIONS! CCTR

https://learning.myisolved.com/library/documents/2159

Because this report is ever-changing because of the updated
guidance we receive, please BOOKMARK these instructions. The
instructions are updated, detailed and take you through the
report so you know exactly how the report is working and how
to use it for your application!

This is your BEST resource for the PPP Loan Forgiveness Report!


https://learning.myisolved.com/library/documents/2159

RUNNING THE REPORT CCT R

Client Reports
Navigate to Reporting > Client Reports. In the Search box, key in “CARES” and click on Filter.

Client Reports

Report Category: | All v

Search: | CARES Filter

Select the “CARES PPP Loan Forgiveness Report.”

Client Reports
Repare Category Al v
Search:  CARES Filyer

& Output Name  Report Type
CARES Act Retention Credit Report < 100 ses By Payroil Run
CARES Act Retention Credit Report > 100 ees By Payroll Run
CARES Paychec Protection Program Report Diate Range
CARES PPP Loan Forgiweness Repart As Of Dage




|shl Generate Report B GoTo My Reports Queue

Once your report request has been submitted you can do any of the following: Run another repor]
this screen to perform other tasks. The report will be available in My Reports Queue for 72 hours.

Filtering

Grouping

Options

CARES PPP Loan Forgiveness Report

Legal Company:

Include Term'd Companies:

Include Pay Group Breakdown:

Covered Period Duration:
wWeekly FTE Hours Threshold:
Seasonal Period Begin Date:
Wkly/Biwkly Coverage Option:
Mth/Semi-Mthly Coverage Opt..:
Incurred Or Paid Option:

Format:

CARES Payroll Protection Program Forgiveness Report

This report is available to run at the dient level. If the Legal
Company is left blank the report will be run for ALL Companies,

8 weeks hd

Alternative Payroll Covered Period - start with the pay; v €3
Covered Period v O
Include all payrolls paid or incurred during the Coverar v

Excel

RUNNING THE REPORT CT R

Legal Company: If left blank, will generate for all active legal companies.
Select Legal Company in drop-down if needed for specific company.

Include Terminated Companies: The default of the report is “active”
companies. If you need to include a terminated company, check this box.

Include Pay Group Breakdown: Check this box to include pay groups for
grouping purposes.

Options: Select either:

o Covered Period Duration: Select 8 or 24 weeks

o Weekly FTE Hours Threshold-leave blank as it will default to 40
hours per week.

o Seasonal Period Begin Date: A report filter to include a seasonal
timeframe of a 12-week period between May 1,2019 through
September 15, 2019.

o Wkly/Biwkly Coverage option: select either:

o Use Alternative Payroll Covered Period for Weekly &
Biweekly Pay Groups-uses the first full pay period falling in
the covered period following the Loan Disbursement Date
and counting forward 56 days


Presenter
Presentation Notes
8 weeks, dropdown for 24. Weekly FTE-leave blank as it defaults to 40 hours per week per the SBA Guidance
Seasonal-begin date, 12 weeks through that period
Other options-just keep to default…lets explore


Widy/Biwidy Coverage Option: | Alternative Payroll Covered Period - start with thepay; v ) -
™
Mzh/Semi-Mthly Coverage Opt...: | Covered Period A i |
Incurred Or Paid Option: | Include all payrolls paid or incurred during the Coverec v

g Include all payrolls paid or incurred during the Covered/Alternative period for Payroll Cost Only.

=

Include all payrolis paid or incurred during the Covered/Alernative period for Payroll Cost and FTE Calculation,
Only include payrolls workad within the Covered/Alternative Period.

o The option to “Include all payrolls paid or incurred in loan period” has been removed from
the dropdown for both Wkly/Biwkly Coverage option and Mth/Semi-Mthly Coverage
option.

o The alternative covered payroll period or covered period options is available to select for
the Wkly/Biwkly Coverage option

o The covered period is the default option for the Mth/Semi-Mthly Coverage option.

o A new dropdown labeled “Incurred or Paid Option” has been added to allow the user to
include paid or incurred payrolls which would follow the options selected for the loan
period. The options include:

o Include all payrolls paid or incurred during the Covered/Alternative period for payroll costs
only

o Note: By selecting this, the FTE calculation will use only the 8 or 24 week period — no paid
or incurred would apply. This is the default and should be kept.

o The other option is to Include all payrolls paid or incurred during the Covered/Alternative
period for payroll cost and FTE Calculation and to only Only include payrolls worked within
the Covered/Alternative period

If using a 24-week period, the maximum payroll costs listed in Table 1 and 2
will be updated to 546,154 (24-week equivalent of $100,000)


Presenter
Presentation Notes
Keep to the default as it will be based on SBA guidance and it will take you in the right direction. 


ENSURING ACCURACY: MARKING OWNERSHIP CT R

In order to indicate ownership for an employee(s), navigate to Employee Management > Employee
Maintenance > Employment.

1. Select the employee owner.

2. Click on the Edit icon.

3. Inthe Ownership Percent field, enter the employee’s percent of ownership.
4. Click on the Save icon.

5. Repeat process for all owners until combined percent equals 100%.

Employment Category Information
* Effactive Date: &/1/2020 =

* Employment Category:  Full Time i

ACA Employment Status: ACA Full Time
Hours (e.g. Variable) met for ACA Full-time Status
Statutory Employee
Qualified Pension Plan
Highly Compensated
Corporate Officer
Ownership Percent;
Full Time Equivalent:

Change Reason: ~



FTE Reduction Exceptions
The Small Business Administration has determined that specific exceptions for FTE reduction are: ‘ I RTM

e Employee terminated for cause during loan period
¢ Employee declined to be rehired during loan period
e Employee requested reduced hours during loan period

In order to track those employees that qualify, you can create a Miscellaneous Field to indicate that one
of the exceptions apply.

Navigate to Client Management > Tables > Misc. Field Categories.

1. Click on the Add New icon.

2. The Category Title is discretionary.
3. Do not check “Data Set Field.”

4, Click on Save.

Once the Category is created, navigate to Client Management > Tables > Misc. Employee Fields.

1. Click on the Add New icon.

For Field Code, enter “CAREFTEX.”
For Field Title, enter “CARES FTE Reduction Exception.” Misc Employee Fields
For Category, use one created under Misc. Field Categories.
Enter “1” for Display Order.

Select “True/False” for Data Type.

Allow access to Employee, Manager or Supervisor (if applicable). Miscellaneous Employee Fields
Click on the Save icon.

2:
3.
4.
5
6.
7.
8.

Fieid Code: CAREFTEX
* Fiela Title:  CARES FTE Reduction Exception
* Category: CARES fields o
* Display Oroer: 1
*Data Type: True/ False »
Allow Employee ACCess
Allgw Manager ACCess

Allow Supenvsor ACCess

3 Inactnve
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Client Management > Tables > Misc. Employee Fields CCT R

Click on the Add New icon.

For Field Code, enter “CARESFTEXR.”

For Field Title, enter “FTE Reduction Excep Reason.”

For Category, use one created under Misc. Field Categories.
Enter “2” for Display Order.

Select “Text” for Data Type.

The Field Length setting is optional.

Allow Employee, Manager or Supervisor (if applicable).
Click on the Save icon.

Misc Employee Fields

Miscellaneous Employee Fields
Field Code: CARESFTEXR
* Fle'd Title:  FTE Reduction Excep Reason
*Category: CARES fields kv
* Display Oroer: 2
*Data Type: Taxt L
Field Length
Allow Employes ACCess
Allow Manager Access
Allow Supervisor ACCess

i INactnoe



(CTR

When the employee is identified that qualifies for the FTE Reduction Exception, navigate to Employee
Management > Employee Maintenance > Misc. Fields.

1. Click on “CARES FTE Reduction Exception” to mark as true.
2. Inthe FTE Reduction Excep Reason field, enter text for reason for exception.
3. Click on the Save icon.

Misc Fields

Minc Figlds Mo Fald restory

woE - w

B CARE FE Reouctom Ercestor

R fecucom Booes Bassom o oferes - wiuses




UPDATE: CCT R

An additional Miscellaneous Field has been added to allow users to
override the FTE Exception Average FTE if they choose to do so:
Code = CARESFTEXO (CARES FTE Override)

*This can be used if the user wishes to override the value that is
being populated on Table 1 from the FTE Average chosen comparison
period.

*If no value is entered, the FTE Average from the chosen comparison
period will be populated in Table 1

*Will be one decimal numeric field

*If override of greater than 1 is entered, 1 will be populated

*Note: the value shown in the Loan Period Details Tab for the FTE
Average on FTE Exceptions will show the value from the chosen
comparison period, not the override value — that will only be shown
in Table 1



UPOATE: (CTR

- If an employee is terminated prior to the begin date of the Covered Period
or the Alternative Covered Payroll Period that is chosen, the employee will be
excluded from the wage reduction calculation.

- Owner/employee compensation calculation maximums have changed to
account for the 24-week loan period
The changes made in the 7-3 release account for the 24-week maximum
wage for owners at $20,833 but additional changes to the calculation will
be made in the next version of the report to do the comparison to 2019
compensation for both the 8- and 24-week timeframes based on the
guidelines in the instructions:

Line 9: Enter any amounts paid to owners (owner-employees, a self-employed individual, or general partners). For
Borrowers using a 24-week Covered Period, this amount is capped at $20.833 (the 2.5-month equivalent of $100,000 per
year) for each individual or the 2.5-month equivalent of their applicable compensation in 2019, whichever 1s lower. For
Borrowers using an 8-week Covered Period, this amount is capped at $15,385 (the eight-week equivalent of $100,000 per
year) for each individual or the eight-week equivalent of their applicable compensation in 2019, whichever is lower.



RUNNING THE REPORT

—~

CARES PPP Loan Forgiveness Report

The report includes nine tabs. The tabs are titled:

Summary

Schedule A

Worksheet Table 1

Worksheet Table 2

Employee Wage Details

20195 Hours Feb 15 to June 30

2019 Seasonal Period (if selected on the report options)
2020 Hours Jan 1 to Feb 29

Employee Loan Period Details

(CTR



REPORT-SUMMARY TAB

The Summary tab includes three sections:

e Reduction in Headcount
e Reductionin Wages

(CTR

e Rehires (this section is currently blank pending development and further guidance)

Weakly FTE Hours: 40
Reduction in Headcount

Company Code  Company Name

CBCA Manar Books
CBCA Manar Books
CBCA Manor Books

Reduction in Waaes

Company Code  Company Name

CBCA Manor Books

CECA Manoi Books

CBCA Manar Books
|Rehires

Company Code  Company Name

Best Option - Highlig (Used in Caleul
Pagialls in Average FTE Average FTE Average FTE

Pay Group Loan Date Loan Peviod Feb 15 - June 30, 2019 May 15 - Aug 7. 2019 dan 1-Feb 29, 2020
Semi-Morehiy ANZI20 AWE020 w0 SZTR00 a9 ad zo
Wewkly AN2020 020 1o HZN020 ao [+X1] ao
B -MPAY Test oo oo ao
Pay Group Toual Eligible Pagoll Costs  Reduction in Wages
Semi-Morehis 2ETMES ™%
Wewlkh 46.078.% 0o
BW-MPRYTen 000 0N

Headcount Heravdbeconant e adcoun Applicable Wages  Applicable Wages Wages
Pay Group 201512020 ve 42612020  June 30, 2020 Aestored As of 211512020 As of BI30I2020 Restored

Pending development and further guidance

Average FTE
ne

0o

2200@

Qo

Loan Foigiveness
00FE:

00E:



Presenter
Presentation Notes
Open the report, 1st Tab is Summary and has 3 section. The reduction in headcount will be the average FTE for 2 periods or 3 for seasonal dates and will highlight the lowest average FTE. The goal is 100% forgiveness reduction.  The wages-this is total eligible payroll costs so it’s showing you your wage reduction and any penalty. 


REPORT-SUMMARY TAB @T R

New columns added to the Summary page: “Payroll Periods in Loan Period for
FTE” which will indicate the payrolls included as part of the FTE calculation

o “Payroll Periods in Loan Period for Payroll Cost” which will indicate the payrolls
included as part of the payroll costs calculation (screenshot below):

Reduction in Headcount Best Option - Highlighted (Used in Calculation)
Payroll Periods in # of Regular Average FTE Average FTE
Company Code Company Name Pay Group Loan Date Loan Period Type Loan Period Loan Period for FTE Payrolls  Feb15-June 30,2019 Jan1.Feb 29, 2020
CBCA Manor Books Semi-Monthly 5M/2020 Covered Period 572020 fo 6/25/2020 5/1/2020 to 6/30/2020 4 Ta 1.2
cBcA Manor Books Weekly Iﬂ_l Alternative Payroll Covered Perlod 511202010 6/732020 57212020 to 6/26/2020 g 00 00
CBCA Manor Books BW-MPAYTest o 0.0 0.0
Reduction in Wages
Payroll Periods in # of Regular Total Eligible
Company Code Company Name Pay Group Loan Date Loan Period Type Loan Period Loan Period for Payroll Cost Payrolls Payroll Costs Reduction In Wages
CBCA Manor Books Semi-KMonthly 50172020 Covered Period 52020 1o 6/25/2020 5/1/2020 1o 6/30/2020 4 117, 455.41 7.40802

CBCA Manaor Books Weekly 5172020 Alternative Payroll Coverad Period 51112020 to 6/25/2020 412512020 to 612612020 ] 52 705.56 0.00
CBCA Manor Books BW-MPAYTest 0 0.00 10.795.28




REPORT-SCHEDULE A CCT R

= - )

PPP Schedule A
CBCA - Manor Books PayGroup: Semi-Monthly

Lime1 Enter Cash Compensation (Box 1) from PPP Schedule A Workshest, Table 1 4551701
Line2 Enter Average FTE (Box 2) from PPP Schedule A Worksheet, Table 1 5T0
Line3 Enter Salary/Mourly Wage Reduction (Box 3) fram PPP Schedule A Workshest, Table 1 79593
Lined Enter Cash Compensation (Box 4) from PPP Schedule A Worksheet, Table 2 70,072.13
Line& Enter Average FTE(Box 5) from PPF Schedule A Worksheet, Table 2 490
Line& Total amount paid by Bomower for employer contributions for employee health insurance 2.235.10
LinaT Total amount paid by Biomower for employer contributions to employee retirement plans 17.88
Lined Total amount pasd by Borrower for employer state and bocal taxes assessed on employes compensation 586.98
Line9 Total amount paed to owner-employees/sell-employed indmdual/general partners. 7.301.55
Line10 Payvoll Costs (add lines 1.4, 6. 7, 8. and 9) 125,734 65
Lina11 Auragh FTE duning the Borower's chasen referancs paiod’ 890
Lina12 Total Average FTE (add lines 2 and 5) 10.&0
Lina13 FTE Reduction Quotient (drade ne 12 by line 11) or enter 1.0 if FTE Sale Harbor is met 1.00

CBCA - Manor Books PayGroup: Weekdy

Line1 Enter Cash Compensation (Box 1) from PPP Schedule A Workshest, Table 1 43 28T 50
Line2 Enter Average FTE (Box 2) from PPP Schedule A Worksheet, Table 1 160
Lina3 Enter SalaryHourly Wage Reduction (Box 3) from PPP Schedule A Warksheet, Tabile 1 0.00
Limasd Enter Cash Compensation (Box 4) from PPP Schedule A Worksheat, Table 2 0.00
Lina5 Enter Average FTE(Box 5) from PPP Schedule A Worksheet, Table 2 0.00
Line& Total amount paid by Bomower for employer coninbutions for employee health insurance 1,440 00
LinaT Total amount pasd by Bomower for employer contributions to employes retiremant plans 0.00
Lined Total amount paid by Borrower for employer state and local taxes assessed on employes compensation 1.35146
Lina9 Total amount pasd to owner-e#mployees/sell-employed indmidual/general panners 0.00
Line1d Payvoll Cosis (add lines 1,4, 6, 7, 8, and 9) 45,078 56
Lina11 Awerage FTE during the Bormower's chosen reference period 0.00
Line12 Total Average FTE (add nes 2 and 5) 160

ETE Reduction Quntiant (divide lne 12 by oe 111 or snter 1.0 if FTFE Safe Harhor is met 100 )



Presenter
Presentation Notes
Line 1-3 is your cash compensation. Line 6 may not have a value if we don’t track this and this is the same with Line 7. It doesn’t mean you aren’t eligible-it just means we aren’t tracking this in iSolved. Line 11 is your summary.  Line 13-so have you met your safe harbor #2? Feb 14-April 26th? This is making the comparison, 14th-26th reduction eligible for the safe harbor. If you see a 1 here , you have met your safe harbor


REPORT-WORKSHEET TABLE 1 @T R

CBCA - Manor Books PayGroup: Semi-Monthly
Employee Salary / Hourly Wage

Employee's Name Identifier Cash Compensation Average FTE Reduction
|Able Sr, Mark James 3978 T.562.50 1.0 0.00
|Ackerman, Rick a8riT 6.482.19 1.0] 0.00
\Archer lil, Barry T 3213 12,199 44 1.0| 0.00
|Baxter, Judd 2154 6,187.50 1.0 0.00
|Broker, Adam T k] 540832 a0 0.00
|Conner, Bill T 9998 1,659 .56 00 0.00}
|Hargrove, Alvin J G888 1.580.00 03 392 09)
|Henderson, Ben 8541 500.00 0.0] 76.92
|Hilton, Mary 5654 3,000.00 03 0.00]
{Johnson, Bill T845 687.50 0.2 0.00
\Williams, Davd 9999 250.00 0.0} 326.92
| FTE Reduction Exceptions: Exception Reason
|Broker, Adam T un Terminated for Cause 08
\Conner, Bill T £ 9998 Declined to be rehired 0.1

Total FTE Reduction Exceptions: 0.9

Totals: Box 1 45,517.01|Box 2 5.7\ Box 3 795.93



Presenter
Presentation Notes
Your exceptions will show here-terminate, resigned, FMLA, etc-this will show you how the FTE reduction exemptions have been captured. Pay close attention to the language-it says direct or indirect-so lets take an example, you make chemicals for public pools, you’re not directly impacted by orders but indirectly impacted because its very broad. It’s very beneficials borrowers- find the mandates the caused your business to be impacted and document, document, document!! E-fmla, fmla, make sure you have documentation-if an employee is out on maternity leave, if an employee is terminated.


REPORT-WORKSHEET TABLE 2 CCT R

\CBCA - Manor Books PayGroup: Semi.Monthly

Employee
|Emplwn*l Name Identifier Cash Compensation Average FTE
Able, John 9999 15,385.00 10
Bailey, Ellott 9999 12,226 88 10
Doe, John 9966 11,690.25 10
Hancock, Jed 2345 15,385 00 10
Zoom, Zelds 9967 15.385.00 09
| Totals: Box 1 70,072.13|Box 2 49|

- Owner/employee compensation calculation maximums have changed to
account for the 24-week loan period

The changes made in the 7-3 release account for the 24-week maximum
wage for owners at 520,833 but additional changes to the calculation will
be made in the next version of the report to do the comparison to 2019
compensation for both the 8- and 24-week timeframes based on the
guidelines in the instructions:


Presenter
Presentation Notes
This is Worksheet Table 2.  Employees who made over 100K during any pay period in 2019 should not be included in the wage reduction calculation.  This would include anyone who made over 100K in any payroll in 2019. So for a biweekly pay period, any employee who made over $3,846.15 (100K/26) during any pay period of 2019 would not be factored into the wage reduction calculation and would go on Worksheet Table 2.  This is important as this would most likely leave off commissioned sales people for many businesses. You won’t be penalized for sales commission reductions due to lack of new sales during COVID if they made over 100K in any one pay period in 2019-these employees would go in Worksheet Table 2 and would not be subject to the wage reduction calculation


REPORT-EMPLOYEE WAGE DETAILS CT R

Hourly Wage Method:

Percent of Q1 Wage:lDivide Loan Period Hourly ".n"n’.-algeI by Q1 Hourly Wage. If greater thaln 75, no reduction in wage.
Hourly Wage Calc: If less than .75, multiply Q1 Hourly Wage by .75 and subtract Loan Period Hourly Wage.
Q1 Average Weekly Hours: Calculate the Average hours worked in Q1 (Q1 Hours / 13 weeks).
Salary/Hourly Wage Reduction: Multiply Hourly Wage Calc by the Q1 Average Weekly Hours. Then mulitply by 3.

Average Annual Wage Method:

Percent of Q1 Wage:|Divide Loan Period Annualized Wage by Q1 Annualized Wage. If greater than .75, no reduction in wage.
Annual Wage Calc: If less than .75, multiply Q1 Annualized Wage by .75 and subtract Loan Period Annualized YWage.
Salary/Hourly Wage R«e«dua.‘,ti{:-n:|I"k-'1u|ti|3|1-,r Annual Wage Calc by 8 and divide by 52 Result

[Eompany Code Company Rame Fay Group Number Employes Name Status Hire Date Date Cateogy [Exclude Reasan

|caca Manar Books BW-MPA Y Test "lo2683 Ackerman, fick Active 12000 Full Time

| Temporary

|caca Manor Books BW-MPA Y Test "oo0s Hamiton, Joa Acive W26 Full Tame

|CBCA Manar Books BW-MPAY Teat "lo268s Hiton, Wary Actve 182013 Full Time:

|CBCA Manar Books: BW-MPAY Test Hi0e Terrone, James Actre TTR008 Full Tume:

| cBCA Manar Bonks BW-MPAY Test 104 Wiliama, David Actwe 00T Full Time

(CBCA Manor Books EW-MPAYTest

f:ﬁ\‘.ﬁ Mangr Bogks Sem-Worinsy "oz Abernathy, Lark K Actve VIRAEET Part Time Yes Employee Dwner

(CBCA Manar Books Sem-liorthsy 'l Able Sr, Mark James Actve shaml Full Time:

fcsu Manor Books Semi- Lonthsy "1 Able, John Actee 12013 Full Time Ves 2019 Accumulsted Viages cver 100K
(caca Manar Books Sam-Worihsy "02683 Ackerman, Rk actve 1900 Full Time

| Temporary

(CBCA Manar Books Sem-lianthay #0003 Archer B, Bamy T Active M112014 Full Time

:I:Hc.i Manar Baoks Sam-antny o8 Badey, Emon Actve BrS2008 Full Tima Yas 2019 Accumuiated Wage ever 100K
caca Manor Books Sem-liorthiy Wl Baxter, Judd Actve 1282019 Full Time

|CBCA Manar Baoks Sem-Lantnty 2 Broker, Adam T Actve A0 Full Time:

|cBca Msnsr Books Samianihsy "es7 Conner, BET Actrcd 2252013 Full Time

caca Manor Books Sam-lorihiy 1 Do, John Actve 222005 Part Time: Yes 2019 Accumulnbed Wage over 100K
|cBCA Manar Baoks Sam-liorhy b [ | Hancock, Jed Actve e Full Time Yas 2019 Accumulated Wags cver 100K
|cBcA Manar Books Seme-lordhsy Flozees Hargrove, Alvin | Actve AIN2019 Full Time:

(cBCA Maner Bagks Sem-Worihsy "ozee4 Hendersan, Ben Racive st Full Time

caca Msnor Baoks Sami-baniny " 02666 Hitan, Mary ACte 1R2018 Full Tima

lcBca Manar Books Sam-lorindy e 1, Paingn-vils Concord Termmated o 1073072018 Full Tima Wam Employes Termnated Prior o Loan Perod
|cBCA Manar Books Sem-Wanthly 10408 Jahnson, Bl Actve 112013 Part Time

|cBCA Manor Books Sam-lonthsy 0004 Kar, Brent P Termmated W112004 8302017 Part Time Vs Empioyes Termnated Prior o Loan Period
EIZI!C.!I\ Manar Books Sarre-aning LT VWikama, David Actve B200T Full Time

(CBCA Manar Books Sem-ltonihdy M2 Zoom, Zeida Actve TRIIH08 Full Time Yes 2019 Accumulated Wage cver 100
|CBCA Manor Books Semi-Monthly



Presenter
Presentation Notes
The wage details tab compares wages to quarter 1-average hourly or the comparison in paying the loan so you see 1/1-3/31-we don’t want that to drop below 75%


REPORT-EMPLOYEE WAGE DETAILS < TR

o P | a ; " s i T v v w X
ooty WAQE N il Percent of G Wage: Dhide Loan Perod Moursy Wisge by 1 Hourly Wage I grester an ™5 50 reducion n wige
Homriy Wage Calc: # as Ban TS muoly O1 Hearly Wage by 75 and subiract Loan Berod rourty Wige
Ot Average Weskly Hours: Cacoiste B Average Sours warked n 07 (01 Hewrs / 1] wesia |
SalaryMcuily Woge Reduction: Vuliph Hourly 1iege Cok by Te G Actrgt Wenidy Hours Thes mulloh by §
| Am'_'“mb Pevtent of GY Wage: Duste Loas Perod 4 Wage by 01 Wage fgese Par 7L o feduclon m wage
Aneasi Wage Calc: 7 ens Pan 75 muliply G1 Sonuskoed Vinge by 1S and 10eect Loan Perod Avusized age
LalaryMowly Wage Redecton UuBphy Aorus &ape T by B atd Suade By 40 Beest
Q1 2020 | Loan Penod | Wape Redw ton Hourly Wage Calc Sadary Wourly|
| Hoars Wages Hourty Wage |u-ll“ Awverage FTE Hours Wapes HourlyWage  Amsssiized Wage Caiculation Method Percent of QY Wage of Ansusi Wage Calc 01 Average Weekly Hours  Wape ReSsction|
, 43135 1308130 0191 5233320 0 201 67 8510862 122835 4231903
; )4 13,750.00 N 7208 55,000 00 00 15801 004404 34580 2191 46 Mowrty Wage 105 Ti%
, 43134 86,064 65 1990023 246,608 60 08 194.01 29.90199 201818 250,742 4|
43134 14284 80 32 0860 £7,14120 08 190.67 569 08 292078 36,188 69| Hourly Wage B8 5%
I
; 2313 2218080 511848 88.72120 08 20187 10,674 1% £29088 69.381 08| Hourty Wage W%
| 42135 222970 512996 88.922 80 08 194.01 1051985 531279 6837902}
|, 42330 11,250.00 259635 4500000 08 19432 541799 788 35,216 04| Hourty Wage 107 X%
r 400 00 043130 248802 39,331 20 0 189 67 500324 263787 22,521 08 Mourty Wage 107 0%
|' 0 00 50 00 & 0000 200000 o 10300 2780 1% 26 T00d BT AT D4 Average Annual Salary BB
| 0.00 0.00 0.0000 000 1 310.00 11,794.00 38 0484 76 847 50/
| a3 2125500 490481 8502000 06 20301 10,304 84 50 7603 66.981 45/
8000 225000 21250 9,000 00 0 0.00 000 0 0 00 Moty Wage 2109 815 1,037 50§
,- 43134 92,240 00 2128784 384,000 00 08 199 47 4282112 21487458 278,397 28|
| 38 azr208 111 7088 1709144 04 13333 104887 2208M 10817 66 Avarage Anmual Salary 195 54%
| 0.00 1.2%0.00 00000 % 000,00 0 2000 83400 nr £ 421 00| Average Annual Salary 108 47%
]l 51130 1791550 4 0029 7166238 0 0.00 000 0 0 00, Houry Wage »18 3048 8.268 72
|, 000 000 00000 000 0 0.00 000 o 0.00|
r 000 0.00 60000 0.00 1 114.00 13.850.00 0188 88078
; 000 1.240 00 @ 0000 %000 00 03 §113 93333 10 0003 6 055 0.4 Awerage Annua Salar 12130%
1 000 000 0 0000 000 07 22900 7,72%00 3317336 50.212 50|
| 000 500.00 20000 2/000.00 0 0.00 0.00 0 000
| 000 000 60000 0.00 1 Y1400 12.485.00 302025 81.217 50|
, 000 14,480 42 20000 £7.92108 [ 0.00 000 0 0 00| Aversge Antusl Satary 244126 6.082.27
; 000 240000 20000 10,000 00 0 000 000 o 000 Average Annual Satary 7.400.00 1,15384
|, 43135 5125000 1182647 204,000 00 o8 198.04 npesse 1200898 155,263 42|
| 5,65.00 40295442 161181768 LE 388511 220,445.74 1,432.897.32/ 17,04344|
1 5.365.00 40295442 141101788 wr 18511 22044574 143209792 17, 040.44)

» Sarenary Schedule & ‘Workokest Table © Workshest Tabie 7 Employee Wage Details 2019 Hours Feb 15 to June 30 2020 Howrs lan 110 Feb .. ]



Presenter
Presentation Notes
So lets look at 2/15-6/30: your average FTE for reference period so you have your 2 standard timerames with your 1/1-2/29/30 here. The Average FTE is calculating for your 2 periods, 3 if you include seasonal-and this is picking the lowest FTE count.  When looking at this, you see for quarter one, its annualizing the wages so the wages earned in Q1 for entire year-that’s your wage loan period and the wage difference for Q1 and the loan period. Remember greater than 20% ownership is employee ownership.


counted as a fraction of an FTE.

For the month of February 2019, hours will be cut in half for the FTE calculation.

2019 EMPLOYEE HOURS PAID

February — June Hours: Calculated by summing up hours paid in each of those months.
February — June FTE: Calculated by total hours in each month divided by hours threshold
calculation, which uses the weekly hours threshold entered (or 40 hours) converted to a
monthly amount based on the # of days in each month. If employee works more than the
monthly hours, they are counted as 1 FTE, if working less than the monthly hours, they are

Example: If an employee has 80 hours from 2/15 through the end of the month, they should be

(CTR

a full FTE.

Employes Name February February March March April April My May June June
Hours FTE Hours FTE Hours FTE Hours FTE Hours FTE

Abernathy, Mark K 17334 1.0 an.00 0.3 25334 1.0 17334 1.0 35.67 10
Able Sr, Nark James 172.34 1.0 2€.87 1.0 168.82 0 172.24 1.0 3567 10
Able, Joan 17334 1.0 86.67 1.0 13212 0.5 17334 1.0 36,67 1.0
Ackarman, Rick 17334 1.0 2E.8T 1.0 Z60.01 1.0 172.24 1.0 2567 10
Archer I, Barry T 0.00 0.0 0.0 0.0 150.60 08 0.00 0.0 0.00 0.0
Eailey, Elliott 173.34 1.0 2687 1.0 188.00 0.8 173.24 1.0 2667 10
Eroker, Adam T 160.00 k| a0.00 03 16700 0.6 160 00 o8 a0.00 09
Conner, Bl T 0.00 0.0 0.0 0.0 160.00 0.8 0.00 0o 000 o0
Doa, Jehn 172.34 1.0 2€.87 1.0 £00.28 1.0 172.24 1.0 3567 10
Hancoeck, l2d 173.34 1.0 28 AT 1.0 35334 1.0 17334 1.0 2667 10
J., Faines-vile Concord 0.00 0.0 40.00 0.3 60.00 0.3 0.00 0.0 0.00 0a
Zoom, Zalda 173.34 1.0 2687 1.0 148.41 0.& 173.24 1.0 3867 10
Total 1,646.72 BB B0E.59 9.3 2,820.32 84 1,646.72 849 773368 34
Total 1,546.72 &9 06,59 13 2,829.32 .4 1,546.72 8.9 7336 8.9
1,546.72 9.3 2,029.32 0.4 1,546.72 8.9 7335 3.9



Presenter
Presentation Notes
You can see your average FTE here-average FTE for your reference period for 2 periods and if you included seasonal, it’s 3 periods. It will pick the lowest FTE count


2020 EMPLOYEE HOURS PAID @T R

Jan - Feb 2020 Hours: Calculated by summing up hours paid in each of those months.

* Jan - Feb 2020 FTE: Calculated by total hours in each month divided by hours threshold
calculation, which uses the weekly hours threshold entered converted to a monthly amount
based on the # of days in each month. If employee works more than the monthly hours, they are
counted as 1 FTE, if working less than the monthly hours, they are counted as a fraction of an

FTE.
Company Code ICDII'IPII] Hame I Pay Group Employee IEmphyﬂ: Name I .Imluryl January February fchrunryl

Numhber Hours FTE Hours FTE
CBCA Manor Books Semi-Monthhy Fioz Abernathy, Mark K 17334 1.0 17334 1.0
CBCA Manor Books Semi-Monthly Fio Able 53r, Mark James 17334 10 173.34 1.0
CBCA Manor Books Sem-hMonthiy Fito Able, John 17334 1.0 17334 1.0
CHCA Manor Books Sem-Monthhe F02663 Ackerman, Rick 173.34 10 17334 1.0
CRCA Manor Books Semi-Monthhy Foa03 Archer |, Barry T 173.34 10 17334 1.0
CBCA Mznor Books Semi-Monthly Fos Bailey, Eliott 17334 10 17334 1.0
CBCA Mznor Books Semi-Monthhy Fio2esT Baxter, Judd 173.32 10 17332 1.0
CBCA Menor Booke Sami-Monthhy Fizz Brokar, Adam T 160.00 1.0 180.00 0.8
CBCA Manor Books Semi-Monthhy F11 Doe, John 17334 1.0 17224 1.0
CBCA Manor Books Semi-Monthhy Fi13 Hancock, Jed 173.34 1.0 17334 1.0
CBCA Manor Books Semi-Monthly 02665 Hargrove, Alvin J 3825 02 0.00 0.0
CBCA Manor Books Semi-Monthiy Fi02666 Hiton, Mary 173.32 10 17332 1.0
CBCA Manar Books Sem-Monthiy A12 Zoom, Zelda 17334 10 171334 1.0
CBCA Manar Books Semi-Monthly Total 210495 1232 2,066.70 119
CBCA Manor Booke Total 2,104.95 122 2,066.70 11.9
Report Total: 2,104.95 122 2,066.70 11.9




EMPLOYEE LOAN PERIOD DETAILS * .
(CTR

Based on guidance in the SBA Loan Forgiveness Application on Page 4 which states:
“For each employee, enter the average number of hours paid per week, divide by
40, and round the total to the nearest tenth.” The loan period average FTE
calculation will be modified to add up all hours for the loan period and divide by the
# of pay periods to get an average, then divide by 40 to calculate the average FTE
(special payrolls will still be excluded from the # of pay periods, but hours will be
included in the calculation.)

The Loan Period Details Tab will show the totals used to calculate the average FTE:

| 2 L] L 2 ] L] | - | =L = ] o | s | i i = _|
Run Number Period Begin Date  Period End Date  Pay Period Number Weekly FTE Hours  Paid Hours Number of Average Hours  Average FTE Wages  HealthCost  RetirementCost  State Local ER Tax
_ Weeks Per Week
 |Reguiar Payroll 253 5112020 515120206 86.67 1733333 20.00 0.00 0.00
| Regular Payroll 254 SHE2020 531020207 B6.67 1733333 20.00 0.00 0.00
| |Reguiar Payroll 256, 6112020 61152020 |3 10.00 222108 20,00 0.00 0.00
| Reguiar Payroll 257 616/2020 63012020 |3 1333 419216 20.00 0.00 0.00
Employee Total 35 196 67 800 2458 0.7] 41,079.90 80.00 000 0.00

. r
Payroll Run Type




EMPLOYEE LOAN PERIOD DETAILS .
(CTR

The Exception Reason has been added to the Loan Period Average FTE column
on the Loan Period Details tab, if applicable to identify the employees that are
not included in that calculation

Headcount Companson |
Loan Period  Comparison Period |

Average FTE Average FTE

10

1.0
20 0.0

T Owner|
———— 0.9|
06 04
0.6 1 IJ
06 01
0.6 09

0.6
FTE Exception 08
FTE Exception 01|
06 10|

ne 10l



FTE REDUCTIONS .
(CTR

Borrowers are EXEMPTED from the loan forgiveness reduction stemming

from a reduction in FTE employees during the covered period if the borrow

is able to document in good faith:

- An inability to rehire individuals who were employees of the borrow on
2/15/2020; and

- An inability to hire similarly qualified individuals for unfiled positions on

or before 12/31/2020

Additional exemptions include any employees who:
-were fired for cause,

-voluntarily resigned,

-voluntarily requested and accepted a reduction in hours.



FTE REDUCTIONS .
(CTR

Borrowers are EXEMPTED from the loan forgiveness reduction stemming from a
reduction in FTE employees during the covered period if the borrow is able to
document in good faith:

- “An inability to return to the same level of business activity as the borrow
was operating at before February 15, 2020, due to compliance with
requirements established for guidance issued between March 1, 2020 and
December 31, 2020...”

- This exemption refers to direct and indirect compliance with COVID-19

related regulations.

DOCUMENT, DOCUMENT, DOCUMENT!
Copies of the applicable COVID requirements or guidance
Relevant borrower financial records



BIG QUESTION CCT R

Can you apply for Forgiveness before the end of the covered period?

From the Interim Rule 6/22/2020:
When must a borrower apply for loan forgiveness or start making payments on a
loan?

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 of the loan proceeds for which the borrower is requesting
forgiveness. If the borrower applies for forgiveness before the end of the covered
period and has reduced any employee’s salaries or wages in excess of 25 percent,
the borrower must account for the excess salary reduction for the full 8-week or

24-week covered period, as described in Part [IL5. If the borrower does not apply



REPORTING ACCURACY CCT R

To ensure reporting accuracy, make sure you do the following:

o  When requesting access to the PPP Loan Forgiveness Report, include
your Loan Disbursement Date

o Verify Employee Statuses: THIS IS CRUCIAL. Make sure you have hours
recorded for your salary employees and make sure your employee

statuses are accurate.

PPP Scheduled A Worksheet
Table 1

TEST COMPANY ABC
Employee Salary / Hourly Wage

Employee's Name Identifier Cash Compensation Average FTE Reduction

Test Employee 1 1234 1,050.00 0.3 0.00
Test Employee 2 1235 0.00 0.0 522.22
Test Employee 3 1236 0.00 0.0 581.12
Test Employee 4 1237 0.00 0.0 76.64
Test Employee 5 1238 0.00 0.0 847.76

o Mark Employee Ownership: Employee Management > Employee
aintenance>Employment>ownership %



REPORTING ACCURACY CCT R

REPORT CALCULATIONS

o  WAGES : The default calculation is “ALL” paid earnings (excluding
1099 & 3™ party sick pay and FFCRA FMLA Earnings and FFCRA Sick
Pay Earnings).

o HOURS: The default calculation is hours for all paid earnings
(excluding 1099 or 3 party sick pay).For each employee, the
average number of hours per week, divided by 40 and rounded to
the nearest tenth. The maximum for each employee is capped at
1.0.

o HEALTH COST: The default is Medical Pre-tax and Medical Post-tax
deductions.

RETIREMENT COST: The default is any Employer Deferred Comp
Match.




REPORTING ACCURACY CC-I- R

OWNER-EMPLOYER Considerations : There are special rules for owner-
employees of a company for the report

o Owners are excluded from FTE calculations

o Owner-employee’s compensation is listed on Line 9A of Schedule A. Total
amount paid to owner-employees/self-employed individuals:

o This amount may not be in included in PPP Schedule A Worksheet,
Table 1 or 2

o If there is more than one individual included, attach a separate table
that lists the names of and payments to each

o If there is more than one owner-employee, use the filter the
EMPLOYEE WAGE DETAIL tab to identify owners and use to prepare
data for the separate table



NEXT UPDATES FOR THE REPORT (CTR

The next version of the report will be available with the release on 7-17-20 and
will include the following changes:

* Owner/Employee loan period payroll costs calculations to compare 2019
compensation based on the loan period timeframe

* Changing the calculation of the Average FTE during the comparison periods to
weekly from monthly based on the guidelines provided below.

* The addition of 2 organization levels that can be selected to sub-total by those
levels on the Wage Details, Loan Period Details and Summary page.

FTE: Documentation showing (at the election of the Borrower):
a. the average number of FTE employees on payroll per week employed by the Borrower between February 15, 2019 and
June 30, 2019;
b. the average number of FTE employees on payroll per week employed by the Borrower between January 1, 2020 and
February 29, 2020; or
c. 1n the case of a seasonal employer, the average number of FTE employees on payroll per week employed by the Borrower
between February 15, 2019 and June 30, 2019; between January 1, 2020 and February 29, 2020; or any consecutive 12-week
period between May 1, 2019 and September 15, 2019.



WE ARE HERE TO HELP! CCTR

Be sure to check out our COVID-19 INFO PAGE here as we will continue to update
you: https://ctrhcm.com/covid-19-information-center/

Reach out to your CTR Support Representative or e-mail training@ctrhcm.com

THANK YOU!


https://ctrhcm.com/covid-19-information-center/
mailto:training@ctrhcm.com
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