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Process or Forms
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Recall to get your loan you took your
Average monthly payroll X 2.5

$20,000 X 2.5 = $50,000

In example monthly payroll is $20,000

1.monthly payroll is $20,000 
2.semimonthly Payroll is $10,000 
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Document your LFP
24 week period

1.Know your start date
2.Use the Excel Calendar on website 
3.Mark your payroll dates in the Calendar
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Semimonthly Payroll is 
$10,000 from example
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1.Start with total of first payroll in LFP
2. Add second payroll, start an 

accumulative total column

To

Semimonthly Payroll is 
$10,000 from example
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2. Add second payroll in accumulative 
total column

3.Add payrolls in sequence until

To

Accumulative total of all 
payrolls in sequence is equal 
to or greater than your PPP 
loan amount
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Semimonthly Payroll is 
$10,000 from example

In the example 
• The first 5 are equal to your PPP loan

• You will not have such nice round numbers
• You may have to use a portion of the 6th or 7th payroll
• This will also be the only transactions you need to 

use in the Adjustments to Shared Cluster Expense
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1. The PPP loan amount will be forgiven with 
your payroll expense equal to the loan

2. The loan amount will eventually become 
“Loan forgiveness income”

3. The income offsets(pays for) your  payroll 
so you do NOT bill the cluster

In this example 
• The first 5 payrolls will have their amount 

covered by the loan forgiveness
• The 6th payroll will be where the Cluster will 

again start to share the payroll expenses
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In a more realistic example 

• The first 5 payrolls do not fully cover the loan
• $1,000 from the 6th payroll is needed to cover the loan

Only then 
• The Cluster will share $9,000 of the 6th payroll

To do the calculations on the 
payroll you meet and exceed 
your PPP loan amount (6th payroll) 

PPP Loan amount less previous payroll accumulated total = remaining 
amount needed to cover the loan

$50,000 – 49,000 = 1000

To calculate the amount the Cluster will then share 
Total 6th payroll less the amount calculated above = the amount the 

Cluster will share
$10,000 – 1,000 = $9,000
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1. We have to adhere to accounting 
standards

2. Those standards are called GAAP
3. GAAP Prevents a loan from being 

entered as income

1. GAAP directs that the PPP Loan and 
the EIDL Advance be placed into a 
liability accounts

2. Prevents a loan forgiveness becoming 
income until the forgiveness becomes 
official

3. Create specific income accounts for 
loan forgiveness
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