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Sign the Application 

 

To do: Sign and date the third page of the application. 

Step seven: Upload Documents tab 

 

To do: Upload and attach your signed application and supporting documents. 

1. Click “Select File” and select your signed 3508EZ application form. 

a. If you have printed a hard copy to sign, you will need an electronic copy to 

upload. You can scan your printed copy or use a PDF converter app like Office 

Lens (or similar) to make a PDF from a picture. 

2. Upload your EZ Form Checklist, or similar form showing how you arrived at your 

calculations, as a supporting document. 

3. Upload any supporting documents SBA requires for your application. Review Appendix 

A for documentation you must submit with your application. 

1 

2 3 
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Appendix A: Documentation Requirements 

  

When you submit your forgiveness request to us, your Forgiveness Loan Officer will review your 
file and provide you with a list of the documentation you are required to submit to support 
your request.  
 
Whether or not you are required to submit documentation with your request, SBA requires you 
to keep all documentation relating to your PPP loan and forgiveness request for six years from 
the date your loan is forgiven or repaid in full. SBA has the right to review your loan at any time 
either before, during, or after forgiveness, and you will be required to submit these records to 
SBA upon request. Review our PPP FAQ in the Tools & Resources section of our website for 
additional information.  
 
PAYROLL COSTS DOCUMENTATION:  
Payroll Costs Documentation for Employees: For loans over $150,000, you will submit 
employee Payroll Costs documentation with your forgiveness request covering (i) the period 
that was used to determine your loan amount (typically this is either calendar year 2019 or 
calendar year 2020), and (ii) your Covered Period. 
 

¶ Cash compensation for employees:    
o Third-party payroll service provider report that is clearly identified as a report 

from a recognized third-party payroll service provider (e.g., ADP, Gusto, Paychex, 
etc.), that contains equivalent information as your IRS Form 941s reported (or to 
be reported) to the IRS and your State quarterly employee wage reporting & 
unemployment insurance filings reported (or to be reported) to the State;  
or  

o All of the following: 
Á Bank account statements (or a third-party payroll service provider report) 

showing the amount of cash compensation paid to employees; 
Á Copies of your IRS Form 941s reported (or to be reported) to the IRS; 
Á Copies of your State quarterly employee wage reporting & 

unemployment insurance filings reported (or to be reported) to the State. 
 

¶ Benefits: If your forgiveness request includes employer contributions to employee group 
health, life, disability, vision or dental insurance, or employer contributions to employee 
retirement plans, a third-party payroll report, payment receipts, cancelled checks, or 
account statements showing the amount paid. 

 
Payroll Costs Documentation for Owners: For loans over $150,000, you will submit owner 
Payroll Costs documentation covering (i) the period that was used to determine your loan 
amount (typically this is either calendar year 2019 or calendar year 2020), and (ii) your Covered 
Period. Refer to the chart below for required documentation based on your federal income tax 
filing. 

https://self-helpfcu.org/paycheck-protection-program-loan-forms
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