PAYCHECK PROTECTION PROGRAM | 3508 EZ

Your Guide to Applying
for Loan Forgiveness

m Northern Bank YOUR PARTNER FOR GROWTH



We’'re here to help!

This How-To Apply Guide will take you through all the steps you need to take to apply for PPP Loan Forgiveness.

What You Need to Know

When to apply
Based on the wave schedule, you'll be “port enabled”
and receive an email notification that you are now able

to apply for Forgiveness with a link to access the portal.

Adding additional Users

If you need to add an additional person to assist
in the completion of the Application, contact your
Forgiveness Rep.

Helpful Tips and Requirements

® The Enter and Save feature allows you to
enter your information, save it and return later.

@® If you're unable to advance screens when
selecting Next, check for required fields.

@® After entering data into a field, click Tab to
advance off the last fleld entered.

® The portal works best when launched in a
Google Chrome® browser.

Important Reminders
® There are two applications available: 3508 EZ and 3508.

® You will be routed to the appropriate application based
on your answers to qualifying questions.

® Once you submit the application, you cannot go back in and
edit until the Northern Bank Credit Analyst. re-enables you.
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Login and Dashboard

. 1) Login
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T o 2 ) You will be routed to the Dashboard
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st TR ° 3 ) Select Marketplace from left side of Dashboard
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4 ) Click Apply
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Review Business and Ownership
Information and Confirm

1 ) Review the information displayed

Your Business
Winic business i this orgiveness appication ratsd 107

Mo PLUE = Note: If multiple entities are tied
= to you, all will be displayed

1220 Eim 8t
X7

. 2 ) Click Apply with this Business

Viich tusiness i s fosgivenens appication efaied to?

Mageum P LLE
—1 Limteas Lautsity Company
H s

1220 Bm 51

Dallas, T 75200

Er 3 Tell Us About Yourself —
review information on business owner

l 4) Click Next
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Covered Period and Payroll Frequency

In this section, you'll be required to indicate the Covered Period or Alternative Covered Period and Payroll Frequency.

Note: The side panel will provide informational text to define terms.

Your Loan Forgiveness Application

1) Select either the 8-week or 24-week period:

IF... THEN...

You received the PPP | You can elect to use
Loan before June 5th 8 weeks or 24 weeks

You received the PPP | You must elect
Loan after June 5th 24 weeks

Siweaty (evmy oiter wes)

2 ) Select their Payroll Frequency

1 If you have a bi-weekly or more frequent period,
you can elect to use the Alternative Covered
Period, which starts the first day of the pay
period following the Disbursement Date.

Payroll Schedule

Alternative Payroll Coversd Period
Decause you pay biweekly (or mor
nod.

R T RN IF.. THEN...
- You do not Select No
wish to use

the Alternative

Payroll Covered

Period

You elect to Select Yes

use the Enter the Alternative

Alternative Period Begin Date

Payroll Covered 7

perlod :I::MqulymIIEmmleﬂ

L«

2 ) Click Next
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Application Types: Form 3508 or 3508EZ

In this section, it will be determined whether or not you are eligible to complete the EZ Form or the Standard Form.

1 Review the Qualification Questions

IF... THEN...

You are a self-employed individual, independent Qualification Option 1 applies; select Yes
contractor or sole proprietor who had no
employees at the time of the Loan Application

Qualification Option 1 doesn't apply Select No

You did not reduce salary/wages of any employee | Qualification Option 2 applies; select Yes
by more than 25% and did not reduce the number
of employees

Note: Ignore reductions in hours if you offered hours
and employee refused

Qualification Option 2 doesn't apply Select No

You did not reduce salary/wages of any employee | Qualification Option 2 applies; select Yes
by more than 25% and you were unable to operate

during the Covered Period at the same level of

business activity as before 2-15-2020

Qualification Option 3 doesn't apply Select No
2 ) The system will determine if you are eligible for the EZ Form

Based on your response above, you are eligible 1o use the 3508EZ form.

3 ) Youwill be prompted to select the EZ Form if eligible

WWouks you 1 10 uza e 360SEZ form 1 suben yaur PR Forgivanass Appicaer

Select Yes or No
It is recommended that you utilize the EZ Form when eligible.

IF... THEN..

Yes You will proceed with the 3508 EZ Form

No You will proceed with 3508 Standard Form
4 Click Next
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Payroll Costs

In this section, we'll cover the process of entering in the Payroll related costs.
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@ You should enter the following information based on the Covered Period or Alternative Covered Period:

» Total Cash Compensation paid
» Total Amount Paid for Employee Health Insurance
= Total Amount Paid for Employee Retirement Plans

= Total Amount Paid for Employer State and Local Taxes

<2> You should then enter the total compensation paid to any owners.

Note: The owner compensation is limited; refer to the text for information.

(ZD You should enter the total number of owners.

@ Click Next
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Employee Headcount

In this step, you'll be prompted to enter the number of Employees at the time of Loan
Application and the number of Employees at the time of Forgiveness Application.

Note: This information does not impact the Forgiveness calculation.

1 ) If the Bank has the information on file from the Loan Application, the number will pre-fill

2 ) If the Bank does not have the information, you should enter the Number of Employees
at time of Loan Application

3 ) You should enter the number of Employees at time of Forgiveness Application

4 Click Next

Attention: All Forgiven?

IF... THEN...
The amount of the payroll cost equals You will not be prompted to enter Non-Payroll Costs

the PPP Loan Amount You will be routed to the Forgiveness Check page

The amount of the payroll cost does not You will be prompted to enter Non-Payroll Costs
equal the PPP Loan Amount
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Forgiveness Check
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Non-Payroll Costs

In this section, you'll be prompted to enter the Non-Payroll related expenses:

@ Enter the amount used on Mortgage Interest

@ Click Next
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Additional Details

In this section, you'll be prompted to answer additional questions:

= |s the PPP loan in excess of $2 Million?

= Did you receive any EIDL funds?

The PPP Loan Fergiveness application form requires that you, the borrower together with affiliates, confirm il you recelved PPP loans in
excess of $2 million.

Cid you T Borroeer (ogefhe: with aflales. § applrable) recebss PPP oo in sscess of £2 mlllon 7

Wi L™

If you did not receive an Economic Injury Disaster Loan (EIDL) lean you may leave these fields blank.

iDL Applcation Mumbed

[l T arrauni o sy sdwmns on your COVID- 19 Eoonsemic injury Dinsater Laan (EIDL) you setaved

uso

@ Did you receive PPP loans in excess of $2 Million?
Select Yes or No

<2> If you received funds via the Economic Injury Disaster Loan (EIDL),
enter the EIDL Loan Number and amount; if not continue to Step 3

@ Click Next
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Estimated Forgiveness Calculation

Estimated Forgiveness Calculation

Payroll and Nonpayroll Costs

U 3. Payron Cont:
USD 11400000

Une 2 Busness Morigage neres Paymants
USD 200000

e 4 Busness Uity Payreres
usD 7700

Potential Forgiveness Amounts.

e 5. Add e amurts 0 Bt 1,2, 584
USD 116,007.00

Line & PP Lown Aot
USD 14060000

Uine 7. Payron Cost 60% aquirement chise Line 1 by 050
USD 19000000

Forgiveness Amount

Line 8. Forghvaness Amcurd (nio e smates of Unes .6, and 7).

Certification
(:]
Oz = T,
Opremms

O e e e v v e

o

L2 -,

0 T
Oz

Ot e ol

PP -

@ Based on the information entered on

the Estimated Forgiveness Amount

@ Click Next

@ The Certification page ensures that you

you must certify each section

@ Click Next
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Additional Form 3508 EZ Certification

el Fam 84082 Corticatons
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N |
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1 i

| !
i
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E-Consent Electronic Signature

Your Loan Fargiveness Application

COT——
RT—

If you used the 3508 EZ Form,
you must complete Certification;

Select Yes to Certify

Click Next

You can consent to electronic signature:

Just enter name and initials to authorize
the use of the electronic signature

Click Next

You are then routed to the Borrower
Demographic screen, which is optional

Click Next
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Review and Submit

1) On the Review and Submit page, you'll have one final opportunity to review the information entered.

= You may edit information by clicking on the Edit button for each section displayed.

« If the information is correct, you can advance to submitting the application.

Note: Once the application is submitted, you cannot make any changes.
(Only Northern Bank's Credit Analyst can make a change.)

2 ) Click Submit Application

3 Click Go to Dashboard

Your Loan Forgiveness Application

o

The first 2tep of your application is complete. We now need t meve on o upleading supporting documants,
1. Plonss dok e O 10 Dashboerd bulloo oopload he yoor susgoiing dooumes itk in 1 Upload Docamesti §oion of he TO-DO_ET .

Z O pou've cploaded ol requined documenioion, wo wil Legin proccasng sour Forgieness Asploation. Foulee 1o uskod sequired cocumenmation sy dooy Uk sesessing of
wirar Fongreariss dpgicudion

5 Ny Lk sevenal weeks W procads your Forgheaness Apcbotions, 'We wil cosloe you i s feed adeiicnal isformation o Socamenaio,
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Uploading Documentation

Welcome to your dashboard

Thanks for visting. Upload documents. check the status of your products, and keep i touch!

B oo w5 B
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@ You'll be directed to the Dashboard to

O,

upload the supporting documentation

u_n

You should click on the *>"to expand the
list of placeholders for the documents
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Placeholders

The following are the placeholder categories:

® IRS Form 1040 Schedule C — For Sole Proprietors
(® Health Benefits Information

® Mortgage Interest Information

® PPP Schedule A Worksheet

® Payroll Information

® Rent or Lease Information 1

® Rent or Lease Information 2

® Retirement Information

® Utility Payment Information 1

® Utility Payment Information 2

Drag and Drop or Upload

You can Drag and Drop files into the Placeholders
or click browse to search and upload files.

Files supported include Excel and Word documents,
PDF and JPEG.

We’re here to help
whenever you need us!

If you have questions or need help with the portal,

contact your Forgiveness Rep.
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