
W
O

M
E

N
’S

 B
U

SI
N

E
SS

 D
E

V
E

LO
P

M
E

N
T

 C
E

N
T

E
R

1

WBDC Applicant Guide for
SBA Loans under the 

CARES Act

Disclaimer: The information is current as of 4/2/2020. The Applicant Guide was
created by the WBDC Midwest. No changes can be made without their consent.
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Coronavirus Aid, Relief, 
and Economic Security 

Act (CARES Act)
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CARES Act
The comprehensive aid package includes direct 

payments to Americans, an expansion of 

unemployment insurance and billions in aid to large 

and small businesses.

Small and Large Business Loans and Investments 

Summary:

• The CARES Act establishes two major 

federal loan programs. 

• The first is a $500 billion loan program for 

large businesses. 

• The other large loan program consists of 

$377 billion in loans and grants to small 

businesses. 
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Small Businesses
The other large loan program consists of $377 billion in loans and grants to small businesses. 

• The bulk of this money, $350 billion, is for guaranteed loans made under the Small Business Act, facilitated by the 

Small Business Administration. 

• This small business package also includes $10 billion in direct grants for businesses. 

• Allows an eligible entity who has applied for an Economic Injury Disaster Loan (EIDL)  due to COVID-19 to request an 

advance on that loan, to provide emergency funds to cover immediate operating costs, of not more than $10,000 which the 

SBA must distribute within 3 days.

• Establishes that applicants shall not be required to repay advance payments, even if subsequently denied for an EIDL loan.

• An additional $17 billion has been allocated for loan subsidies, to have SBA step in and make six months of principal 

and interest payments for all SBA backed business loans.  
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Small Business 
Owner’s Guide to 
the CARES Act
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Struggling to get started?

To ease your fears about keeping up with payments on your current or
potential SBA loan?

A quick infusion of a smaller amount of cash to cover you right now?

Capital to cover the cost of retaining employees?

What do I 
apply for?

1. Paycheck Protection Program (PPP)

2. Economic Injury Disaster Loans (EIDL)

3. Small Business Debt Relief Program
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Paycheck 
Protection Program

(PPP)
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PPP Overview
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• All businesses – including nonprofits, veterans organizations, 
Tribal business concerns, sole proprietorships, self-
employed individuals, and independent contractors – with 
500 or fewer employees can apply.

• Businesses in certain industries can have more than 500 
employees if they meet applicable SBA employee-based 
size standards for those industries.

• Additional guidance may be released as appropriate.
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S • The amount of the loan cannot exceed the sum of: 
1. 2.5 times the average monthly payroll cost
2. The amount of EIDLs being refinanced under the 

program
• PPP loan capped at $10 million.

• The loans can be used to cover: payroll; health care costs; 
mortgage interest payments, rent and utility payments; and 
interest on pre-existing debt obligations. 

• Payroll costs are capped at $100,000 on an 
annualized basis for each employee.

• The money cannot be used to cover:
• Compensation of employees whose principal place 

of residence is outside of the U.S.

• Loan term – 2 years.
• Maximum interest rate – 0.5% percent.
• Zero loan fees.
• Zero pre-payment fees.
• Collateral and personal guarantees not required.
• Payments are deferred by six months
• SBA's “credit elsewhere” test is waived.
• Application fee caps set for lenders.

The Paycheck Protection Program (“PPP”) authorizes up to $349 billion in forgivable loans to small businesses to pay their employees during the 
COVID-19 crisis. It provides small businesses with funds to pay up to 8 weeks of payroll costs including benefits, interest on mortgages, rent, and utilities.

All loan terms will be the same for everyone.
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When can you apply?

• Starting April 3, 2020, small businesses and sole 

proprietorships can apply 

• Starting April 10, 2020, independent contractors 

and self-employed individuals can apply.

We encourage you to apply as quickly as you can 

through exiting SBA lenders because there is a 

funding cap. 
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Where can you apply?
You can apply through any:

• Existing SBA lender

• Federally insured depository institution

• Federally insured credit union

• Participating Farm Credit System institution 

Other regulated lenders will be available to make 
these loans once they are approved and enrolled in 
the program. 

This is a new program being rolled out so please be 
patient with your business bankers and as a starting point 
please approach a bank with whom you have an existing 

business banking relationship.

Reminder: All loans will have the same terms regardless of lender or 
borrower. A list of participating lenders can be found at

https://www.sba.gov/paycheckprotection/find

https://urldefense.proofpoint.com/v2/url?u=https-3A__www.sba.gov_paycheckprotection_find&d=DwMFAw&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=2PgTRUty1Fmb7FXZPoQJ61RTfl7GKXaVAPr_I1PjmVk&m=5oWUuEWEgmcNJ1dqN5CaXbkjXXKp2Cx9Y68gge4DmaQ&s=-tintH_Hy5T5PFYNsLo3SfeQyUXJiXFJTFbbk3GUYDg&e=
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Roadmap for PPP Loan Applicants

• The biggest reason for delays in processing is due to 
missing information.

1.  Review Mandatory Requirements & 
Check Your Eligibility

• Submit the application with the required documentation to an 
approved lender.

• Application deadline is June 30th,2020  

2.  Apply Early

• Documents that verify the number of full-time equivalent 
employees and pay rates, as well as the payments on eligible 
mortgage, lease, and utility obligations.

3.  Track Use of Funds

• Lenders are expected to make a decision on eligible 
forgiveness amounts within 60 days of a request.

4.  Request for Loan Forgiveness

01

02

03

04
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What do you need 
to apply?
You will need to complete the Paycheck Protection 

Program loan application and submit the application with 

the required documentation to an approved lender by 

June 30, 2020.

• You must confirm that your business needs financial relief 

because it was impacted by the COVID-19 crisis.

• Proof of payroll.

• Begin gathering organizational documents:

• Articles of Incorporation

• DBA Documentation

• List of Owners

• Business Tax Returns
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PPP Application Form
PAGE 1
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Who needs to complete the 
application?
To be completed, signed and dated by each applicant who is an 

Individual as well as each 20% or greater owner of an Applicant 

Business. All parties listed below are considered owners of the 

Applicant Business: 

• For a sole proprietorship, the sole proprietor;

• For a partnership, all general partners, and all limited partners 

owning 20% or more of the equity of the firm;

• For a corporation, all owners of 20% or more of the 

corporation;

• For limited liability companies, all members owning 20% or 

more of the company; and

• Any Trustor (if the Applicant Business is owned by a trust).
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How is the PPP loan amount determined?

If you were in business in 2019: 
• Your max loan is equal to 2.5 

times your average monthly 
payroll costs in 2019.

• Seasonal businesses can use 
average monthly payroll for the 
time period between February 
15, 2019 and June 30, 2019.

If you were not in business in 2019:
• Your max loan is equal to 2.5 

times your average monthly 
payroll costs between January 1, 
2020 and February 29, 2020.

If you took out an Economic Injury 
Disaster Loan (EIDL) between February 
15, 2020 and June 30, 2020 and you 
want to refinance that loan into a PPP 
loan, you would add the outstanding 
EIDL loan amount to the payroll sum. 

Generally the loan amount will be based on 2.5 times your average monthly payroll cost (excluding costs over $100,000 on an 
annualized basis for each employee).

Loan capped at $10 million.
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What information will the 
banks verify?
Instead of determining repayment ability (which is 
not possible during this crisis), lenders are required 
to verify that:

• Borrower was in operation on February 15, 
2020. 

• Borrower had employees for whom the 
borrower paid salaries and payroll taxes, or paid 
an independent contractor.

• Loan officers will also need to verify the dollar 
amount of average monthly payroll costs. 

Make sure you provide your lender with payroll 
documentation when applying for the loan.
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Flexible Eligibility Reminder

PPP Loans:

• DO NOT require companies to have been in operation 

for one year.

• DO NOT require a personal guarantee or collateral.

• ***However, if the loan proceeds are used for fraudulent 

purposes, the U.S. government will pursue criminal 

charges against you.***

• DO NOT expressly require companies to be profitable.
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PPP Use of Funds
What can I use these loans for? 

You must use the proceeds from these loans within the first 8 weeks of receiving the funds. Borrowers are 
required to make a good faith certification that the loan proceeds will be used for:

• Payroll costs, including benefits;

• Interest on mortgage obligations, incurred before February 15, 2020;

• Rent, under lease agreements in force before February 15, 2020; and

• Utilities, for which service began before February 15, 2020.

What counts as payroll costs? 

• Payroll costs include:

• Salary, wages, commissions, or tips (capped at $100,000 on an annualized basis for each employee);

• Employee benefits including costs for vacation, parental, family, medical, or sick leave; allowance for separation 
or dismissal; payments required for the provisions of group health care benefits including insurance premiums; 
and payment of any retirement benefit;

• State and local taxes assessed on compensation; and

• For a sole proprietor or independent contractor: wages, commissions, income, or net earnings from self-
employment, capped at $100,000 on an annualized basis for each employee.
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Loan Forgiveness
Funds are provided in the form of loans that will be fully 
forgiven when used for payroll costs, interest on mortgages, 
rent, and utilities.

• Due to likely high subscription, at least 75% of the forgiven 
amount must have been used for payroll. 

• You will owe money when your loan is due if you use the loan 
amount for anything other than the outlined use of funds (payroll 
costs, mortgage interest, rent, and utilities payments) over the 8 
week period immediately after getting the loan.

You will also owe money if you do not maintain your staff and 
payroll.

• Number of Staff: Your loan forgiveness will be reduced if you decrease 
your full-time employee headcount.

• Level of Payroll: Your loan forgiveness will also be reduced if you decrease 
salaries and wages by more than 25% for any employee that made less 
than $100,000 annualized in 2019.

• Re-Hiring: You have until June 30, 2020 to restore your full-time 
employment and salary levels for any changes made between February 15, 
2020 and April 26, 2020.
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Applying for PPP Loan Forgiveness

You must apply through your lender for forgiveness on your loan. 

In your application, you must include:

• Documentation verifying the number of employees on payroll and pay rates, including IRS payroll tax filings and 

State income, payroll and unemployment insurance filings.

• Documentation verifying payments on covered mortgage obligations, lease obligations, and utilities.

• Certification from a representative of your business or organization that the documentation provided is true and 

that the amount that is being forgiven was used in accordance with the program’s guidelines.
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PPP – FAQs
Can I get more than one PPP loan?

• No, an entity is limited to one PPP loan. Each loan will be registered under a Taxpayer Identification Number at SBA to 
prevent multiple loans to the same entity.

What is the change to the SBA Express loan program?
• Increases the maximum loan for a SBA Express loan from $350,000 to $1 million through December 31, 2020, after which 

point the Express loan will have a maximum of $350,000.

How are lenders compensated?
• Sets lender compensation fees at:

• Five percent for loans of not more than $350,000 
• Three percent for loans of more than $350,000 and less than $2,000,000 
• One percent for loans greater than $2,000,000.

How does the PPP loan coordinate with SBA’s existing loans?
• Borrowers may apply for PPP loans and other SBA financial assistance, including Economic Injury Disaster Loans (EIDLs), and 

non-disaster 7(a) loans, 504 loans, and microloans.

How does the PPP loan work with the temporary Emergency Economic Injury Grants and the Small Business Debt 
Relief program?

• Emergency Economic Injury Grant recipients and those who receive loan payment relief through the Small Business Debt Relief 
Program may apply for and take out a PPP loan. 

• If you ultimately receive a PPP loan or refinance an EIDL into a PPP loan, any advance amount received under the Emergency 
Economic Injury Grant Program would be subtracted from the amount forgiven in the PPP.
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Beware of Predatory Lenders
• Scammers are using this global crisis to take advantage of 

people, many of whom may be more vulnerable during 
these uncertain times. 

• They are capitalizing on prevailing fears and anxieties about 
the disease to fleece victims of their money and steal their 
identity.

• Beware of people posing as government agents or 
representing government institutions.

• Take caution when responding to unsolicited calls and 
emails.

• None of the current disaster programs have fees!
• Don’t be fooled by services that will charge you to apply for a 

“free” program or charge you to put your loan package 
together.

• Additionally, don’t let them convince you that they can 
expedite your loan through the system.

• Review all the documents you are signing. Ensure you 
understand what you are signing.
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Struggling to get started?

To ease your fears about keeping up with payments on your current or
potential SBA loan?

A quick infusion of a smaller amount of cash to cover you right now?

Capital to cover the cost of retaining employees?

What do I 
apply for?

1. Paycheck Protection Program

2. Economic Injury Disaster Loans

3. Small Business Debt Relief Program
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Economic Injury 
Disaster Loans

(EIDL)
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2a.  Economic Injury Disaster Loans (EIDL) &
Emergency Economic Injury Grants
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Following entities with 500 or fewer employees are eligible:
• Small business concerns (including sole proprietorships)
• Independent contractors
• Cooperatives and employee owned businesses
• Private non-profits
• Tribal small businesses

CARES Act expands eligibility for EIDL loans beyond the 
previous definition of “Small Businesses” by the SBA.

If businesses are unsure of their eligibility, SBA advises “When in doubt, apply!”
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• Loan amount – up to $ 2 million.
• Interest rate of 3.75% for small businesses. 
• Interest rate of 2.75% for non profit organizations.
• Loan maturity terms up to a maximum of 30 years.
• Borrowers must be in business as of January 31, 2020.
• SBA's “credit elsewhere” test is waived.
• For EIDL loans that close before December 31, 2020:

• No personal guarantees for loans under $200,000.

• These grants provide an emergency advance of up to 
$10,000 to small businesses and private non-profits harmed 
by COVID-19 within three days of applying for an SBA 
Economic Injury Disaster Loan (EIDL). 

• To access the advance, you must first apply for an EIDL 
and then request the advance.

• The advance does not need to be repaid under any 
circumstance. 

• Even if the loan applicant is subsequently denied for 
an EIDL loan.

• Advance payment to be used for providing paid sick leave 
to employees, maintaining payroll, meeting increased costs 
to obtain materials, making rent or mortgage payments, 
and repaying obligations that cannot be met due to 
revenue losses.

These low-interest federal disaster loans for working capital are being made available to small businesses suffering substantial economic injury as a 
result of the Coronavirus (COVID-19) pandemic.
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Collateral 
Requirements
• Loan requests up to $25,000

• These are unsecured loans.

• No collateral required.

• Loan requests greater than $25,000
• Secured loans.

• While the SBA has noted that they 
will not decline a loan for lack of 
collateral, they do require 
borrowers to pledge what is 
available.

• SBA will take a security interest in 
business assets.
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Roadmap for EIDL Loan Applicants

• The biggest reason for delays in processing is due to 
missing information.

1. Review Mandatory Requirements & 
Check Your Credit

• Easy application process, do not forget to apply for the advance.

2. Fill out an Online Application on SBA’s Disaster 
Loan Assistance Portal (DLAP)

• These loans are processed directly by the SBA with no 
intermediaries. Based on your initial disclosure in the loan 
application they might request for supporting documents.

3. Prepare supporting information you might 
need to provide to the SBA

01

02

03
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How do I apply for an EIDL?

The Disaster Loan Assistance Portal was updated on Monday March 30th, 2020.

• If you are submitting a new application, please follow the new streamlined steps in the portal. 

• If you applied for an EIDL prior to the launch of the new portal (Monday afternoon) you will have to reapply to be eligible 

for the advance.  

• Small businesses are encouraged to apply for an EIDL and then request for an Economic Injury Disaster Loan advance of 

$10,000.  

• The loan advance will provide economic relief to businesses impacted by the Covid-19 disaster, funds will be made 

available within 3 days, and this loan advance will not have to be repaid. 

https://covid19relief.sba.gov/

https://covid19relief.sba.gov/
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Disaster Loan Assistance Portal
https://covid19relief.sba.gov/

STEP 1

https://covid19relief.sba.gov/
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Additional Business Information (only items marked with a red * are mandatory):

• Rental Properties (Residential and Commercial) Only - Lost Rents Due to the Disaster

• Non-Profit Cost of Operation for the Twelve(12) Month Prior to the Date of the Disaster (January 31, 2020)

• Combined Annual Operating Expenses for the Twelve(12) Months Prior to the Date of the Disaster (January 31, 2020) for All Secular Social 
Services Provided by the Faith Based Entity

• List the Secular Social Services Provided by the Faith Based Entity

• Compensation From Other Sources Received as a Result of the Disaster

• Provide Brief Description of Other Compensation Sources

• Primary Business Address (Cannot be P.O. Box) *

• City, State County, Zip *

• Business Phone  *

• Alternative Business Phone, Business Fax

• Business Email *

• Date Business Established *

• Current Ownership Since *

• Business Activity *

• Detailed Business Activity *

• Number of Employees (As of January 31, 2020) *

STEP 2
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Additional Business Owner Information (only items marked with a red * are mandatory):

• Mobile Phone *

• Title / Office *

• Ownership Percent *

• Email *

• SSN *

• Birth Date *

• Place Of Birth *

• U.S. Citizen *

• Residential Street Address *

• City *

• State *

• Zip *

STEP 3
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ADDITIONAL 
INFORMATION 
(may be requested)

As soon as you SUBMIT your online application you will 
receive a confirmation from the SBA.

Application Submitted

Your application number is

XXXXXXXXXX

You will be notified through the email address you 
submitted email@email.com for any additional 

information needed once your application has been 
processed.

Please write down your application number or print this 
page for your records.
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Loan Amount
Preliminary guidance from the SBA indicates that 
businesses should evaluate their working capital needs 
for a benchmark 6 months, to determine how much 
money they need to keep their business in business.

2 forms are important during this evaluation phase

• SBA Form 2202 (Schedule of Liabilities)
• It will make you list all fixed debts for the business 

(Mortgage, Notes, Accounts Payable etc.).

• SBA Form 1368 (Monthly Sales Figures)
• In this form you are required to provide monthly 

sales figures beginning at least a year prior to the 
disaster and continuing through the most recent 
month available.

• Important in helping SBA loan officers evaluate the 
before and after picture of COVID-19’s impact on 
your business.

• Required when requesting an increase in the 
amount of economic injury.
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Schedule of Liabilities (SBA Form 2202) listing 
all fixed debts (Mortgage, Notes, Accounts 
Payable etc.).
important in SBA’s evaluation of your working 

capital needs (to keep your business in business).

You will need to know the following 
information for each debt / liability: 
• Name of Creditor 

• Original Loan Amount or Max Credit Line (if 

revolving line of credit or CC) 

• Date account opened 

• Current Balance 

• Are you current or delinquent for each liability? 

• Maturity Date 

• Payment Amount, is this monthly or yearly? 

• Is it secured and, if so, what collateral was used? 

SBA Form 2202
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SBA Form 1368
Required when requesting an increase in the 

amount of economic injury.

• In this form you are required to provide 
monthly sales figures beginning, at minimum, 
a year prior to the disaster and continuing 
through the most recent month available.

• Important in helping SBA evaluate the before 
and after picture of COVID-19’s impact on 
your business.

• In Form 1368, you can also provide a 
financial forecast.

• The forecast is not required, simply 
recommended.
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Processing Time
At present, the guidance from the SBA is that it will 
take them 21 days to process a loan application.

However, we would like to remind everyone that this 
is an unprecedented situation.

• Most disaster loans the SBA has made in its history were 
to individuals for homes damaged by natural disasters in a 
specific geographic region.

• The economic magnitude of the COVID-19 disaster is 
staggering since small businesses across the U.S. are 
impacted. 

• Please be mindful of the fact that the SBA will be receiving 
EIDL loan applications from across the country.
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Remember the movie, “Willie Wonka and the Chocolate Factory”?  The 
only way into the factory was to find a Golden Ticket.  Your credit report 
and FICO score do the same thing in the world of small business financing.  
To get additional capital for your small business and qualify for a loan, this 
is your pass.

• If there is something on your credit that the lender finds questionable, it 
may drag the loan process out. Know before you go!

• For EIDL loans that close before December 31, 2020, the SBA has indicated 
that to simplify the process they will base all credit decisions on credit scores.

• SBA’s “credit elsewhere” test (the ability to obtain funding from other 
sources without undue hardship) is waived.

Free credit report sites:
• www.creditkarma.com
• www.CreditScoreCard.com
• www.annualcreditreport.com

Please Check Your Credit Score
While the SBA does not require a credit score and has no minimum threshold for disaster 

loans they will check for it. Review credit for all owners being represented on the loan. 

300 850

http://www.creditkarma.com/
http://www.creditscorecard.com/
http://www.annualcreditreport.com/
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EIDL – FAQs

Are businesses in my state eligible for an EIDL related to COVID-19?

• Yes, those suffering substantial economic injury in all 50 states, DC, and the territories may apply for an EIDL.

How long are Emergency Economic Injury Grants available?

• January 31, 2020 – December 31, 2020. The grants are backdated to January 31, 2020 to allow those who have already applied for EIDLs to be 

eligible to also receive a grant.

Can I ask for more money?

• If, down the road, you realize you need more funds than you requested initially for – you can submit supporting documents and request for an 
increase. 

• Also, if less funds are needed, applicants can request a reduction in the loan amount at any time.

If I get an EIDL and/or an Emergency Economic Injury Grant, can I get a PPP loan?

• Whether you’ve already received an EIDL unrelated to COVID-19 or you receive a COVID-19 related EIDL and/or Emergency Grant between 

January 31, 2020 and June 30, 2020, you may also apply for a PPP loan. 

• If you ultimately receive a PPP loan or refinance an EIDL into a PPP loan, any advance amount received under the Emergency Economic Injury 

Grant Program would be subtracted from the amount forgiven in the PPP.
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Struggling to get started?

To ease your fears about keeping up with payments on your current or
potential SBA loan?

A quick infusion of a smaller amount of cash to cover you right now?

Capital to cover the cost of retaining employees?

What do I 
apply for?

1. Paycheck Protection Program

2. Economic Injury Disaster Loans

3. Small Business Debt Relief Program
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SMALL BUSINESS 
DEBT RELIEF 
PROGRAM
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Debt Relief

• This program will provide immediate relief to small 

businesses with non-disaster SBA loans, in particular 7(a), 

504, and microloans. 

• Under it, SBA will cover all loan payments on these SBA 

loans, including principal, interest, and fees, for six months.

• This relief will also be available to new borrowers who take 

out loans within six months of the bill being signed into law.

This is not a deferral! 

The SBA is providing debt relief by making these payments for 

the business owners. The debt relief is supposed to be 

automatic, but businesses should check in with their lenders. 
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Small Business Debt Relief Program FAQs
Which SBA loans are eligible for debt relief under this program?

• 7(a) loans not made under the Paycheck Protection Program (PPP), 504 loans, and microloans. Disaster loans are not 
eligible.

How does debt relief under this program work with a PPP loan?

• Borrowers may separately apply for and take out a PPP loan, but debt relief under this program will not apply to a 
PPP loan.

How do I know if I’m eligible for a 7(a), 504, or microloan?

• In general, businesses must meet size standards (https://www.sba.gov/size-standards/), be based in the U.S., be able to 
repay, and have a sound business purpose. Each program has different requirements, see https://www.sba.gov/funding-
programs/loans for more details.

I am unfamiliar with SBA loans, can anyone help me apply?

• Yes, SBA resource partners are available to help guide you through the loan application process.

• You can find your nearest Small Business Development Center (SBDC) or Women’s Business Center at this link 
https://www.sba.gov/local-assistance.

• You also can contact us directly at www.wbdc.org.

https://www.sba.gov/size-standards/
https://www.sba.gov/funding-programs/loans
https://www.sba.gov/local-assistance
http://www.wbdc.org/
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A FINAL REMINDER

If you need access to SBA Loans under the 

CARES Act to help you through these 

challenging and uncertain economic time apply as 

soon as possible! 

• The economic magnitude of the COVID-19 

disaster is staggering, since small businesses 

across the U.S. are impacted. 

• Remember, the SBA (for EIDLs) and Banks (for 

PPP loans) will be receiving loan applications from 

across the country.
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THANK  YOU
WWW.WBDC.ORG

Disclaimer: The information is current as of 4/2/2020. The Applicant Guide was
created by the WBDC Midwest. No changes can be made without their consent.

http://www.wbdc.org/
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