
 
 
 
 
 
 
 
 

 

 

Dear PPP Borrower, 

The following instructions will help you as you submit your PPP forgiveness application to 

Cache Valley Bank using the SBA’s current requirements.  We’ve created videos for each of the 

different applications to help you through the process.  We encourage you to watch the videos 

because it will answer a lot of common questions we receive. 

 

First: Determine which application you should use.   

1) If your PPP loan is $50,000 or less you should use the 3508S Form.  

  

3508 S Form 

Application 

Instructions 

Video 

 

2) If your loan is over $50,000 follow the hyperlink below to the 3508 EZ instructions to see 

if you qualify to apply using the EZ form. If you are able to check one of the three boxes, 

located on the EZ application you will be able to file for forgiveness using the EZ form 

which is both shorter and simpler.  If you are not able to file the EZ form you’ll need to 

fill out the regular application which is a bit lengthier.  Follow these links that have the 

instructions, applications, and videos for whichever application applies to your situation. 

 

3508 EZ Form 

Application 

Instructions 

Video 

3508 Regular Form 

Application 

Instructions 

Video 

 

https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Form-3508S.pdf
https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Form-3508S-Instructions.pdf
https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Form-3508S-Instructions.pdf
https://youtu.be/kKcZQoY6-wI
https://home.treasury.gov/system/files/136/PPP-Forgiveness-Application-3508EZ.pdf
https://home.treasury.gov/system/files/136/PPP-Forgiveness-Application-3508EZ.pdf
https://home.treasury.gov/system/files/136/PPP-Loan-Forgiveness-Application-Form-EZ-Instructions.pdf
https://youtu.be/G_3AfpmfVQg
https://home.treasury.gov/system/files/136/3245-0407-SBA-Form-3508-PPP-Forgiveness-Application.pdf
https://home.treasury.gov/system/files/136/3245-0407-SBA-Form-3508-PPP-Forgiveness-Application.pdf
https://www.sba.gov/sites/default/files/2020-10/3508-Instructions-PPP%20Loan%20Forgiveness%20Application%20Instructions%20%28Revised%206.16.2020%29-508_1.pdf
https://www.sba.gov/sites/default/files/2020-10/3508-Instructions-PPP%20Loan%20Forgiveness%20Application%20Instructions%20%28Revised%206.16.2020%29-508_1.pdf
https://youtu.be/9lt_k9hYWWE


Second: Gather the required documentation.  You are required to send us documentation to 

verify how the PPP funds were used.  Below is the list of documents the SBA is requiring us to 

gather.  If you are able to use the full amount of the loan on payroll costs, you only have to send 

documentation for payroll – no other documentation will be required.  For borrower’s applying 

using the 3508S form, we will not be reviewing the documentation to verify your calculations.  

For all others, we are required to do a good faith review of what you submit.   

 

Payroll Documentation:  Documentation verifying the eligible cash compensation and non-cash 

benefit payments from the Covered Period or the Alternative Payroll Covered Period 

consisting of each of the following:  

1. Tax forms or equivalent PEO forms: 

a. Form 941 for Q1 and Q2 2020 (possibly Q3 depending on when the covered 

period ends); and 

b. State quarterly business and individual employee wage reporting and 

unemployment insurance tax filings reported, or that will be reported, to the 

relevant state; 

i. For Example: Utah-Form 33H; California-Form DE9; 

2. If applicable, payment receipts, cancelled checks, or account statements showing 

employer contributions to employee health insurance and retirement plans.  

 

Non-payroll Documentation:  

1. Business mortgage interest payments  

a. Copy of lender amortization schedule and receipts or cancelled checks verifying 

eligible payments; or  

b. Lender account statements from February 2020 continuing one month after then 

end of your covered period. 

2. Business rent or lease payments  

a. Copy of current lease agreement and receipts or cancelled checks verifying 

eligible payments from the Covered Period; or  

b. Lessor account statements from February 2020 continuing one month after then 

end of your covered period. 

3. Business utility payments  

a. Copy of invoices from February 2020 and those paid during the Covered Period 

and receipts, cancelled checks, or account statements verifying those eligible 

payments 

 

Proof of Payment 

1. Bank account statements, payment receipts, or cancelled checks, showing proof of 

distribution for eligible payroll costs, mortgage interest payments, business rent or lease 

payments, and business utility payments.   



Some important notes about the documentation: 

1. If you have filed or have what you intend on submitting for Q3 tax documents (941’s and 

State Unemployment Filings) please include that with your documentation.  

2. Please highlight your bank statements to show payroll costs, rent, utility, or mortgage 

interest payments that you wish to include for forgiveness.  

3. If you have a Professional Employer Organization company or are a sole proprietor and 

do not file or have access to quarterly tax documents please include a signed memo 

explaining your situation and we’ll go through them on a case by case basis. 

4. If you have in house payroll documents that list your payroll costs for each pay period 

please include those for your covered period to help expedite the process. 

Third: Once you have gathered all of the documentation and completed the application, please 

zip or compress all of your files and application into one folder.  Name your file with your 

loan number followed by your business name (EX 1234567890 Example Company) and upload 

it at the following link: 

https://ppp.cachevalleybank.com/ 

 

If you have any questions please feel free to reach out to Cache Valley Bank’s PPP forgiveness 

hotline at 855-753-1161.  We will contact you if we are missing any documentation and will 

notify you when we receive communication from the SBA.  Bear in mind, the SBA has up to 

ninety (90) days to make a determination on forgiveness. 

 

Thank you, 

Cache Valley Bank’s PPP Forgiveness Team 

 

https://ppp.cachevalleybank.com/

