
 
 
Good Afternoon, 
 
As many of our clients have applied for and are now receiving the Paycheck Protection Program (PPP) 
loan, we have been asked numerous questions. To help alleviate your concerns, we have put together an 
additional FAQ this week which focuses on our most popular inquiries from clients. While the rules for the 
PPP loan and PPP loan forgiveness may change, the reports mentioned below should remain helpful when 
applying for forgiveness. Please keep in mind that these rules are not clearly defined and this is merely 
our interpretation of the regulations. We will continue to provide updated information as it is made 
available by the Small Business Administration.  
 
Q:  Am I required to setup a new bank account now that my PPP loan is approved? 

A:  You are not required to pull payroll out of a new bank account to track PPP money spent, 
unless your lender states otherwise. However, if you do choose to set up a new bank account, we 
do not need to change it in our system.  You can simply transfer the appropriate amount of money 
to your existing account in order to cover the payroll. We can provide you payroll reports (with 
each payroll processing) to reflect the amounts covered under the PPP loan to assist with your 
loan forgiveness. If you would like additional reports so you can work with your accountant(s) to 
better track your payroll spend associated with the PPP loan, please reach out to your Payroll 
Specialist so they can assist. 

 
Q:  In order to apply for forgiveness, should I change pay periods to ensure they align with the date that 
the PPP funds are dispersed? 

A:  No, pay dates and pay periods do not need to be adjusted to ensure that loan forgiveness can 
be obtained. If your regular pay dates do not align with the date your loan is dispersed, we can 
provide you with reports that contain the information you and/or your accountants will need to 
apply for forgiveness.  
 
For example, you have a bi-weekly payroll and your next pay date is on Friday, May 1st. You applied 
for the PPP loan, were approved, and the funds hit your account on Monday, April 20th. If your 
pay period for the May 1st  pay date is from Sunday, April 12th to Saturday, April 25th, you would 
only want to use payroll data from Monday, April 20th (the date you received the fund) to 
Saturday, April 25th to help account for payroll costs in obtaining the PPP loan forgiveness.  
 
From a payroll standpoint, we can provide you with per pay date reports that show the total 
payroll costs broken down. For salaried employees, and in this example, you would ultimately 
divide the total pay period amount by two so you only capture the payroll costs from the time you 
received the PPP funds on April 20th until the end of that specific pay period on April 25th.  
 
For hourly employees, make sure you are able to account for the specific hours/earnings worked 
during that time frame, especially if their weekly hours fluctuate. Utilize your time keeping records 
to ensure you have the accurate information to account for just those days out of the pay period, 
which in this example are April 20th to April 25th. If you use any of our timekeeping systems, we 
can help provide you with reports so you can break these costs down. If you use another vendor, 
they should be able to assist with this as well. 

 



Q:  I have salaried employees who make over $100k a year. Do I need to reduce their pay in order to 
get the PPP loan forgiveness? 

A:  No, you do not need to reduce their pay for purposes of the PPP loan forgiveness. You just 
need to ensure that you are not including any wages over $100k (a maximum of $15,385 over the 
8-week period per employee: $100,000/52 weeks = $1923.08 x 8 weeks = $15,385) in your payroll 
costs when applying for loan forgiveness. The PPP loan reports we provided for you to apply for 
the loan have this taken into consideration already and do not show wages over the $100k limit. 
If we set these up to come to you on a regular basis with each payroll processing, then this will 
already be reduced, and you will not have to make any other calculations.  

 
Q:  Do I need to distinguish earnings within payroll to show payroll costs? 

A:  No, the reports we have built and can provide to you on a per payroll basis already help break 
down the information you need to show the payroll costs.  

 
Q:  I need a Full Time Equivalent (FTE) report for the PPP loan forgiveness. Can you send it to me?  

A:  We are currently awaiting additional guidance from the Small Business Administration and/or 
Treasury as to how they define a FTE for the purposes of PPP loan forgiveness. We are researching 
to gain further insight, but it is our understanding the report will not be needed until 
documentation for forgiveness is required.  Our goal is to have the report in place by that time.  


