Paycheck Protection Program (PPP) Forgiveness:

BeforeYou StartYourApplication

N REGIONS



How To Use This Guide

This guidewill help you easily navigate Regions’ PPP Forgiveness Application process using thetools and resources

providedtoyou throughtheRegions PPP Portal.
This guide contains the following:

A processflowchart outlining, in order, each step of the process to submityour PPP ForgivenessApplication.

» PPP Forgiveness overview and process.

e How to determinewhich applicationyou areeligibleto submit.

o Listing of key terms and definitions.

* Adiagramexampletohelp you betterunderstand “Doingthe Math” when selecting a Covered Period and determining
cost.

e Listing of required documenttypes tobe submitted withthe application.

* Frequently Asked Questions.
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PPP Forgiveness Application Process

The flowchart below reflects each step you must completeto successfullysubmit the PPP Forgiveness Application, withthe
bluearrows representingthelevel of completion throughout the process. Onceyou have started, you may exit the

applicationatany pointinthe processandreturn ata later timeto completethe application.
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PPP

Overview

Forgiveness Overview and Process

Underthe CARES Act, which created the PPP and authorized theinitial PPP funding, andthe PPP Flexibility Act, which
amended the CARES act, all or some portion of the PPP loan principal and accrued interest can be forgiven if borrowers
usetheloan proceeds for eligible Payroll and Non-Payrollexpenses thatfully meet the forgiveness requirementsissued by
the SBA. The actualamount of theforgiveness will depend,in part,on whetherall theloan proceeds are used for
forgivable purposesand whether borrowers maintainemployees and compensation levels duringthe required periods,
according tothe CARES Act, PPP Flexibility Act,and SBArules.

Process

Applying

* The borrower has 10 months after the end of the 24-week Covered Period to apply.
e The borrowercompletes and submitstheLoan ForgivenessApplicationtoitslenderwith supporting
documentation of Payroll and Non-Payroll Cost.
e Reminders:
» 60 percentof a borrower’s loan proceeds must be used for Payroll Cost and must have been spenton
Payroll Cost duringthe 8- or 24-week loan forgiveness Covered Period.
» If aborrower uses less than 60 percent of theloan amount for Payroll Costduring theforgiveness
Covered Period, theborrower will continuetobe eligible for partial loan forgiveness, subject to at least
60 percent of theloan forgiveness amount having been used for Payroll Cost.

* The borrower may submitthe Loan ForgivenessApplication anytimeon or before theloan’s maturitydate
if theborrower has used all of the loan proceeds for which it requestsforgiveness. However, the borrower
must apply within 10 months after the last day of the Covered Period if the borrowerwishesto avoid

Processing paying principal and interest.

Note: All Covered Periods default to 24 weeks; however, borrowers who applied before June5 havethe
option of using an 8-week period, if they so choose.
* Thelenderhas60 days from receipt of the complete applicationtoissueadecision to the SBA.

Continued on Next Page
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PPP Forgiveness Overview and Process

Process continued

* SBAwill,subjecttoany SBAreview, remittheappropriateforgivenessamountto Regions, plusany
Payment interestaccrued throughthedate of payment, not laterthan 90 days afterthe lenderissuesits decision to
the SBA.

* If Regions denies theapplicationin full, Regionswill notify the borrowerin writing thatithasissued a
decision to the SBAdenyingtheapplication.

Notification | e If Regionsapprovestheapplication(infull orin part), Regions will notifythe borrower of remittance by

the SBA of theloan forgiveness amount (or that the SBA determined that noloan forgivenessis allowed)

andthedate theborrower’sfirst paymentisdue,ifapplicable.

e Ifonlya portion of the loanis forgiven, orifthe forgivenessrequestis denied, anyremainingbalancedue
on the loan must berepaid by the borrower on or before the 2- or 5-year maturity of the loan.

Repayment
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The SBA has provided two applications,Form 3508 - Standard Applicationand Form 3508 EZ - EZ Application.

 WhencompletingtheRegions digital PPP ForgivenessApplication,you will be presented with the below questions.
* You mustmeetat leastone of the SBAeligibilitycriteriain orderto complete Form 3508 - EZ Application.

» Ifyoudo notmeet at leastone of the criteria, you must complete Form 3508 - Standard Application.

e Basedonyour eligibility, you will bedirected to theappropriateform as part of thedigital application process.

D The Borrower is a self-employed individual, independent contractor, or sole proprietor who had no employees atthe time of the PPP loan application and did not include any employee
salaries in the computation of average monthly payroll in the Borrower Application Form (SBA Form 2483)

|:| The Borrower did not reduce annual salary or hourly wages of any employee by more than 25 percent during the Covered Period or the Alternative Payroll Covered Period compared to
the period between January 1, 2020 and March 31, 2020 (for purposes of this statement, “employees” means only those employees that did not receive, during any single period during
2019, wagesor salary at an annualized rate of pay in an amount more than $100,000)
AND
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. (Ignore reductions that
arose from an inability to rehire individuals who were employees on February 15, 2020 if the Borrower was unable to hire similarly qualified employees for unfilled positions on or before

December 31, 2020. Also ignore reductions in an employee’s hours thatthe Borrower offered to restore and the employee refused. See 85 FR 33004, 33007 (June 1, 2020) for more
details.

|:| The Borrower did not reduce annual salary or hourly wages of any employee by more than 25 percent during the Covered Period or the Alternative Payroll Covered Period ( as defined
below) compared to the period between January 1, 2020 and March 31, 2020 (for purposes of this statement, “employees” means only those employees thatdid not receive, during any
single period during 2019, wagesor salary at an annualized rate of pay in an amount more than $100,000)
AND

The Borrower was unable to operate during the Covered Period at the same level of business activity as before February 15, 2020, due to compliance with requirements established or
guidanceissued 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 Prevention, or the

Occupational Safety and Health Administration, related to the maintenance of standards or sanitation, social distancing, or any other work or customer safety requirement related to
COVID-19.

Note: If you were able to check at least one of thethree boxes above, you can apply usingForm 3508 EZ - EZ Application.
To assistyou withthecompletion of the EZ Application,you can Click Here to access the PPP Forgiveness EZ Application
Reference Guide once you have completed your review of this document.

If not, Click Here to access the PPP Forgiveness Standard Application Reference Guide, after reviewing this document.
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Key [erms

Covered and Alternative Payroll Covered Periods
When must Payroll and Non-Payroll Cost be incurred and/or paidto be eligible for forgiveness?

In general, Payrolland Non-Payroll Cost mustbe paid and/orincurred during the 24 consecutive week Covered Period
or (atyourelection asrelated to Payroll Cost) the Alternative Payroll Covered Period to be eligible for forgiveness. You
havetheability tochose 8 weeks instead of 24 weeks for loans that received an SBE Authorization Number before June

5, 2020.

You may seek forgiveness for Payroll Cost for the 8 or 24 weeks beginningon either:

Covered

Period (CP) | ° 8 or 24 weeks from the date of disbursement of your PPP loan proceeds from the lender

» 8 or24 weeksfromthe first day of the first payroll cyclein the Covered Period

The SBArecognizesthatthe8- or 24-week Covered Period may not align withyour payroll cycle. For your
Alternative | administrative convenience, if you have a bi-weekly (or more frequent) payroll cycleyou may elect to use an
Payroll | Alternative Payroll Covered Period that beginson thefirst day of the first payroll cyclein the Covered

Csve_rzd Period and continuesforthe following 8 or 24 weeks.
erio

(APCP) If you incur Payroll Cost duringthis 8- or 24-week Alternative Payroll Covered Period but pay them afterthe

end of the Alternative Payroll Covered Period, such Payroll Cost will be eligible for forgivenessif you pay
them no later thanthefirstregularpayroll datethereafter.
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Payroll and Non-PayrollCost

The CARES Act provides that, subjecttoseveralimportantlimitations, you areeligiblefor forgiveness of your PPP loanin an
amountequaltothesum of the following costsincurred and payments made during the CP or APCP.
Note: Eligible Non-Payroll Cost must be paid duringthe CP or incurred duringthe COP and paid on or before the next

regularbillingdate. Eligible Payroll Cost must be paid during the CP (or ACP) or incurred duringthe CP (or ACP) and paid on
or beforethe next regular payroll date.

Payroll Cost

Cash Compensation Payroll Cost: Consistsof compensation toemployees (whose principal place of
residenceis the United States) in the form of salary, wages, commissions, or similar compensation;cash
tips or the equivalent (based on employer records of pasttips or,in the absence of suchrecords, a
reasonable, good-faithemployer estimate of such tips), payment forvacation, parental,family, medical or
sick leave; allowanceforseparation ordismissal, and foran independent contractor or sole proprietor,
wages, commissions, income, or net earnings from self-employment, or similar compensation. For each
employee, eligible Cash Compensationis capped at $100,000 annuallyas prorated for the CP. For the 8-
week CP thisis $15,385 and for the 24-week period it is $46,154.

Non-Cash Compensation Payroll Cost: Consist of compensationtoemployees (whose principal place of
residenceis the United States) in the form of employer contributions to defined-benefit or defined-
contributionretirementplans; payment forthe provision of employee benefits consisting of group health
care coverage,includinginsurance premiums, and retirement; payment of stateand local taxes assessed
on compensation of employees. Eligible Non-Cash Compensationis not capped.

Non-Payroll
Cost

Interest Payments: Interest payments on any business mortgage obligationon real or personal property
you incurred before February 15, 2020 (but not any prepaymentor payment of principal).

Rent: Rent paymentson businessrent obligations onrealor personal property undera lease agreement
in force before February 15, 2020.

Utility Payments: Business utility paymentsforthe distribution of electricity, gas, water, transportation,
telephone, orinternet access forwhich service began before February 15, 2020.
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Forgiveness Amount Reductions

You are eligible forloan forgivenessfor certain expendituresduringthe Covered Period or the Alternative Payroll

Covered Period. However, the actual loan forgivenessamount that you will receive may be less depending on the
followingreductions:

The actualloanforgivenessamount thatyou will receive may be less depending on whetheryourAverage
weekly number of FTE employees duringthe Covered Period or the Alternative Payroll Covered Period was
lessthan duringyour chosen reference period, whichiis:

Full-Time | February 15,2019 to June30, 2019,
Equivalency .
Employees January 1, 2020, to February 29, 2020, or
» Forseasonalworkers, eitherof the preceding periods orany consecutive 12-week period between
May 1, 2019 and September 15, 2019
You are exemptfrom such a reduction if either of the FTE Reduction Safe Harbors applies (next page)
The actualamountof loan forgivenessyou will receive may be less, dependingon whetherthesalaryor
Salary / hourly wages of certain employees during the Covered Period or the Alternative Payroll Covered Period was
Hourly more than 25% lessthan duringthe period from January 1,2020 to March 31, 2020
Wage

If you restored salary/hourlywage levels by June 30, 2020, you may be eligible for elimination of the
Salary/HourlyWage Reduction amount
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FTE Reduction Safe Harbors

Two separate Safe Harbors may exemptyou from any loan forgivenessreduction basedon a reductionin FTE employee
levels,and only apply when required to complete to Form 3508 — Standard Application :

Safe Harbor
Level 1

You are exemptfrom thereductioninloan forgivenessbased on a reduction in FTE employees described
aboveif, in good faith, you areableto documentthatyou wereunableto operate between February 15,2020
andtheend of the Covered Period at the same level of business activity as before February 15, 2020, dueto
compliancewith requirementsestablished or guidanceissued betweenMarch 1,2020 and December 31,
2020, by the Secretary of Health and Human Services, the Director of the Centers for Disease Controland
Prevention, orthe Occupational Safety and Health Administration, related tothe maintenance of standards
for sanitation,social distancing,orany other worker or customer safety requirementrelated to COVID-19.

Safe Harbor
Level 2

You are exemptfrom thereductioninloan forgivenessbased on a reduction in FTE employees described
aboveif both of the following conditionsare met: (a) you reduced your FTE employee levelsin the period
beginning February 15, 2020, and ending April 26,2020; and (b) you then restored your FTE employee levels

by no laterthan December 31, 2020 to your FTE employee levelsinthe pay period thatincluded February 15,
2020.
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Doing the Math: 8-Weeks vs. 24-Weeks™

At least 60% of yourloan proceeds must be used for Payroll Cost, with nomore than 40% spent on eligible Non-Payroll
cost, and musthavebeen spentduring the 8- or 24-week Covered Period. If less than 60% of the loan amountis used for
Payroll Cost duringthe Covered Period, you will continue to be eligiblefor partial loan forgiveness, subject to at least 60%
of the loan forgivenessamounthavingbeen used for Payroll Cost.

8-week Covered Period 24-week Covered Period
« If enough eligible Payroll and/or Non-Payroll Cost has been e Ifenough eligible Payrolland Non-Payroll Cost has not been incurred within 8 weeks, the option to extend to the 24-week
incurred, atany time during the 8 weeks, to equal or exceed Covered Period isavailable.
the amount of the loan, and at least 60% was used for N e Eligiblecost can be incurred up to 24 weeks. Itis not necessary to use all 24 weeks if eligible cost equal to or in excess of P
Payroll Cost, there is not a need to extend to the 24-week the amount of the loan isincurred before then.
Covered Period. N + 24 weeks is the max timeframe to incur eligible cost, and Forgiveness must be applied for within 10 months after thelast P
day of the Covered Period, or the PPP loan is no longer deferred, and principal and interest payments must begin.
Week Week | Week | Week | Week Week | Week | Week Week | Week | Week | Week | Week | Week | Week | Week | Week | Week | Week | Week | Week | Week | Week | Week
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
| [
1 |
4/6 Borrower receives PPP Loan Starting on 4/10 the employees are 4/30 Borrower pays: 5/29 Borrower pays:
Disbursement for $100,000. paid every 2 weeks for 8 weeks. Lease = $5,000 Lease = $5,000
NOTE: For reporting purposes, it would be Wages & Salary = $75,000 Power = $1,500 Power = $1,500
easier for the borrower to select Alternative Health Insurance = $7,500 Phone =$500 Phone = $500
Payroll Period and use the start date of _ ’ Water =$500 Water = $500
i . TOTAL = $82,500
4/10 given itis the first pay date. TOTAL =$7,500 T ;
o , NOTE: Wages & Salary requires payroll ’ +PLUS Contributions to Employee Retirement Accounts = $5,000
This will prevent the Borrower fromhaving report.sfor5 pay cycles, 4/10, 4/24 )F:/B 5/2 NOTE: Lease requires copy of lease
to prorate payrollreports. and 6/5. ’ ’ T agreementand receiptor cancelled check TOTAL = $12,500
Health Insurance requires payment for the Covered Period. NOTE: Utilities require same documentation as listed for 4/30.
receipts, cancelled checks, or account Utilities require copies of invoices from Contributions to Employee Retirement Accountsrequire paymentreceipts,
statements documenting theamount of any February 2020 and those paid during the cancelled checks, or account statements documenting the amount of any
employer contributions to employee health Covered Period and receipts, cancelled employer contributions to employeeretirement plans thatthe Borrower
insurance plansthatthe Borrower included checks, or account statements verifying included in theforgivenessamount.
in the forgivenessamount. those eligible payments.

* For the example above, the borrower incurred eligible Payroll and Non-Payroll Cost totaling $102,500 over the course of the 8-week Covered Period, with Payroll Cost equaling $82,500 ($75,000
Wages & Salary, $7,500 Health Insurance, $5,000 Contributions to Employee Retirement Accounts). Thus exceeding the requirement of at least 60% of the loan being used for Payroll Cost to be
eligible for full forgiveness, as $82,500 is 82.5% of the originalloan amount. As noted, all required Payroll and Non-Payroll supporting documentation would be required to substantiate cost.

Considerations:

* However, if the borrower wanted to only submit eligible Payroll Cost, and not Non-Payroll Cost, they could select the 24-week Covered Period and submit Payroll Cost through 6/19. This would
cover 10 weeks and give them a Payroll Cost of $104,000. Breakdown = $16,500 for each of the six 2-week pay cycles (4/10, 4/24, 5/8, 5/22, 6/5 and 6/19) totaling $99,000 PLUS the $5,000
Employee Retirement Account Contribution made on 5/29. This would allow the borrower to only submit Payroll documentation, to include Wages and Salary and Retirement Contributions.

» To make it even simpler, the borrower could expand to 11 weeks, and included the 7/3 pay cycle. This would allow the borrower to only include Wages and Salary and the corresponding
required documentation for their eligible Payroll Cost, as the total would be $115,500 for the 7 pay cycles for the 11 weeks.

* This example only covers cost incurred, and does not take FTE into consideration
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Required Supporting Documents

In additiontoyour loan documents, you will need documentation of Payroll Cost verifying the eligible cash compensation
and thenon-cash benefit paymentsfromthe Covered Period or the Alternative Payroll Covered Period, as well as
documentation of Non-Payroll Cost verifying existence of the obligations/services priorto February 15, 2020, and eligible
payments from the Covered Period. In addition, if you use Form 3508 - Standard Applicationyou may elect to provide

documentation of full-timeequivalency (FTE).

This supportingdocumentation must beavailablein electronicformatso thatyou can attachittotheonline Forgiveness
Application. You willonly berequired to provide documentation verifying those cost for which you are seeking forgiveness.
For example, if you are only seeking forgiveness of Payroll Cost, you are not required to provide documentation of Non-

Payroll Cost (thoughyou may elect to do so if you choose).

You willupload documents at differenttimesin theapplication process,and they must meet the followingrequirements:

* Uploaded documentsmustbenolargerthan8.5MB andinone of the following formats:
doc, docx, pptx, xlsx, xls, tif, tiff, pdf, bmp, jpg, jpeg, png, gif
* You canremove and upload documents again if corrections areneeded.

Note: Please highlight, circle or underline values or data on each uploaded documentthatis included in your

calculations to assistin the review of your application. Notdoing so could delay the submission of your application to

the SBA and require further contactfrom a Regions Banker.
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Required Supporting Documents

You should complete the Schedule AWorksheet prior to starting your application.

ScheduleA | Completingand uploadingthe Worksheetis only required withthe PPP Forgiveness Standard Application
Worksheet (Form 3508)

 Completinganduploadingthe Worksheetis optionalwiththe EZ Application (Form 3508 EZ)

Documentation verifying the eligible cash compensation and non-cash benefit payments from the
Covered Period or the Alternative Payroll Covered Period consisting of each of the following:

e Bankaccountstatementsorthird-party payroll service providerreports documenting theamountof cash
compensation paidtoemployees.
» Taxforms (or equivalentthird-party payrollservice provider reports) forthe periods that overlap with the
Payroll Covered Period or the Alternative Payroll Covered Period:
» Payrolltaxfilingsyou havereported or will report to the IRS (typically, Form 941); AND
» State quarterlybusinessandindividualemployeewagereportingand unemploymentinsurance tax
filingsyou havereported or will report.
* Paymentreceipts, cancelled checks, or account statements documentingtheamount of any employer
contributionstoemployee healthinsuranceandretirementplansthatthe borrowerincludedinthe
forgivenessamount.

Continued on Next Page
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Documentation verifying existence of the obligations/services priorto February 15, 2020 and eligible
payments from the Covered Period.

* Business Mortgage Interest Payments: Copy of lenderamortizationschedule and receipts or cancelled
checks verifyingeligible paymentsfrom the Covered Period; or lender account statements from February
2020 and the months of the Covered Period through one month after theend of the Covered Period

Non-Payroll verifyinginterestamounts andeligible payments.

* Business Rent or Lease Payments: Copy of current lease agreement and receipts or cancelled checks
verifyingeligible paymentsfrom the Covered Period; or lessor account statements from February 2020
and from the Covered Period through one month aftertheend of the Covered Period verifyingeligible
payments.

« Business Utility Payments: Copy of invoices from February 2020 and those paid during the Covered
Period and receipts, cancelled checks, or account statements verifyingthoseeligible payments.

The selected time period must be the same time period selected for purposes of calculatingthe
average number of FTE employees during the borrower’s chosenreference period, whichis:

e February 15,2019 and June 30, 2019;

e January1,2020 and February 29, 2020; OR

* Inthecaseof a seasonalemployer,eitherofthe preceding periods orany consecutive 12-week period
between May 1, 2019 and September 15, 2019

FTE

Documents may include payroll tax filings reported, or that will be reported, to the IRS (typically,
Form 941) and state quarterly business and individual employee wage reporting and unemployment
insurance tax filings reported, or that will be reported, to the relevant state.

Documents submitted may cover periods longer than the specific time period (i.e., the reference
period chosento calculate the average number of FTE employees). However,borrower is only required
to provide documentation for only that specific period.
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What You Need to Know Atter Applying

To understandwhat you need to know after applying, please read thefollowing Frequently Asked Questions (FAQs).
For additional FAQs, CLICKHERE.

Whatis the status of my forgiveness application?
If you applied onlineusing the Regions portal, you may login to check thestatus of your Forgiveness Application.
Regions will email you periodically throughout the process as well. Regions, via DocuSign, will email you a final copy of
your Forgiveness Applicationto execute via electronic signature.

When will | know how much forgiveness I qualify for?

Regions has 60 days to review yourapplicationonce completed and submitits decisionregardingloan forgivenessto
the SBA. Regions will email you at the end of thereview process, before submittingtothe SBA. The SBA will, subjectto
any review, remittheappropriateforgivenessamounttoRegions, plus any interest accrued throughthe date of
payment, nolaterthan 90 days after Regions submits the application tothe SBA. It could take up to 150 days
(approximatelyfive months) from the dateyou submityourapplication. Complete and accurate applicationswill move
through the process faster,so pleasetake yourtimefillingout theforgivenessapplication.

If forgiveness may take 150 days, will | have to make loan payments during that time?

No, PPP borrowers who have submitted applications for forgiveness within 10 months after the last day of the Covered
Period will nothaveany principalorinterest paymentsdueuntiltheforgiveness amountis remittedto Regions, unless
SBAdeterminesthattheloanisnoteligibleforforgiveness (in wholeorin part). If this occurs, Regions will notify you of

thedate thefirst paymentisdue.

Continued on Next Page
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What You Need to Know Atter Applying

Canlreceive partialforgiveness?

Yes. The amount of loan forgivenesscan be as much as the full principalamountofthe loan and any accrued interest,
onlyif you usedtheloan proceeds for forgivable purposes and you maintained employee and compensation levels.
The CARES Act, asamended by the PPP Flexibility Act, specificallyrequires certain reductionsin a borrower's loan

forgivenessamountif requirementsare not sufficiently met. Several factors which mightreduceyourloan forgiveness
include:

« Useofloan proceeds for unforgivable purposes

«  Non-Payroll Cost which exceed 40% of the total forgivenessamount

« Reductionsinhourly wages orsalaries of employees by more than 25%

«  Reductionsinthenumberof employees or the hours youremployees worked.

There are Safe Harbor exceptions which may still allow you to receive full forgiveness even if you reduced employees,
hours worked or wages. The SBAinstructions and the Regions onlineapplicationwill help guideyou through the Safe
Harbor calculations.You can find additional information about reasonsforreductionsin loan forgivenessamountin
the CARES Act, the PPP Flexibility Act,and the SBA's variousinterimfinalrules.

Whathappens if the full PPP loan is not forgiven?

Any PPP loan balanceremainingwill be amortized overtheterm of yourloan at 1% interest as outlinedin your note.
PPP loans with SBA authorization dated on or after June 5, 2020 have a term of 60 months (fiveyears). If authorized
before June5, yourloan has aterm of 24 months (twoyears), butyou havethe option of requesting an extension of the
term to 60 months (5 years) duringtheforgivenessapplication process. Payments of principal, interest and fees are
deferredto (1) thedate the SBAremits the borrower’s loan forgiveness amount to Regions or (2) 10 months after the

end of the Covered Period if theborrower has not applied forforgivenessatthat time, unless SBA determines that the
loanis noteligiblefor forgiveness(in wholeorin part).
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