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Paycheck Protection Program 
Loan Forgiveness 
Frequently Asked Questions

 � Will all PPP loans be forgiven automatically?

No, all loan recipients must apply for loan Forgiveness through their Lender. The loan can be fully forgiven, 
partially forgiven, or not forgiven. The Forgiveness decision is first made by the Lender after reviewing the 
Forgiveness application together with supporting documents, then recommended to SBA. SBA will make the 
final decision. 

 � What do I need to do to apply for Forgiveness?

You can use the link below to log in to your portal account, and complete your Forgiveness application.

https://www.signatureny.com/docs/default-source/default-document-library/ppp-loan-Forgiveness-client-
letter-071420.pdf?sfvrsn=e7149968_4 

 � How long do I have to complete my 
Forgiveness application?

A borrower may submit a loan forgiveness 
application any time on or before the maturity 
date of the loan.  However, if the borrower hasn’t 
applied for Forgiveness within 10 months of the 
end of the 24 week covered period or alternative 
covered period post loan disbursement, they’ll 
have to start making payments on their loan.  For 
example, if a borrower’s PPP loan is disbursed 
on June 25, 2020, the 24 week period ends on 
December 10, 2020.  If the borrower does not 
submit a loan forgiveness application to its lender 
by October 10, 2021, the borrower must begin 
making payment on or after October 10, 2021. 

 � When can I apply for Forgiveness?

Please see below from the SBA Guidance:

b. When must a borrower apply for loan 
Forgiveness or start making payments on a loan? 

A borrower may submit a loan Forgiveness 
application any time on or before the maturity date of the loan—including before the end of the covered 
period—if the borrower has used all of the loan proceeds for which the borrower is requesting Forgiveness. 

https://www.signatureny.com/docs/default-source/default-document-library/ppp-loan-Forgiveness-client
https://www.signatureny.com/docs/default-source/default-document-library/ppp-loan-Forgiveness-client
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 � What documents do I need to summit with my Forgiveness application?

Please review the link below of the SBA Forgiveness Instructions. On page 6 you can find a list of 
“Documents that Each Borrower Must Submit with its PPP Loan Forgiveness Application”

https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Instructions_1_0.pdf 

 � What is the covered-period of my loan?

The Covered Period is either (1) the 24-week (168-day) period beginning on the PPP Loan Disbursement 
Date (showing on Signature Bank’s PPP portal), or (2) if the Borrower received its PPP loan before June 5, 
2020, the Borrower may elect to use an eight-week (56-day) Covered Period.

Please see an example provided by the SBA, “if the Borrower is using a 24-week Covered Period and received 
its PPP loan proceeds on Monday, April 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 event may the Covered Period extend beyond December 31, 
2020.” 

 � How do I know the status of my Forgiveness 
application?

Once you submit your application, you can check the 
status of your application through Signature Bank’s 
PPP portal. Once you log into your portal on the right 
hand side you will see a “Statuses Tracking & Tasks” 
link on the right side of the screen. Click the link to see 
status. 

 � Do I need my original PPP application number 
or loan number to complete the Forgiveness 
application?

You do not need this information to complete your 
Forgiveness application. All this information is already 
embedded in the portal so you don’t have to look for 
them.
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 � Who do I contact if I have any technical issues when completing my Forgiveness 
application?

If you experience any technical issues such as logging in the portal, please contact:

ncino_support@signatureny.com 

 � What happens if I completed and submitted multiple Forgiveness applications in error?

SBA only accepts one Forgiveness application for each PPP loan that you have. If you have completed 
multiple Forgiveness applications in error, please contact us at PPP@signatureny.com to simply let us know 
which application we should process for review, and submit to SBA. 

 � Which form should I use: 3508EZ or 3508?

Please review the link below for a checklist for using SBA Form 3508EZ. 

https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Form-EZ-Instructions.pdf

Please note that the 3508EZ form eligibility questions 
and certifications are built in the portal for you to 
answer.  

 � Where can I find Schedule A to be completed 
with my application?

In Signature Bank’s PPP Portal. You can find Schedule 
A for Form 3508 on the right side of the “Forgiveness 
Request Details” screen of the Forgiveness application. 
Schedule A is a downloadable Excel file with formulas 
locked. You only need to key in the numbers for Excel to 
calculate. Once you have completed and submitted your 
application you will need to upload it through the portal 
in “To-Do List”.

 � Why can’t I see Schedule A?

Schedule A is not required if you 
have elected to use the 3508EZ 
form. On Signature Bank’s 
PPP portal, if you answered the 
eligibility questionnaire in a way 
that led you to use Form 3508EZ, 
then Schedule A will not display.

mailto:ncino_support%40signatureny.com?subject=
https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Form-EZ-Instructions.pdf
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 � How can I apply for SBA reconsideration if my Forgiveness application is rejected?

Once Signature Bank makes a decision of “zero Forgiveness” on your application, you will receive an email 
notification. From that day, you will have up to 30 days to apply for “SBA reconsideration”. 

You will need to log in the Signature Bank’s PPP 
portal. On the right side you will see a “Statuses 
Tracking & Tasks” link. Click the link to see status 
and recommended decision to SBA. You should see 
a “Request” button in the Reconsideration column. 
Simply click on the Request button. 

The button will disappear after clicking it and 
a green message should show on the screen to 
confirm Reconsideration is requested. The button 
will disappear because you can only request SBA 
Reconsideration once. If you do not click the button 
within 30 days after receiving the email, the button 
will disappear as SBA only allows 30 days to request 
Reconsideration.

Signature Bank will not review your application one more time upon Reconsideration request, but simply notify 
SBA of your Reconsideration request for SBA to make a final decision. 

 � How will the bank contact me if they need additional information or to notify me of 
changes? 

The bank will contact you via email from PPP@signatureny.com

In the email, there will be a hyperlink to the Signature Bank’s PPP Portal for you to login and upload 
additional documents under “To-Do List”. Or you can attach the documents in your email to PPP@
signatureny.com. Please note that email attachments have a file size limit of 20MB, while the portal has 
500MB limit.

After you submit a PPP Forgiveness through the portal, you cannot change the data points. However, you 
have two choices to modify the application: 1) Email PPP@signatureny.com to request the bank processors 
to change data values for you (for example, rent expense), if you only have a few data points to change; 2) 
Email PPP@signatureny.com to request the bank processors to cancel the previous application so that you 
can start from scratch for a brand new Forgiveness application, if you only have many data points to change. 
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 � What happens if I have included 1099 payments in my loan amount when I submitted my 
PPP Loan application?

The 1099 payments amount included in the PPP loan amount will be reduced once your Forgiveness 
application is completed and the loan will only be partially forgiven.  

 � Why can’t I include 1099 payments in the PPP loan calculation? 

1099 employees are considered to be their own businesses and as of April 10, 2020, are eligible to apply for 
their own PPP loan. 

 � What are some of the reasons my loan Forgiveness amount could be reduced?

The causes that your loan Forgiveness could be reduced including but not limited to:

 ▶ The average weekly number of full-time equivalent (FTE) employees is reduced.

 ▶ Salaries and wages are cut by more than 25% for any employee who made less than $100,000 annualized 
in 2019.

 ▶ 1099 payments were included in the calculations of the original loan application.

 ▶ If cash compensation of salary wages in excess of $100,000 per employee (highly paid employees as 
defined by SBA) were included in the PPP loan amount of the original PPP loan application. 

 � Can I project my future expenses?

When applying for Forgiveness, you should not project future expenses. Before applying for Forgiveness, you 
either need to have reached the end of your covered period so that you can include all actual expenses of the 
covered period, or have exhausted all PPP loan funds with payroll and non-payroll expenses. 
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SignatureNY.com Member

 � If I am self-employed, what supporting documents should I provide to support my payroll cost? 
(Self-employment documentation)

Documentation for Owner Compensation Replacement:

1. Self-Employed with No Other Employees: The SBA IFRs and LFAs provide that the Forgiveness 
amount for self-employed borrowers equals the amount of their owner compensation reflected in their 
2019 Schedule C or 2019 Schedule K-1 for partners. If the self-employed borrower does not also have 
employees, the only documentation that the borrower needs to provide is a 2019 Schedule C or 2019 
Schedule K-1. The amounts reflected in Schedule C and Schedule K-1 are earnings numbers.

2. Self-Employed with Employees: A borrower that received a PPP loan based on owner compensation 
replacement and employee salaries would need to provide (a) 2019 Schedule C or 2019 Schedule K-1 for 
the owner compensation replacement amount plus (b) 2020 Form 941s and bank account statements 
supporting the salaries paid to the employees during the covered period.
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