
REQUIRED DOCUMENTATION FOR PPP LOAN FORGIVENESS

Description of Documentation Needed Y/N Comments 

Signed copy of either form 3508 or 3508EZ or 3508S completed to the best of your 
ability. 

In the Y/N section, please specify the time period used to measure the drop in salary 
(8 week or 24 week.)

For each employee, we need the # of hours worked per week and gross salary for 
each employee prior to the PPP loan application.  Generally, this period will be from 
January 1, 2020 through March 31, 2020 unless a different time period was used to 
measure the drop in employees.

For each employee, we need the # of hours worked per week and gross salary for 
each employee for the 8-week period generally beginning on the date the borrower 
received the loan disbursement (or alternate payroll covered period, if chosen.)  This 
is needed in order to calculate the FTEs during the covered period.

It is possible that the information above will be in a payroll register and if so, it is fine 
to provide payroll registers for the specified time period(s).  We will need 
documentation showing the date that payroll checks were disbursed, the amount of 
the gross checks and for what time period they were for.

We will need a copy of the payroll tax filings reported to IRS (i.e., Form 941s), State, 
OESC (if applicable) to verify # of FTEs on Payroll Reports. 

If an EIDL loan was taken out after January 31, 2020, we will need to know the EIDL 
amount and the EIDL application number.

For non-payroll costs (mortgage interest, rent, utilities), they must be paid during the 
covered period or by the next regular due date for the expense.  Documentation for 
these obligations can be cancelled checks, payment receipts, transcripts of accounts, 
or other documentation.


