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• Why have an audit

• What to expect

• How to prepare

• Added Bonus-PPP Loan Forgiveness Discussion

Overview
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Twas the night 
before the 
audit…….
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Reasons to 
have an audit

Bylaws

State requirements

Grant requirements

Transparency

Internal controls

Loan covenants
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• As the auditee you should expect

• Communication

• No major surprises

• Partnership

• As the auditor we expect

• Cooperation

• Readiness

• Partnership

Expectations
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• Communicate early and often

• Changes from prior year

• Deadlines

• Two-way communication

• Methods/Timing

• Face to face

• Phone

• Electronic

• Timing

Helpful Tips
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• Discussing Changes

• Organizational

• Staffing

• Funding

• Controls

Helpful Tips
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• Plan ahead

• Planning letter

• Timing of actual work

• Set Timetables

• Review last year’s result

Helpful Tip
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• Build on the past

• Review prior year process

• Audit Adjustments

• Management Letter/Suggestions

• Audit Report

Helpful Tips



www.cpabr.com | 10 | November 10, 2020

• Be Organized

• On going process

• Paper vs electronic

Helpful Tips
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• Be Accessible

• Process owners

• Status meetings

• Exit Conferences

Helpful Tips
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• Review results

• Findings

• Controls

• Adjustments

Helpful Tips
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Applying For Forgiveness

• Form 3508 

• Form 3508EZ

• Form 3508S (new)
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• Instructions

• 5 Pages of instructions

• 2 Pages of documentation required

• Application

• 4 Pages of forms to complete

• 1 Page of certifications – will need to sign

SBA Form 3508
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• Page 1 – PPP Loan Forgiveness Calculation Form

• Page 3 – PPP Schedule A

• Page 4 – PPP Schedule A Worksheet 

• TABLE 1 - employees in covered period </= $100K in 
2019

• TABLE 2 – employees in covered period > $100K in 2019

• FTE Reduction Safe Harbor 2

• Page 5 – Demographic Info Form (Optional) 

• NEED TO WORK BACKWARDS TO COMPLETE THE APPLICATION

What are the 4 Forms?
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PPP Borrower Demographic Information Form 
(Optional) - (Page 5)
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Schedule A Worksheet – Table 1 (Page 4)
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Schedule A Worksheet – Table 2 (Page 4)



www.cpabr.com | 19 | November 10, 2020

Schedule A Worksheet – Table 1 vs Table 2 
(Page 4)
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• There is no formal Table 3

• Owners are not included in Table 1 or Table 2

• Required to list owners if more than 1

Table 3 (Sort of)
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PPP Schedule A (Page 3)
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PPP Schedule A (Page 3) (continued)
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PPP Loan Forgiveness Calculation Form 
(Page 1)
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PPP Loan Forgiveness Calculation Form 
(Page 1)(continued)
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Completing Loan Forgiveness Application (Pg. 2)

• Need to review, initial and sign various certifications

• Similar to certifications made when applying

This is only part of Page 2 – it is a full page in length
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Documentation – Submit 
(Instructions Pages 6/7)
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Documentation – Maintain 
(Instructions Page 6/7)
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• Instructions

• 3 Pages of instructions

• 1 Page of documentation required

• Application

• 2 Pages of forms to complete

• 1 Page of certifications – will need to sign

SBA Form 3508EZ
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SBA Form 3508EZ Eligibility
(EZ Instructions Page 1)
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• No FTE or Salary Wage Reduction calculations

• Additional representations (due to above)

• No Schedule A

• No Tables

• Less documentation to submit

• More documentation to maintain

SBA Form 3508EZ vs 3508
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SBA Form 3508S

• Loans Under $50,000

• (Unless over $2m with affiliates)

• Exempt from FTE reductions

• Exempt from Salary/Wage Reductions

• 69% of the loans but only 12% of the $

• 1 page form, less documents to submit, no 
calculations to show
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PPP Service Types

• Option 1 - Prepare
• PPP Loan Forgiveness Application Assembly;

• Organization of documentation supporting PPP Loan 
Forgiveness Application;

• Guidance with PPP submission to lending institute; and

• Questions regarding PPP and related processes

• Option 2 - Review
• Evaluation of the loan forgiveness qualifications;

• Evaluation of the loan forgiveness calculations; and

• Questions regarding PPP and related processes
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Questions?
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