Thank you for contacting Freedom Bank regarding the SBA Paycheck Protection Program. This document outlines our recommended approach to preparing your application and supporting documentation.

When you are ready to submit your application and documentation, please contact Freedom Bank at (406) 892-1776 or reach out to your lender directly.  We will send you an encrypted email that will provide a mechanism for you to transmit confidential information.

Instructions for Submitting SBA PPP Application to Freedom Bank

· Start with the attached the spreadsheet that will help determine the maximum loan amount you qualify for.  The first tab to complete is the “Loan Calculator” tab.
· On line 10 put the number of Full Time Equivalent Employees (FTE) you had in the previous year that you are basing your total wages on for the year.  A full-time employee is considered to be 2,080 hours per year or a full-time salaried employee.  (Example) If you have 3 full-time employees for the first 6 months, then you hired another full-time employee starting July 1st through the end of the year, that would equal 3.5 FTEs.  Another example would be the same 3 full-time employees and you had another employee that worked part time 3 hours per day for the entire year.  The part-time employee would accumulate 3 hours per day times 5 days per week times 52 weeks in the year and would equate to 780 hours for the year.  This equates to .375 FTE (3x5x52 = 780 hours per year divided by 2,080 hours in a year= .375).  In this example, the number on line 10 would be 3.375.
· On line 13, put the total employee wages paid by the company on an annual basis.  Most business are using the year 2019 figures as these numbers are more readily available.  The maximum amount that an employee can be qualified for is $100,000 of wage income.  If the wages on annualized basis exceeds $100,000, then the wage has to be adjusted down to $100,000.  Put the amount for each employee that exceeds $100,000 on lines 14 through 18.  The $100,000 limit does not include amounts paid by the company toward health insurance or retirement contributions.  (Example) If an employee makes an annualized wage of $110,000 plus $5,000 in company paid health insurance benefits and another $7,000 toward retirement benefits, the amount to put on lines 14 through 18 for each employee over the $100,000 threshold would be $10,000 in this case.
· Line 25 can only include State taxes paid such as State Unemployment Taxes and Workman’s Comp and does not include Federal taxes such as FICA, Social Security and Medicare. 

· Then Complete the tab named “Use of Proceeds”.  The Use of Proceeds calculation is your estimate of how the loan proceeds would be used in the 8-week period following the loan funding.  The amount on this “Use of Proceeds” tab needs to match the amount on the “Loan Calculator” tab (Line 36) and that amount needs to match the amount you put into the PPP Application.
· Line 7 is your estimated FTE by the end of the 8-week period after the loan is funded.  If this number is less than the FTE number you had in the “Loan Calculation” tab, you may not have all of the loan funds forgiven.
· Line 9 is a calculated field that is equal to the average monthly wage on line 30 of the “Loan Calculator” tab
· Estimate lines 9 through 13.
· Makes adjustments to lines 9 through 13 so that the amount on line 18 “use of Proceeds” is equal to line 36 of the “Loan Calculator” tab.
· Save this spreadsheet so that you can email it to the bank.
· Printout the tabs “Loan Calculator” and “Use of Proceeds”.
· Sign and date the “Loan Calculator” tab

· Now that you have determined the maximum loan amount that you qualify for, it is time to complete the Paycheck Protection Program (PPP) Borrower Application Form 2483.
· Fill in all fields accurately. (You can print the form and fill it in manually, just make sure it is very legible.)
· Don’t forget to initial Questions 5 & 6 in addition to the checkbox
· Initial all “Certifications” on page 2. (electronic initials are acceptable)
· Print the completed form and sign it and date it where indicated

· The next step is to provide copies of 941 forms for the period that you are calculating your gross wages and other payroll expenses from. (Ideally all 4 Quarters of 2019 and 1st Quarter 2020).
· It is very helpful if you provide a summary payroll report that coincides with the 941s
· Provide a copy of your 12/31/19 business financial statement (Balance Sheet and Profit & Loss)
· Provide a copy of your most recent business tax return (2018 or 2019)

If your business entity does not have an existing borrowing relationship with Freedom Bank, there are some additional documents that we are required to collect.  This is part of banking regulations to ensure that we are dealing with legitimate entities.  Some of the following is redundant, but I want to provide a summary for you, as follows:

LLC
· Articles of Organization
· Operating Agreement
· Certificate of Good Standing
· Most recent Business Tax Return
· Business Financial Statements as of 12/31/2019 including Balance Sheet and P&L
· A list of any business owners with more the 20% ownership
· For each individual with over 20% ownership please submit:
· Current Personal Financial Statement
· Most recent Personal Tax Return
· Photo ID

Corporation
· Articles of Incorporation
· Bylaws
· Certificate of Good Standing
· Most recent Business Tax Return
· Business Financial Statements as of 12/31/2019 including Balance Sheet and P&L
· A list of any business owners with more the 20% ownership
· For each individual with over 20% ownership please submit:
· Current Personal Financial Statement
· Most recent Personal Tax Return
· Photo ID
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