{@®)> WESTFIELD BANK nCino PPP Forgivness Functional Job Aid

Online Application — Applying for Forgiveness

1. User logsinto the online application and uses “New Customer” option to establish credentials.

Welcome back!
Log in to continue.

a|
a|
5

New Customer? Sign Up.

Privacy Policy | Terms & Conditons

2. Upon Log In, the user lands on the dashboard where the original PPP loan is viewable in the Your
Products component.

Welcome to your dashboard (2]

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

Dashboard

+/ TO-DOLIST YOUR PRODUCTS
Marketplace N ;
B Upioad Documents 3y B SBA 7(a) - Paycheck Protection P... v
Relationship: Magnum I, LLC
! Incomplete Applications 3 > -
USD 140,600.00 1.00%
Loan Amount Interest Rate
Additional Documents Loan Term (Months)
Upload ion here, files for to-do st tems

DRAG & DROP
or browse

3. Toapply for forgiveness, the user clicks Marketplace.
Note: Informational tiles (on the right in this layout) can help drive the user experience by providing guidance to the user.
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4:‘ » WESTFIELD BANK nCino PPP Forgivness Functional Job Aid

I I . Welcome to your dashboard (=)
I nc"‘o‘ Thanks for visiting. Upload documents, check the status of your products, and keep in touch!
Dashboard
Paycheck Protection Program Forgiveness .
PPP Loan Forgiveness

PPP Loan Forgiveness: Here is what we
SBA 7(a) - Paycheck Protection Program know today.

+ Your loan can be forgiven up to the full
principal amount the loan and any accrued
interest. However, several factors that may limit
the amount eligible for loan forgiveness.

« Initially, the amount of your loan can only be
forgiven up to the sum of the acceptable
‘expenses incurred and payments made, during
‘an 8-week period beginning on the date of
receipt of the loan from the lender.

+ To maximize forgiveness, you must use at
least 75% of the loan amount for payroll costs
‘and not more than 26% the loan forgiveness.
amount may be non-payroll costs.

« Your loan forgiveness amount will also be
further reduced if you fail to maintain the same
number of full ime employees during the

4. The user clicks Apply to apply for Paycheck Protection Program Forgiveness.

I I - Welcome to your dashboard @
l I nclno‘ Thanks for visiting. Upload documents, check the status of your products, and keep in touch!

Dashboard

I Marketplace Paycheck Protection Program Forgiveness )
PPP Loan Forgiveness

PPP Loan Forgiveness: Here is what we
SBA 7(a) - Paycheck Protection Program O B,

+ Your loan can be forgiven up to the full
principal amount the loan and any accrued
interest. However, several factors that may limit
the amount eligible for loan forgiveness.

« Initally, the amount of your loan can only be
forgiven up to the sum of the acceptable
expenses incurred and payments made, during
‘an 8-week period beginning on the date of
receipt of the loan from the lender.

« To maximize forgiveness, you must use at
least 75% of the loan amount for payroll costs
‘and not more than 25% the loan forgiveness
‘amount may be non-payroll costs.

* Yourloan forgiveness amount will also be
further reduced if you fail to maintain the same
number of full time employees during the

5. The first thing the user must do is confirm the business for which they are applying for forgiveness.
They click Apply With This Business.
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{@®)> WESTFIELD BANK nCino PPP Forgivness Functional Job Aid

THE PROCESS Your Loan Forgiveness Application
I APPLICATION

Your Business

What is forgivable?

NEXT STEPS this f

The CARES Act ists two categories of expenses that are forgivable. These.
include *Eligible payroll costs® and "Eligible nonpayroll costs". This means

Magnum PI, LLC Edt that your PPP loan i forgivable to the extent you spend the procesds of
I=fl)  Limited Liabilty Company Your oan on these two categories, provided you maintain the headcount
) oo and slis o apioyes a e same e Coid19lve, h o il b
1220 Elm St forgiven. Another important requirement s that you actualy pay for these
Dalas, TX 75201 or (it you
qualiy). Based on the Paycheck Protecton Program Flexibilty Actof 2020
signed il law on /520, leas! 60% f i PP Loan must e spent on
b . 6 pant on
costs®
Save and come back later Elgible Payroll Costs

« Compensation to employees.
« Employer contributions for empioyee health insurace
« Employer contributions to employee retirement plans.
« Employer stat

Eligible nonpayroll Costs

« Interest on Covered Morigages
« Expenses for Rent or Lease Payments
« Uity Expenses.

6. Next, is a quick confirmation of personal details. If any information has been updated from the
time the original PPP loan was created, the end user has the ability to update that information
here. Then, they click Next.

APPLICATION

YOUR BUSINESS @

Tell us about yourself

What is forgivable?

PERSONAL INFO
the person business.
The CARES Act lists two categories of expenses that are forgivable. These include
Aole . . This
s forgivable to the extent you spend the proceeds of your loan on these two
COVERED PERIOD & PAYROLL Qe ®m cbtotonpevdsd yo' kol e .
1
Ounarship Percony -
i shicinid that you actually pay for these expenses during the “covered period" ot *alternative
100.000 % ‘covered period” (if you qualify). Based on the Paycheck Protection Program
APPUCATION TvPE Flexibilty Act of 2020 signed into law on 6/5/20, at east 60% of the PPP Loan must
Offcal o be spent on *Eligible payrolcosis" and up to 40% can be spent on “Eligble
nonpayrol costs".
Managing Member
PavROLLCOSTS
prscd Eligible Payroll Costs
......... %o
» Compensation to employees
T e « Employer contributions for employee hoalth insurace
« Employer contriutons to employee retrement plans
7676565555 « Employer ind local sed
Eligible il Cost:
T Home Stret Eligible nonpayroll Costs
2100 Main St « Interest on Covered Morigages
« Exponsos for Rent or Lease Payments
Home City « Uity Expenses
LomwoeTas
Datlas
Home State
ESTIMATED FORGIVENESS CALCULATION ™
Home 2P Gade
75201

PPP SCHEDULE A

Maiing Addross Same As Home Address?

Save and come back later
E.CoNsENT

(OFTIONAL DEMOGRAPHIC INFORMATION

7. Next, the user is directed to enter their Covered Period and Payroll Frequency. The tiles on the right
will provide guidance on how to complete the required information. The user will choose 8 or 24
weeks and then their payroll schedule. Then the user clicks Next.
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THE PROCESS

APPLICATION

YOUR BUSINESS

PERSONALINFO

COVERED PERIOD & PAYROLL

APPLICATION TYPE

PAYROLL COSTS

HEADCOUNT & SALARY

NONPAYROLL COSTS

LoANDETALS

ESTIMATED FORGIVENESS CALCULATION

PPP SCHEDULEA

CERTIFICATIONS

Your Loan Forgiveness Application

Let's look at your Covered Period and Payroll Frequency

Covered Period

The Payroll & Benefit Costs are based on Period). you received your SBA loan number, you may have the option
1o docida betwoon an 8 waok or 24 week pariod. Fr loans thatrecaved an SBA loan rumbor on o aftr o “Paychock Pralocon Program Fiesbilly Act o 2020°was signed il law on Covered Period: The Covered Period is either (1) the 24-week (168-day) period
615720, you will be using the eariier of a 24 week period or 12/31/2020. beginning on the PPP Loan Disbursement Date, or (2)if the Borrower received its
PPP loan before June 5, 2020, the Borrower may elect o use an eight-week (56-day)
Covered Period Begin Date Covered Period. For example, ifthe Borrower is using a 24-week Covered Period and
received its PPP loan proceeds on Monday, Apri 20, the first day of the Covered
Period is April 20 and the last day of the Covered Period is Sunday, October 4. In no
Covared basadon the PPP: event may the Covered Period extend beyond December 31, 2020,
51612020

Aro you eigibie o eloct a covered period?
Yes. Based on when you received your SBA loan number you are eligible 1o elect an 8 o 24 week covered period.

Alternative Payroll Covered Period
Wouid you ke to use an 8 waek or 24 weok covered poriod?
8 Woek 24 Woek
Atermative Payroll Covered Period: For s converionc, Borroners
Payroll Schedule bi o elgible
= the 24- waek (168-day) period (o for loans received before June S,
el w sy v A 2020 at the el f the borrower, the eigh that begins on
Waakly Biwookly (every other weok) the first day pay Date. For
‘example, if the Borrower is using a 24-week Alternative Payroll Covered Period and
Twice a month Monthly received its PPP loan proceeds on Monday, April 20, and the first day of its first pay
= period following s PP loan disbursement is Sunday, April 26, the first day of the
Alternative Payroll Covered Period is April 26 and the last day of the Alternative

Payroll Covered Pariod is Saturday, October 10. Borrowers that ect to use the

this application to “the Covered Period or the

wherever there s a reference in

o e e Afternative Payroll Covered Period.” However, Borrowers must zpply the Covered
Period (not Period) reference in
this application to “the Covered Period” only. In no event may the Amae Payroll
Covered Period extend beyond December 31, 2020.

The user will determine if they are eligible to complete the 3508EZ by answering the questions
below. If they answer Yes one of the questions, the user can select to continue with EZ application.
If they answer No, they will be directed to the 3508 application. Then the user clicks Next.

YOUR BUSINESS.

PERSONALINFO

‘COVERED PERIOD & PAYROLL.

APPLICATION TYPE

PAYROLLCOSTS

HEADCOUNT & SALARY

'NONPAYROLL COSTS

LoaN DETALS

ESTIMATED FORGIVENESS CALCULATION

PPPSCHEDULEA

CERTIFICATIONS

E.CONSENT

(OPTIONAL DEMOGRAPHIC INFORMATION

Determining Your Eligibility to use the 3508EZ Form

Eligible for the 3508 EZ Form?

The SBA s ofeing the 350BEZ form i you Plo i you are ol
SS0BEZ Fomn. Basad o th e udance o the SEA, youon need o snier Yo 10 one o the oo optons. Youthe for forgiveness Protection Program
(PPP) loan using this SBA Form 3508EZ if you meot at \easl one of the three.

Qualification Option 1 following condiions. The complete nsinuctions can be found here.
he or

Appiication Form (SBA Form 2483). 1~ The Borrower is  sell-employed ndvidul,independent contractor,or sole

propristor who had no employees at the ime of the PPP foan applcation and
0 you e ih ctra for Quaication Option 1 above? did notinclude

)
—— e se—_m—_——"

2 The Borrower did not reduce annual salary or hourly wages of any

employee by more than 25 percent during the Covered Period or the
The y per
1 purposes ofthis statement, “smployees” y that i not recaive, January 1,  Mareh 31,2020 o purposes
'g any ‘wages or salary pay ir it 1. e “employees” means only those employees that did not receive, dt
Pariod. y singio perod during 2019, wages or saary at an annualized rate of pay in an
omployees on February 15, ore December 31, 2020. ‘amount moro than $100,000);

or bl
‘Soe 85 FR 33004, 33007 (June 1, 2020) for more detals.

‘The Borrower did not reduce the number of smployees of the average paid
Do you met the criera for Qualfication Option 2 above? huuu S mpiipues baoesan sy 3 S1G0 an o-aid o 0 Covend
eriod. [

ve No

Febmuy 15,2020 the

similarly

1o restore and the employoe refused. Soe 85 FR 33004, 33007 (June 1, 2020)

il

5 1 purpases of th , “employeos” means only those employees that did not recelve, for more detas
during any , wages. y
i ity as 15, 2020, March 1, 3 The Borrower did not reduce annual salary or hourly wages of any
31,2020 by the Secretary nd H i or nd Health ‘employee by more than 25 percent during the Covered Period of the
relatod or any other work y covip-ts. Alternative Payroll Covered Period (as defined below) compared to the period
betwoen January 1, d March 31, 2020 (for purposes
Do you meet the crhera for Qualfication Opton 3 above? “employees” means only those employees that did not receive, during any

single period during 2019, wages or salary at an annualized rate of pay in an

Yos ‘amount more than $100,000);

AnD

fevel of by tivity 15,2020,
Would you PP b 1,2020 and
December 31, 2020 by the Secretary of Health and Human Services, the
Director of the Centers for Disease Control and Prevention, of the
o y Jated

\\Band on your response above, you are eligible to use the 3508EZ form. The Borrower was i

standards of sanitation, social distancing, or any other work or customer safety.
requirement related to COVID-19.

Next, the user enters their business’s payroll costs. As always, the tile on the right provides
guidance on how to answer the payroll questions. Then the user clicks Next.
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10.

11.

-
Eligible payroll costs
Let's gather information about your payroll costs
The Payroll & B o decide
24 week period. For yeheck Protoction Progiam r 224 week Bor o i
period or 123172020.

PERSONALINFO

day) Covered » ). Payroll
COVERED PERICD & PAYROLL 4 Sirrimar
Covered Period Summary
Payrol cost
Borrower
APPLICATION TYPE s62020 o paid on o P
ot Altorative
Govorod Period End Date . the total
6502020 $100,000,
PavROLL COSTS aspr X
Payroll Schodula terim
Twice a month Final Rule on Paycheck Protection Program posted on Aprl 2, 2020 (85 FF 20811)
(as amendo by the Revisions o Fist Intrim Final Rule, posted on June 11, 2020).
[ y residence s nthe
Eligible payroll costs Vrifiad States
For that
total s $15,385. For a 2¢-wosk Covered Perlod, that toalIs 45,154,
NONPAYROLL COSTS
Pariodor
usD a |
LoanoETALS Enortha
uso |
Enterthe
ESTIMATED FORGIVENESS CALCULATION
usD |
cenmcAToNs T |

Compensation to Owners
asotez ceRTICATIONS For \that
Total 18 $15.385. For  24-week Covered Perlod, that otal s $20,833.

Gomponsation to Ownars

- |

‘OPTIONAL DEMOGRAPHIC INFORMATION I

REVIEW 8 SUBMIT

The user enters their business’s headcount. As always, the tile on the right provides guidance on
how to answer the headcount questions. Then the user clicks Next.

YOUR BUSINESS @

Headcount Details

Headcount Details

PERSONALINFO

The SBA Form 3508EZ (Pay: o an F asksfor the "Employees at Time of Loan Appiication” and
“Employees at Time of F 1". While this is req. it seul Form 3508EZ, the-
‘capture both the "Employees at Time of Loan Application” and "Employees at Time of
Headcount Details ‘

F
‘COVERED PERIOD & PAYROLL calculation and do not require supporting documentation.

Do wo have your number of employeas at the time of thaoan apgiication on flo?

Yes your "Employees at Time of L "on
APPLICATION TYPE original PPP loan application, that numbor will appear as a road only field. 1 that

number is not only fle, you will have the abilty to enter it as you &' submitting your
Employees attimo of loan appication forgiveness appiication.
El
PAYROLLCOSTS The *Employees at Time of Forgiveness Application’ are based on the number of
ploy you

Employees at Tim of Forgivanass Application
]

HEADCOUNT DETALS

NONPAYROLL COSTS.

A) If the amount of the payroll costs DO NOT EQUAL the PPP loan, the nonpayroll costs route will
automatically render. The user will enter their nonpayroll costs and click Next.
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APPLICATION

YoURBUSINESS

PERSONALINFO

‘COVERED PERIOD & PAYROLL

APPLICATION TYPE

PAYROLLCOSTS

HEADGOUNT DETALS

NONPAYROLL COSTS.

LOANDETALS

1UUI Ludll | UIYIVEIITOD Nppiivauui i

©

Let's gather information about your non-payroll costs

Eligible nonpayroll costs

Eligible nonpayroll costs

. .
UsD 000 0] w onany
e e e A
USD  2,300.00
(o) red
Business utiity payments lease agreements for real or personal property in force before February 15,
USD! 70000 & 2020 (business rent of lease payments’); and
(c) covered utility payments: business payments for a service for the
y 15, 2020 (' ity

the Covered Period and paid on or before the next reguiar biling date, even if the
biling date is

incurred only once.

B) If the amount of the payroll costs EXCEEDS the PPP loan, the Forgiveness Check route will
automatically render. The user can enter their nonpayroll costs. The user then clicks Next.

YOUR BUSINESS

PERSONAL INFO

‘COVERED PERIOD & PAYROLL

APPLICATION TYPE

PAYROLLCOSTS.

HEADCOUNT DETALS

FORGIVENESS CHECK

NONPAYROLL COSTS

LOANDETALS

ESTIMATED FORGIVENESS CALCULATION

CERTIFICATIONS

3508EZ CERTIFICATIONS

Forgiveness Check
Forgiveness Check
Hereis ng y¢ e i ibject to review by your financial
institution. Based on the latest guidance from the Treasury and SBA, both form 3508 and
3508EZ. ine app they do
Payroll Costs L These
costs:
PayrolCoss rom PP Schadle A, ine 10.
USD 17,0000 1- Busi the Covered
ny per property.
y 15,2020
Potential Forgiveness Amounts
2-Business rent in o personal
Modiied Total s n
USD 180,000.00 before February 15, 2020.
PPP Loan Amount
USD 140,600.00

3~ Business uliity payments paid or incurred during the Covered Period, for
y 15, 2020,

Payroll Cost 60% Requirement
USD 295,000.00 This ’
‘entering you nonpayroll costs. This may reduce the amount of supporting

Forgiveness Amount you'd like.

Forgiveness Amount(the smallestof the modiied 01l the PP loan amount,or Payrol Cast 80% Recuraman) . ’ .
! v Note: This represents an estimated forgiveness amount. Your financial

USD 140,600.00 i 4 5
institution will use the information that you are providing on your application

s than or ogy amount? ‘along with supporting documentation to determine the final forgiveness

Yes amount

Nonpayroll Costs

nformation?
\eum You ke 1o enter your noopayrol relaiod casts?

Yos 0

Save and come back later
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12. The user will provide the answer to the two questions on the Additional Forgiveness Route — PPP
loan over $2 million and if they have an EIDL. Then the user clicks Next.

APPLICATION

YOURBUSINESS

Additional Forgiveness Detail
PERSONAL INFO
Lets roview some detais about your original Paycheck Protection Loan
Paycheck Proction Loan Amount
COVERED PERIOD & PAYROLL USD 140,60.00
Dato that th funcs o your PP loan were isbursed
s/612020
APPLICATION TYPE
The PPP Loan Forgiveness application form requires that you, the borrower together with affiliates, confirm if you received PPP loans in
excess of $2 million.
PAYROLL COSTS
Did you the Borrover (togethee withaffiats, i ppicable) recsiva PP foans n oxcoss of $2 millon?
Yos o

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

EIDL Appliation Number

NONPAYROLL COSTS

Entor h it 19 ) you received.

usD

Save and come back later

LoAN DETALS
ESTIMATED FORGIVENESS CALCULATION
CERTIFICATIONS

35082 CERTIFICATIONS

13

The Estimated Forgiveness Calculation is an estimate of the amount to be forgiven. The user will
click Next.

VouRBUSINESS
Estimated Forgiveness Calculation
Estimated Forgiveness Calculation

Let's review the data that will be used to create the SBA's PPA Forgiveness Application

PERSONAL INFO

Based on the information that you provided as part of the Paychack Protection Loan
F Amount, This

Payroll and Nonpayroll Costs

y data aigns with To
P covereD PERIOD & PAYROLL the Paycheck Protection Program / Form 3508EZ (Loan Forgiveness Application PPP
Line 1. Payrl Cost: Loan Forgiveness Appication Form 3508E2)
USD 114,000.00
D rerucationTYPE Lin 2. Business Mortgage Intorest Payments: This information along with th 3
USD 2,000.00 be used to create the final Paycheck Protection Program Loan Forgiveness
Aopication
Line 3. Businoss Rent or Loase Paymonis:
b armoiecosts UsD 000 “The SBA may request addtonsl nformation for the purposes of evaluating the
Borrower's eligibiity for the PPP loan and for loan forgiveness, and that the.
Lina 4. Business Uity Paymonts: Bonrower's estod by S8 e
usD87.00 Getormination that the Borrower was ineligible fo the PPP loan or a denial of the

P erocountoerars Borrower'sloan forgiveness appication

Potential Forgiveness Amounts

b ronearmoLL costs Line 5 Add tho amounts on nes 1,2, 3, and 4
USD 116,097.00
Lina 6. PP Loan Amount

b comozmmis USD 140.600.00

Line 7. PayrollCost 60% Requirement (diide Lino 1 by 0.60):
USD 190,000.00

D ESTIMATED FORGIVENESS CALCULATION

Forgiveness Amount

CERTIFICATIONS Line 8. Forgiveness Amount (onter the smallest of Lines 5, 6, and 7).
USD 116,097.00

Save and come back later

E.CONSENT

14. The Certifications route ensures the user is supplying true and accurate information. User certifies
by clicking the appropriate check boxes and then clicks Next.
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YOUR BUSINESS g

Certifications

PERSONAL INFO

T dillarsmouni o i forghenass e 1 was uoed s ey cose i v el o ngiwnes (e cosi ool pleyees; i
mortgage interest orby ): Ito at least 60% of the forgiveness
amount; 3 - if a 24-week Covered Period lews‘ doos not excood 25 months' wort of
individualigenera partner, capped at $20,833 per indvidual; nd 4 - f the Borrowier has elected an 8-wesk Coverod Period, does not excsed 8 weeks'worth of

'COVERED PERIOD & PAYROLL

forany partner, capped at $15,385 per individual.
APPLICATION TYPE
O 1 understand that i the funds were knowingly used may otk s andlor civlor criminal
fraud charges.
PAYROLLCOSTS
The Borrower iy wages by 25 percent for any Covered Period or Alternative Payroll Covered Period
compared to the period between January 1, 2020 and March 31, 2020. For purposes of this cerification, the term “employee” includes only those employees that
did not receive, during any single , wages or salary at pay in an amount more than $100,000,
HEADCOUNT DETAILS
O The n rately ver L and nonpayroll costs for which the Borrower is requesting forgiveness.
NONPAYROLL COSTS
O Ihave submitted to the Lender the 3 i nd (as applicable) prior to February 15,
2020, b nt or lease payments, payments.
LOANDETALS
The nfomaton provkid i this spplcatir and the nkormation prowded in i nd forms is i material respects. |
understand that knowingly making a false statement to [ the law, mcludmg 18 USC 1001 and

IEHTIMATED FORGIVENEES CALCIL ATION 3571 by imprisonment of not more than five years and/or a fine of p to $250,000; under 15 USC 645 by imprisonment of not more than two years and/or a fine of

not more than $5,000; and, i submitted 10  Federally insured insttution, under 18 USC 1014 by imprisonment of not more than thirty years and/or a fine of not
more than $1,000,000.

CERTIFICATIONS.

The tax documents | the Lender with submitto the IRS and/or state tax or worklorce agency.
A3 RN Ao MBI ] et 10 LA a3 A AN SEAS e Vprasnkadi o ik iz
representatives of the SBA Office of Inspector General, for the purpose of PPP BA

‘350852 CERTIFICATIONS

| understand, acknowledge, and agroe that SBA may raquest addilional information for the purposes of evaluating the Borrowier's eligbily for the PPP loan and for
Econsent loan forgiveness. and that the Borrawer's failure to provide information requsted by SBA may resultin a determination that the Borrower was ineligibl for the PP
loan or a denial o the Borrower's loan forgiveness application.

Save and come back later

15. Additional certifications for 3508EZ ensure that the user is still able to use the EZ form. By
answering the questions below, the user will be notified of their continued eligibility then clicks
Next.

YOUR BUSINESS

Additional Form 3508EZ Certifications

PERSONAL INFO
In addition, the Authorized Representative of the Borrower must certify by selecting “Yes" to at least ONE of the following two items:

Item 1
The Borrower did not reduce the number of employees or the average paid hours of employees between January 1, 2020 and the end of the Covered Period (other than any

reductions that arose from an Inabillty to rehire individuals who were -mpuoym on Fobml’y 15, 2020, if the Borrower was unable to hire similarly qualified employees for unfilled
positions on or before December 31, 2020, and reductions in t were refused).

COVERED PERIOD & PAYROLL

Do you certity that you meet the criteria for Option 1 above?
APPLICATION TYPE
Yes

Item 2

PAYROLL COSTS The Borrower was unable to operate between February 15, 2020, and the end of the Covered Period at the same level of business activity as before February 15, 2020 dus to
compliance with requirements established or guidance issued between March 1, 2020 and December 31, 2020, by the Secretary of Health and Human Services, the Director of the
Centers for Disease Control and Provention, or Safety and Hoalth related to the f standards of sanitation, soclal distancing, or any
other work or customer safety requirement related to COVID-19.

HEADCOUNT DETAILS
Do you certity that you meet the criteria for Option 2 above?

NONPAYROLL COSTS

Yos No
Save and come back later

LOANDETALS

ESTIMATED FORGIVENESS CALCULATION

16. The E-Consent route is optional but will allow the user to apply electronically. The user will
complete or leave blank and Next.
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THE PROCESS

APPLICATION

YOURBUSINESS

PERSONAL INFO

COVERED PERIOD & PAYROLL

APPLICATION TYPE

PAYROLLCOSTS

HEADCOUNT DETAILS

nCino PPP Forgivness Functional Job Aid

Your Loan Forgiveness Application

Electronic Signature

‘The SBA does allow all PP lenders 1o accept scanned copies of signed loan applications and documents containing the information and certifications. Additionally, lenders may also
‘accept any form of E-consent or E-signature that complies with the requirements of the Electronic Signatures in Global and National Commerce Act (P.L. 106-229).

E-Consent is optional

By typing my namo below, | recognized that this may be treated as an electronic signature and certify to submitting accurato information.

By typing my intials bolow, | recognized that this may be treated as an electronic signature and used to inftial the

Program Loan F Applicat

Save and come back later

17.

PPP Borrower Demographic Information Forrrm

The Demographic Information route is optional. The user will complete or leave blank and Next.

Optional Demographic Information

and will the
Instructions
Principal Name 1. Purpose.
Tom Selleck purposes only.
2. Description, of
Postion Principals. Add addtional sheets if necessary.
Ower 3. Definition of Principal. The term *Principal” means:
« Fora sellemployed indwidual, independent contractor, or  sole proprieto,
the or
Vetoran « Fora partnership,
v or more of the equiy of the Borrower, or any partner that is involved in the
management of the Borrower's business.
e « Fora conoration, all owners of 20% or more of the Borrower, and each

Race (maro than 1 may bo selacted)

Ethniciy

‘Save and come back later

ofticer and diector.
« For a limted liabity company, all members owning 20% or more of the
Borrower, ard each officer and director.
« Any individual hired by the Borrower to manage the day-to-day operations
of the Borrower (‘key employee’).
« Any trustor (i the Borrower is owned by a trust)
« For a nonprofit organization, the officers and directors of the Borrower.

4. Principal Name. Insort the ful name of the Principal.

5. Position. Identity the Principal's position; for example, self-employed individual;

member; or key employee.

18. Finally, the system navigates the user to the Review and Submit page to ensure there are no issues
with the data that has been added to the application for PPP Forgiveness. User clicks Submit

Application.

Note: your Review & Submit route may look different from the one below.
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e EhorEss Your Loan Forgiveness Application
@ #erucaTon
| s ©
Does everything look right?

P PERSONALINFO g ¥ Once you submit this, we'l pr licatic you in 2- details on your
Business Info Edit

D CAPTURING COSTS
Retatonsnip Name Annual Revenue
Jacobs Incustries USD 2.400,00000

[ Biling Adress Shipping Adcress

4 33 Market St Market St
‘Wilmington, NC 28411 Wilmington, NC 28411

b PAYROLL VERIFICATION
Personal Info Edit
ole Ownarship Parcent

P 3RD PARTY PAYROLL Qungr To000%
Oftil Tt ss
CEO 8276

b oueie Mobie Phone Mallng Adcress Same As Hore Address?
atoes42727
Rosidental Address
555 Market St

P CERTIRICATIONS Wimington, NC 28411
Capturing Costs Edit
Payol Gosts ate & LocalTaxes on Compensaton
USD 100,000.00 USD 3000000

NEXT STEPS Heatth Beneft Costs Sick Leave Costs

USD 5,000.00 USD 3,000.00
Inereston Covered Morgages Expenses for Rent
USD 4,000.00 USD 3,000.00
Uity Expenses Transporiaton Related Costs
USD 5,000.00 USD 8,000.00
Headcount & Salary e
Headsount Reduction? Seasonal Busiess?
Yes Yes
Fuly Restore Headcount? Employees Prio to Covid-19
Yes 100
Employees Ater Covid 19 Any Salry Reductons?
& Yes
Full Rostoration of Salary? Any Salary Roductons over 25%7
Yes Yes
Total Amt.of slary reductions ovr 25% Leverage a 8rd Party Payrol Provider
USD 3,000.00 Yes
3rd Party Payroll Edit
g Party Payrol Provider a1 Pany Annual Average Monthly Payrol
sandbox USD 2604702
ard Party Seasonal Avg. Monthy Payro ard Pary 2020 Average Moriy Payrol
USD 41,005.50 USD 26,047.02
4 Part Average morihl payro cost 3 party Employee Count
USD 41,005.50 3
Payrol Provider Last Reported Dato
4/4/2020
Loan Details Edit
Payehack Protecion Loan Amount Paycheck Protecion Loan Funding Date
USD 20830000 402020
EIDL Advance Amount
UsD 0.00
Certifications o

F——
Submit Application

Save and come back later

Privacy Poliey | Terms & Gondltions

19. Once application is submitted, the user can click the Go to Dashboard button to return to the
dashboard where they can view the progress of their submitted application.
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e PROGESS Your Loan Forgiveness Application
APPLICATION

The first step of your application is complete. We now need to move on to uploading supporting documents.

Please click the Go to Dashboard button 1o upload the your the Upload D ts of the “TO-DO-LIST",

2. Once youve uploaded all required documentation, we will begin processing your Forgiveness Application. Failure to upload required documentation may delay the processing of
your Forgiveness Appication.

3. Itmay take several weeks to process your Forgiveness Applications. We will contact you if we need additional information or documentation.

Go to Dashboard

Dashboard — Documents

1. Once submitting the application, the user will see To Do List as well as Incomplete Applications, if

any.
Welcome to your dashboard @) emriones
Thanks for visiting. Upload documents, check the status of your products, and keep in touch!
v/ TO-DOLIST YOUR PRODUCTS
B Upioad ocuments 8 > A" Your Product is just a tile
elations
to show you what you

E Incomplete Applications 1 > y y

applied for and your loan
amount

Additional Documents
Upload additional documentation here, including supplemental fles for to-do list items.

DRAG & DROP
or browse

2. The number in the circle indicates how many documents the user may need to upload.
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+/ TO-DOLIST

.
. Upload Documents |

Organizational Document

B Magnum P, Inc
DRAG & DROP
orose Your list of documents
copyof Widad k. may look different from
B SBA 7(a) - Paycheck Protection Program ($50000.90) K ) th e h' S t h ere
DRAG & DROP °
or browse
Form 940
B SBA 7(a) - Paycheck Protection Program ($50000.00)
DRAG & DROP
or browse
Form 941 Q1
B SBA 7(a) - Paycheck Protection Program ($50000.90)
DRAG & DROP
or browse
Form 941 Q2
B SBA 7(a) - Paycheck Protection Program ($50000.00)
DRAG & DROP
or browse

3. The user can either browse or Drag & Drop into the placeholder.

A
. Upload Documents 8 v

Organizational Document

B Magnum P, Inc

DRAG & DROP
or browse

4. Asthe user uploads documents the number will decrease and the placeholder will change. The user
will see a checkmark and that the document is uploaded. There is no need to Save.

a
. Upload Documents v

Organizational Document

v Doicadec] aniciss-otiscorontion-47 ey s - ictes 56000 £
ration-template.jpg Replace
Copy of Voided Check

B SBA 7(a) - Paycheck Protection Program ($50000.00)

DRAG & DROP
or browse
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5. The user can also verify if the document is uploaded, toggle the Show Previously Completed
button. This will list the documents already uploaded.

Drivers License /
v
b [3 Uploaded: DL2.jpg

6. Once all of the documents are uploaded, the user will be All Caught Up!

Show Previously Completed |

collapse 1

+/ TO-DOLIST
All Caught Up!
= You don't have any tasks to complete at the moment, though you can upload
e= / supplementary documents anytime. You'l get a notificatior if you have any
@_ additional To-Do List ltem:

Upload Documents v v

Drivers License

B Uploaded: DL BPjpeg

£
P
z
& 3

‘ Organizational Document
v Uploaded: 1 plates- £
“ plate-tab-for-articles-of-incorporation-template jpg.pdl Replace
collapse 1

4 ¢ ¢ END OF ONLINE USER EXPERIENCE® ¢ ¢
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