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ACCESSbank is currently accepting applications for the SBA Paycheck Protection Program.

This program is designed to provide forgivable loans to small businesses to enable them to pay their
employees during the COVID-19 crisis. Please review the attached Overview and Borrower information sheet
for details on the program. You may also wish to visit www.sba.gov for additional guidance and loan
resources.

If you are a client of ACCESSbank and are interested in applying for a loan under this program you will need to
complete an application and provide supporting information to the bank.

If you are not currently a client of ACCESSbank we encourage you to work with your existing financial
institution. Should your bank not be participating in the Paycheck Protection Program at this time you are
welcome to discuss alternative options directly with one of our bankers.

To submit an application:

In addition to following normal BSA requirements which include obtaining required customer identification
and verifying beneficial ownership, the PPP program requires ACCESSbank to complete the following:

1) Confirm receipt of borrower certifications contained in Paycheck Protection Program Application (SBA
Form 2483)

2) Confirm receipt of information demonstrating that a borrower had employees for whom they paid
salaries and payroll taxes to on February 15, 2020

3) Confirm the dollar amount of average monthly payroll costs for the preceding calendar year by
reviewing the payroll documentation submitted with the borrower’s application

Instructions for completing application:

4) Completed Paycheck Protection Program Application (SBA Form 2483)

a. Please note that all owners with greater than 20% ownership need to fill out this application.
Therefore each submission may include multiple applications if there is more than 1 owner.

b. If you have multiple legal entities that are eligible for this program, then you need to submit
separate applications (and all other requested documentation) for each legal entity.

c. Please make sure to initial questions 5, 6, 7 on the application

d. If you answer YES to questions 3 or 4 please include the requested addendums.

e. The form can be signed and submitted electronically

5) Determining what can be used to calculate the monthly payroll for the application
Payroll costs consist of compensation to employees (whose principal place of residence is the United
States) in the form of salary, wages, commissions, or similar compensation; cash tips or the equivalent
(based on employer records of past tips or, in the absence of such records, a reasonable, good-faith
employer estimate of such tips); payment for vacation, parental, family, medical, or sick leave;
allowance for separation or dismissal; payment for the provision of employee benefits consisting of
group health care coverage, including insurance premiums, and retirement; payment of state and local




taxes assessed on compensation of employees; and for an independent contractor or sole proprietor,
wage, commissions, income, or net earnings from self-employment or similar compensation.

The Act expressly excludes the following from including in the payroll calculation:

i. Any compensation of an employee whose principal place of residence is outside of the
United States

ii. The compensation of an individual employee in excess of an annual salary of $100,000,
prorated as necessary

iii. Federal employment taxes imposed or withheld between February 15, 2020 and June
30, 2020, including the employee’s and employer’s share of FICA (Federal Insurance
Contributions Act) and Railroad Retirement Act taxes, and income taxes required to be
withheld from employees

iv. Qualified sick and family leave wages for which a credit is allowed under sections 7001
and 7003 of the Families First Coronavirus Response Act (Public Law 116-127).
V. Payroll to independent contractors

6) Formula for calculating the maximum loan amount (page 1 of application):

i. Step 1: Aggregate payroll costs (defined in detail above in #5) from the last twelve
months for employees whose principal place of residence is the United States.

ii. Step 2: Subtract any compensation paid to an employee in excess of an annual salary of
$100,000 and/or any amounts paid to an independent contractor or sole proprietor in
excess of $100,000 per year.

iii. Step 3: Calculate average monthly payroll costs (divide the amount from Step 2 by 12).

iv. Step 4: Multiply the average monthly payroll costs from Step 3 by 2.5.

v. Step 5: Add the outstanding amount of an Economic Injury Disaster Loan (EIDL) made
between January 31, 2020 and April 3, 2020, less the 9 amount of any “advance” under
an EIDL COVID-19 loan (because it does not have to be repaid).

7) Supporting Documentation

a.

Borrowers must submit such documentation as is necessary to establish eligibility such as
payroll processor records, payroll tax filings, or Form 1099-MISC, or income and expenses from
a sole proprietorship. For borrowers that do not have any such documentation, the borrower
must provide other supporting documentation, such as bank records, sufficient to demonstrate
the qualifying payroll amount. We recommend the following if available:
i. 2019 IRS 940 Form, 2019 944 Payroll Tax Form, 2019 IRS Form 941 for each quarter of
2019.
ii. Payroll reports for a twelve (12) month period (ending on the applicant’s most recent
payroll date)
The bank will use this data to verify your payroll amount on the PPP application. The bank will
verify the requested loan amount using the tax forms that are provided, please provide
explanation for the changes in employment from your current operations to the current payroll
report.
Payroll data is not fully provided in your 2019 tax return. If you need assistance in compiling
payroll data please contact your CPA and/or payroll provider.

d. Updated Driver’s Licenses for all owners

i. Please submit this even though we may have your updated Driver’s License on file. If
you have received a new Driver’s License since your last loan or deposit account opening
we may not have the current one on file. To be proactive, send this so your application
is not delayed.



e. Legal Entity documents for the company (articles of incorporation/certificates of
incorporation/organization, bylaws, operating agreements, etc.)
i. For existing loan customers, we should have this all on file. If you have updated your
entity documents recently please send so we have everything up to date on the file.
ii. For existing deposit customers with no loans, be proactive and send this information as
it may have been years since you provided this to your bank and we will need to make
sure everything is current and on file.

f.  Other Documentation that may apply to your company, if so provide the following:

i) Documentation showing payments for group health insurance, including insurance
premiums, if applicable

ii) Documentation showing payments for retirement benefits, if applicable

iii) Any other information you may feel is pertinent given your respective business and
payroll.

Please try to be as complete as possible as missed or incorrect information will delay the application process.
Once you have compiled all of the requested information please provide the application and all other
documents to your banker at ACCESSbank.

Note that this document is intended only to aid in your completion of the application and submission of a
request for loan approval to the SBA and does not address all areas of the Paycheck Protection Act.

All requests are subject to credit approval and program guidelines. SBA loans are subject to SBA eligibility
guidelines. Certain restrictions apply and are subject to borrower certifications and compliance with the
program terms. Refinances of existing SBA loans are excluded. ACCESSbank and its representatives do not
provide tax advice. Consult your financial advisor regarding your specific financial situation.



