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Adrienne Sipe 
Director, SBA Lending 
First Horizon Bank
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Opening Comments

Jeff Jackson
Chief Operating Officer, Regional Bank 
First Horizon Bank
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Presenters

Adrienne Sipe 
Director, SBA Lending 
First Horizon Bank

Meredith Hardegree
SBA Credit and Servicing Manager
First Horizon Bank

www.firsthorizon.com/forgive

https://www.firsthorizon.com/-/media/Files/Landing/Events/PPP-Forgiveness-Documentation-Checklist.pdf


Training 
Objectives
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Review the 
forgiveness 
application 

documentation 
requirements 

Address 
forgiveness 

basics

Provide 
process

overview

Explain how 
invitations will 

be sent and what 
is included

For more in-depth information on forgiveness, 
watch our June webinar on our website.



Everyone 
must apply 
for forgiveness

Everyone who received 
a PPP loan must apply 
for forgiveness
in order to have their 
loan forgiven.

N E E D  T O  K N O W
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Is there 
any automatic 
forgiveness?

Congress has not passed 
any automatic forgiveness.  
If they do, we will notify all 
affected clients.
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How do I know if my loan 
matures in 2 years or 5 years?

PPP loans approved before June 
5th has a 2-year maturity.  

Approved 
before June 5th

SBA later provided an option for 
the 2-year maturity to be extended 
to 5 years.  

First Horizon has extended all 2-year 
maturities to 5 years. 

Extension to a 
5-year option

If a portion of your loan is unforgiven, 
your repayment will be based on the 
remaining 5-year maturity.

If your loan was approved before 
June 5th, you will have the option of 
changing it back to a 2-year maturity 
if you wish.

Unforgiven 
balance impact
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When will 
loan payments 
begin?

Loan payments are 
deferred for 16 months 
from the date of the note.
The first payment will be due 
17 months from the date if your 
loan is not fully forgiven.
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What do I need 
to know about 
deferment of my 
loan payment?

If you apply for forgiveness 
before the 16-month 
deferment period ends and 
have a remaining balance, 
you must begin making 
payments immediately.  

You will receive a notice with 
the remaining balance and a 
loan statement with your monthly 
payment and due date.

N E E D  T O  K N O W
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How do I 
prepare for 
the application 
process?

Read the instructions 
for the application 
form you will use.
Application forms and 
instructions can be found at:

www.sba.gov/ppp

N E E D  T O  K N O W
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http://www.sba.gov/ppp


Receive 
invitation to 
apply from 

First Horizon

Click the apply 
link in email to 
access online 
application

Complete 
all required 

fields & upload 
required 

documents 

Submit 
application

Address issues 
and resubmit 
application to 

continue  
verification 

process

Once 
verification is 

complete and a 
decision is made, 

you will receive an 
email from 
DocuSign

First Horizon 
will submit 

your application 
to the SBA once 

signed documents 
are received

SBA has 90 
days to review 
app, finalize a 

decision and send 
applicable 

funds

Overview of Forgiveness Process
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(within 60 days of 
receipt of completed 

application)

The bank
will verify the 

application meets 
SBA guidelines

1 2 3 4 5

6 7 8 9 10

(email will come from 
payrollprotection 

program@expressbank 
loan.com)

If there are 
issues, you will 

receive an email 
with subject line 
“Action Needed: 

PPP Loan Forgiveness 
Request”



Possible outcomes
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Loan Fully Forgiven and Paid In Full by SBA Borrowers with EIDL Advance Balance 

• Receive notification via email • EIDL Advance balances will automatically be 
deducted from forgiveness amount

• If your loan is fully forgiven but you have an 
EIDL Advance, it will need to be repaid under 
PPP loan terms

Loan Partially Forgiven

• Receive notification via email

• Loan balance will amortize over remaining term 
of loan at 1% interest

• Receive loan statement with payment information
Never Applied for Forgiveness

• Receive loan statement after 16-month deferment 
period ends with first payment due in month 17

• Loan balance will amortize over remaining term 
of loan at 1% interest

Loan Not Forgiven

• Bank will work with client to resolve any issues before 
making this decision

• Receive notification via email

• Loan balance will amortize over remaining term of loan



Notices You 
May Receive 
During the 
Application 
Process

The SBA has 
initiated a 
review of 
your loan

Notification 
to provide 

Loan Necessity 
Questionnaire

Your loan has 
been submitted 
to the SBA for 
their review

First Horizon is 
sending a denial 

recommendation 
to the SBA

No or Partial 
Forgiveness 

received 
from the SBA

Full 
Forgiveness 

received from 
the SBA

OR

FOLLOWING SBA DECISION:

Notices will be emailed to you from 
fhppploanapplicationprocessingcenter@firsthorizon.com
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mailto:fhppploanapplicationprocessingcenter@firsthorizon.com


Invitations 
to Apply
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What is the 
status of 
invitations 
to apply for 
forgiveness? 

Invitations are being 
sent in batches 
to ensure sure they can be 
processed in a timely manner.

16



Email Invitation will come from: 
FH PPP Loan Application Processing Center 
(fhppploanapplicationprocessingcenter@firsthorizon.com)

When it is time to apply

If your loan is $150,000 or less, your 
email will contain additional guidance

What to do if you have PPP funds remaining

Timeframe to apply
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mailto:fhppploanapplicationprocessingcenter@firsthorizon.com


When it is time to apply
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When you’re ready, click here to apply

Resources within the email include: 
• Borrower Checklist

• Supplemental Application

• Guidance to EIDL borrowers

• User Guide

Key loan information needed for 
the application process



System User Guide
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Checklist

20
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How to Prepare Using the 
Borrower Documentation 
Checklist



Borrower Checklist Overview
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First Horizon PPP Forgiveness Supplemental Application
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First Horizon PPP Forgiveness Supplemental Application
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PPP Forgiveness Acknowledgement for PPP Loans of $150k or Less
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There are 3 Application Types

For borrowers with a PPP loan 
amount $50,000 or less 

• If borrower has affiliates, 
this form cannot be used 
if the borrower and their 
affiliates have PPP loans 
in aggregate of $2 million 
or greater

• Borrower has to be able 
to make the representations 
and certifications on 
the 3508S

3508S

For borrowers that meet 
the qualifications on the 
application (see slides 27-29)

3508EZ

For all other borrowers

3508
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OPTION 1: 3508EZ Qualifications 
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The Borrower:

+Self-employed individual, independent contractor, or sole proprietor 

+Who had no employees at the time of the PPP loan application

+Did not include any employee salaries in the computation of average 
monthly payroll in the Borrower Application Form (SBA Form 2483)



OPTION 2: 3508EZ Qualifications
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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 that the Borrower 

offered to restore and the employee refused. See 85 FR 33004, 

33007 (June 1, 2020) for more details.

Reduce annual salary or hourly wages 

of any employee* by more than 25%

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 that did not receive, during any single period 

during 2019, wages or salary at an annualized rate of pay in 

an amount more than $100,000.

+



OPTION 3: 3508EZ Qualifications
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The Borrower did not:

Operate during the Covered Period at the 

same level of business activity as before 

February 15, 2020, due to:

• Compliance with requirements established or 

guidance issued 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 of:

• Sanitation,

• Social distancing, or 

• Any other work or customer safety requirement related to 

COVID-19. 

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 that did not receive, during any single period 

during 2019, wages or salary at an annualized rate of pay in 

an amount more than $100,000.

+

The Borrower was unable to:



Are there 
documents that 
I must maintain 
but am not 
required to 
submit?

A list of documents
can be found on the 
Instructions for the 

PPP Forgiveness 
Application

It is recommended 
Borrowers create a 
paper or electronic
file of all required 

documents

Documents must 
be maintained for 

6 years after the date 
the loan is forgiven 

or repaid in full 
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Borrower 
Checklist:
Important 
Information

31



What is Alternative Payroll Covered Period? 

Borrowers with a biweekly (or more 
frequent) payroll schedule may elect to 
calculate eligible payroll costs using:

• The 24-week (168-day) period

––––––– OR ––––––––

• For loans received before June 5, 
2020, at the election of the borrower, 
the 8-week (56-day period) that 
begins on the first day of the first first 
pay period following their PPP Loan 
Disbursement Date

Definition:

If the Borrower is using a 24-week 
Alternative Payroll Covered Period 
and received its PPP loan proceeds on 
Monday, April 20, and the first day of 
its first pay period following its PPP 
loan disbursement is Sunday, April 26, 
the first day of the Alternative Payroll 
Covered Period is April 26 and the last 
day of the Alternative Payroll Covered 
Period is Saturday, October 10. 

For example: 

Alternative Payroll Covered Period can only 
be used for payroll costs, not non-payroll 
costs. 

Usage:

32
For more details, visit the U.S. Treasury website

https://home.treasury.gov/news/press-releases/sm1010


If you received 
an EIDL advance, 

the SBA will 
automatically reduce 

the amount of 
forgiveness 
accordingly.

Even if you 
qualify for 100% 

forgiveness, 
you will still 

have a balance 
equal to your
EIDL advance.

Forgiveness 
documentation is 
ONLY needed to 

support your PPP 
loan amount.

If your total loan 
amount is covered 
via payroll costs, 

additional 
documentation 
is not needed. 

What do I need 
to know about 
documentation? 

If the documentation 
does NOT support 

your application, you 
will be contacted to 

discuss discrepancies.

You will have 
the opportunity 

to make corrections 
as needed.

Contact your CPA or attorney for specific guidance
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SBA Resources can be found at www.sba.gov/ppp. 
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Paycheck 
Protection 
Program

from the SBA

3508 
Standard 

Application

3508 
Standard 

Instructions

3508EZ 
Standard 

Application

3508EZ 
Standard 

Instructions

3508S 
Standard 

Application

3508S 
Standard 

Instructions
SBA links best viewed using 

Google Chrome browser

http://www.sba.gov/ppp
https://www.sba.gov/funding-programs/loans/coronavirus-relief-options/paycheck-protection-program
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Documentation 
Requirements
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Guidance regarding payroll documentation

Application Document Submission Checklist 

Page 2 of Checklist 
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Guidance regarding payroll documentation

Application Document Submission Checklist 

Option 1:

Option 2:

Page 2 of Checklist 
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Guidance regarding payroll documentation

Application Document Submission Checklist 

Page 2 of Checklist 
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Guidance regarding payroll tax documentation

Application Document Submission Checklist 

Page 2 of Checklist 
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Example of IRS Form 941 Page 2 of Checklist 
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Example of state quarterly business and 
individual employee wage reporting and 
unemployment insurance tax filing for Tennessee

Page 2 of Checklist 
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Let’s look at employer contributions

Application Document Submission Checklist 

Page 2 of Checklist 



Must have been in force prior to February 15, 2020, and paid within the covered period to be eligible
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Business mortgage interest payment documentation 

Application Document Submission Checklist 

Option 1:

Option 2:

Page 3 of Checklist 



Must have been in force prior to February 15, 2020, and paid within the covered period to be eligible
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Business rent or lease payment documentation 

Application Document Submission Checklist 

Option 1:

Option 2:

Page 3 of Checklist 
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Business rent or lease paid to related party

Application Document Submission Checklist 

Must have been in force prior to February 15, 2020, and paid within the covered period to be eligible

Page 3 of Checklist 
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Business utility payment documentation

Application Document Submission Checklist 

Must have been in force prior to February 15, 2020, and paid within the covered period to be eligible

Page 3 of Checklist 
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Business utility payment documentation

Application Document Submission Checklist 

Must have been in force prior to February 15, 2020, and paid within the covered period to be eligible

Page 3 of Checklist 
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What if I paid off my EIDL loan with my PPP loan?

Application Document Submission Checklist 

Option 1:

Option 2:

Page 3 of Checklist 
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How do I need to document FTEs?

Application Document Submission Checklist 

Page 4 of Checklist 
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How do I need to document FTEs?

Application Document Submission Checklist 

Page 4 of Checklist 
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How do I need to document FTEs?

Application Document Submission Checklist 

Page 4 of Checklist 



• What is the Loan Necessity Questionnaire?
• SBA From 3509 or 3510

• Who will have to complete the Loan Necessity Questionnaire?
• Borrowers that, together with their affiliates received loans of $2 million or more.

• How will I know if I have to complete the Loan Necessity Questionnaire?
• We will send you the form and request it be completed within 10 business days

52

Loan Necessity Questionnaire – Form 3509/3510



Common Missing or Incorrect Documentation
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• Missing state tax documents (especially in states where there are no state income taxes)

• Missing IRS Forms 941

• Missing Supplemental Application

• Unable to match payroll costs input on application to documentation provided 

• Owner compensation

• Must be separate from employee salary

• If more than one owner, you must provide separate worksheet (when completing the standard 3508 application)

• Missing supporting documentation for rent or any other non-payroll cost

• Payee needs to be clearly identified in the bank statement (e.g., if rent, the payee must match the lease provided)

• Payments need to be clearly marked/identified on the bank statement

• February 2020 statement or invoices and the month after the covered period (as required)



First Horizon Bank Website
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Ready to apply?

• Gather your forgiveness 
documentation

• If you have a CPA, make sure they 
are ready for you to apply

• If you have a business need to 
apply before you receive the 
invitation, contact your banker 
and ask to be added to the 
invitation list

• Let us know when you plan to 
apply by taking our poll 
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Closing Remarks

Thank you for attending the First Horizon Bank
PPP Loan Forgiveness Webinar.

The following information will be available 
at firsthorizon.com/forgive the week of December 14.

Todd Jones
Executive Vice President, Specialty Banking

First Horizon Bank



This material

57

is not intended to provide specific legal or accounting advice, nor should you 

consider it as such. You should not act (or refrain from acting) based upon 

information in this presentation without obtaining professional advice regarding 

your particular facts and circumstances. Additionally, please note that neither 

the presentation nor any information provided as part of the presentation 

establish a professional relationship between you and any of the panelists.
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