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While the details of the application for the paycheck protection loan program are still being determined, we urge 
our clients and friends to be ready to apply for these loans once the SBA has instructed eligible lending institutions 
on how the program will be administered. Additionally, some of the information included in this documentation 
is subject to change based on ongoing interpretation of the ACT and issuance of guidance by the SBA and other 
government agencies.

To that end, we have determined that in order to be best prepared to apply as quickly as possible for a loan, the 
following steps, documents, and preliminary calculations should be run:

Paycheck Protection Loans Documentation Checklist
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1(a) Does your business fall under higher employee 
industry guidelines by the SBA and do you employ 
fewer than the maximum employees per the 
guidelines?  See §121.201   What size standards 
has SBA identified by North American Industry 
Classification System codes? If yes, skip remaining 
questions and move to step 2. 

1(b) Are you a business with more than 500 employees 
but not more than 500 employees at one physical 
location and your NAICS code begins with 72? If yes, 
skip remaining questions and move to step 2.

1(c) Are you operating under a NAICS code beginning 
with 72, a business concern assigned a franchise 
identifier code, or a business concern that receives 
financial assistance from a company licensed under 
section 301 of the Small Business Investment Act 
of 1958? If so, are your total employees including 
affiliates greater than 500?  You may be eligible 
for a waiver of affiliates for employee calculation 
purposes.  If so, move to step 2. 

1(d) Do you have affiliated companies that need to 
be considered for the calculation of employees under 
the SBA’s affiliation rules?  See §121.103   How does 
SBA determine affiliation?

1(e) Does your NAICS code under the SBA standards 
allow for eligibility for the number of employees 
greater than 500 and do you have fewer than the 
maximum number of employees in accordance to the 
size standards?  If so, move to step 2. 

These preliminary steps are not all inclusive but 
provide a quick roadmap for determining basic 
eligibility for the program.  

Step 1:  Determine Employer Eligibility 
Based Upon Number of Employees 
and SBA Industry Size Standards

1. Does your business (including affiliates as defined 
in 121.103) employ fewer than 500 employees 
(defined as individuals employed on a full-time, part-
time, or other basis)?  If yes, skip remaining questions 
and move step 2.
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https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=13%3A1.0.1.1.17#se13.1.121_1103
https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=13%3A1.0.1.1.17#se13.1.121_1103


While we don’t know the specifics as to the documentation 
requirements needed to apply for this loan yet, we do know 
that the maximum calculation of loan is based upon payroll 
and other costs that the CARES Act determines to be payroll.  
These costs include the following:

Step 2: Gather 
Documentation for 
Calculation of Eligible 
Payroll as Defined for 
Maximum Loan Calculation
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While the list of documentation will be determined by the individual lending institutions, we suggest gathering 
the above documents in advance.  
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It will be important to determine the impact on your 
business in terms of cash flow and repayment on 
these potential loans which includes a preliminary 
calculation on forgiveness.  In order to determine the 
potential forgiveness of the loan begin by projecting 
the following:

Step 3: Determine Applicable 
Uses for a Preliminary 
Calculation of Loan 
Forgiveness and Devise a 
Documentation Plan
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A reduction in loan forgiveness is 
incurred based upon the reduction 
in workforce.  The applicant should 
consider the following with regard to the 
calculation of a reduction in forgiveness:

Step 4—Determine 
Reduction in Workforce for 
Potential Reduction in Loan 
Forgiveness
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Step 5—Determine the Impact of the Loan on Your Business 
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While in many cases a majority of the loans under this program may be forgiven, you may find that the impact 
of the loan based upon your ability to retain workers may result in incurring additional debt under this program.  
Repayments of any non-forgiven debt are required to be deferred by the lender for at least 6 months, but no longer 
than 12 months with interest on these loans calculated at .5%.  While we hope that many of these will be forgiven, 
improper documentation, or other sudden business changes may change your circumstances.  You need to be 
prepared to absorb the impact of this loan into your longer-term cash forecast.  Non-forgiven loans will be due in 
two years.
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