Hello Small Business Owner,

You may have heard that the Federal Government just passed the CARES Act to help with the effects of
Covid-19 on the economy. This relief measure allocates $350 billion to help small businesses. Eligible
businesses are:

eligible non-profits, Veterans organizations, Tribal concerns, sole proprietorships,
self-employed individuals, and independent contractors described in the Small
Business Act — with 500 or fewer employees...

In order to take advantage of the CARES Act, eligible businesses must apply through the Small Business
Association (SBA) Website for an Economic Injury Disaster Loan (EIDL). For the Paycheck Protection
Program (PPP), business must apply through SBA 7(a) lenders. This packet is a collection of information
that we thought might be helpful to guide you through the process. To access the SBA EIDL application,
you can use the following link:

https://covid19relief.sha.gov/#/

You may also use this link to check your eligibility for other New Jersey State Benefits:

https://assistance.business.nj.gov/

Additionally, if you have business continuity insurance, consider filing a claim even if you do not think the
Covid-19 pandemic is covered. There is New Jersey legislation pending (New Jersey Bill A-3844) that
would require your insurance provider to provide you with assistance even if your policy does not
specially require coverage. This would apply to businesses with less than 100 employees. Further, your
insurance company may be flexible at this time.

We are collecting email addresses for businesses that wish to receive additional information as we
receive it. If you'd like to be on this list, you can contact use at:

rutgers.covid19sbr@gmail.com

You may also send us questions and we will direct you to organizations that we think are best suited to
help. We wish you well during these uncertain times and hope that this information can help you through
it!

Kindly,
The Rutgers Law Community

Note on the role of this information:

As Rutgers Law School students, we are pleased to support members of the public in understanding the
law and legal concepts. However, we are not lawyers yet, and we are not able to give legal advice. We
cannot apply the law or legal concepts to a particular set of facts. This packet is meant to provide helpful
materials, but not to offer any legal conclusions about the CARES Act or relief eligibility.
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Coronavirus (COVID-19): Small Business
Guidance & Loan Resources

Health and government officials are working together to maintain the safety, security, and health of
the American people. Small businesses are encouraged to do their part to keep their employees,
customers, and themselves healthy.

Content
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The Paycheck Protection Program prioritizes millions of Americans employed by small businesses by authorizing up to $349 billion

toward job retention and certain other expenses.

Small businesses and eligible nonprofit organizations, Veterans organizations, and Tribal businesses described in the Small Business
Act, as well as individuals who are self-employed or are independent contractors, are eligible if they also meet program size
standards.

Under this program:

o Eligible recipients may qualify for a loan up to $10 million determined by 8 weeks of prior average payroll plus an additional 25%
of that amount.

o Loan payments will be deferred for six months.

o |f you maintain your workforce, SBA will forgive the portion of the loan proceeds that are used to cover the first 8 weeks of payroll

and certain other expenses following loan origination.

Click here to learn more.

Economic Injury Disaster Loans and Loan Advance

To apply for a COVID-19 Economic Injury Disaster Loan, click here.

In response to the Coronavirus (COVID-19) pandemic, small business owners in all U.S. states, Washington D.C., and territories are
eligible to apply for an Economic Injury Disaster Loan advance of up to $10,000.
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aavance WIll proviae eCOnomIC relier To bUSINESSES TNat are cUrrently experiencing a temporary 10ss OT revenue. Fundas will be madae
available within three days of a successful application, and this loan advance will not have to be repaid.

SBA Debt Relief

The SBA Debt Relief program will provide a reprieve to small businesses as they overcome the challenges created by this health crisis.
Under this program:

o The SBA will also pay the principal and interest of new 7(a) loans issued prior to September 27, 2020.
o The SBA will pay the principal and interest of current 7(a) loans for a period of six months.

SBA Express Bridge Loans

Express Bridge Loan Pilot Program allows small businesses who currently have a business relationship with an SBA Express Lender

to access up to $25,000 with less paperwork. These loans can provide vital economic support to small businesses to help overcome
the temporary loss of revenue they are experiencing and can be a term loans or used to bridge the gap while applying for a direct SBA
Economic Injury Disaster loan. If a small business has an urgent need for cash while waiting for decision and disbursement on

Economic Injury Disaster Loan, they may qualify for an SBA Express Disaster Bridge Loan.

Terms

o Upto $25,000
o Fastturnaround
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Find an Express Bridge Loan Lender by connecting with your local SBA District Office.

Guidance for Businesses and Employers

The President's Coronavirus Guidelines for America - 15 Days to Slow the Spread

The Centers for Disease Control and Prevention (CDC) offers the most up-to-date information on COVID-19. This interim guidance is
based on what is currently known about the coronavirus disease 2019 (COVID-19). For updates from CDC, please see the following:

o Interim Guidance for Businesses and Employers to Plan and Respond to Coronavirus Disease 2019 (COVID-19)
o Preventing Stigma Related to COVID-19

o Share Facts about COVID-19

o CDC Coronavirus Disease 2019 (COVID-19) Web page

o Information on Coronavirus Disease 2019 (COVID-19) Prevention, Symptoms and FAQ

The following interim guidance may help prevent workplace exposures to acute respiratory illnesses, including COVID-19, in non-
healthcare settings. The guidance also provides planning considerations if there are more widespread, community outbreaks of
COVID-19.

To prevent stigma and discrimination in the workplace, use the guidance described below and on the CDC’s Guidance for Businesses

and Employers web page.
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o Actively encourage sick employees to stay home
o Separate sick employees
o Emphasize staying home when sick, respiratory etiquette and hand hygiene by all employees
o Perform routine environmental cleaning
o Advise employees before traveling to take certain steps
o Checkthe CDC’s Traveler’s Health Notices for the latest guidance and recommendations for each country to which you will

travel. Specific travel information for travelers going to and returning from designated countries with risk of community
spread of Coronavirus, and information for aircrew, can be found on the CDC website.
o Additional Measures in Response to Currently Occurring Sporadic Importations of the COVID-19:
o Employees who are well but who have a sick family member at home with COVID-19 should notify their supervisor and

refer to CDC guidance for how to conduct a risk assessment of their potential exposure.

o Ifan employee is confirmed to have COVID-19, employers should inform fellow employees of their possible exposure to
COVID-19 in the workplace but maintain confidentiality as required by the Americans with Disabilities Act (ADA).
Employees exposed to a co-worker with confirmed COVID-19 should refer to CDC guidance for how to conduct a risk

assessment of their potential exposure.

Common Issues Small Businesses May Encounter:

o Capital Access - Incidents can strain a small business's financial capacity to make payroll, maintain inventory and respond to
market fluctuations (both sudden drops and surges in demand). Businesses should prepare by exploring and testing their capital
access options so they have what they need when they need it. See SBA’s capital access resources.

o Workforce Capacity - Incidents have just as much impact on your workers as they do your clientele. It’s critical to ensure they
have the ability to fulfill their duties while protected.

o Inventory and Supply Chain Shortfalls - While the possibility could be remote, it is a prudent preparedness measure to ensure
you have either adequate supplies of inventory for a sustained period and/or diversify your distributor sources in the event one
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and starr by Increasing tne Trequency and INTeNsITty by WNICh your busINess CONAUCTs Cleaning oT surtaces rrequently touched by
occupants and visitors. Check your maintenance contracts and supplies of cleaning materials to ensure they can meet increases
in demand.

o Insurance Coverage Issues - Many businesses have business interruption insurance; Now is the time to contact your insurance
agent to review your policy to understand precisely what you are and are not covered for in the event of an extended incident.

o Changing Market Demand - Depending on the incident, there may be access controls or movement restrictions established
which can impede your customers from reaching your business. Additionally, there may be public concerns about public
exposure to an incident and they may decide not to go to your business out of concern of exposing themselves to greater risk.
SBA’s Resources Partners and District Offices have trained experts who can help you craft a plan specific to your situation to help

navigate any rapid changes in demand.

o Marketing - It’s critical to communicate openly with your customers about the status of your operations, what protective
measures you’ve implemented, and how they (as customers) will be protected when they visit your business. Promotions may
also help incentivize customers who may be reluctant to patronize your business.

o Plan - As a business, bring your staff together and prepare a plan for what you will do if the incident worsens or improves. It’s also
helpful to conduct a tabletop exercise to simulate potential scenarios and how your business management and staff might
respond to the hypothetical scenario in the exercise. For examples of tabletop exercises, visit FEMA’s website at:
https://www.fema.gov/emergency-planning-exercises

SBA Products and Resources

SBA is here to assist small businesses with accessing federal resources and navigating their own preparedness plans as described by
the CDC’s Guidance for Businesses and Employers.
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and veterans Business vutreacn Lenters. vwnen raced with a business need, use the SBA'S LOCal ASSIStance DIrecCtory to locate the

office nearest you.

Access to Capital

SBA provides a number of loan resources for small businesses to utilize when operating their business. For more information on
loans or how to connect with a lender, visit: https://www.sba.gov/funding-programs/loans.

o 7(a) program offers loan amounts up to $5,000,000 and is an all-inclusive loan program deployed by lending partners for eligible
small businesses within the U.S. States and its territories. The uses of proceeds include: working capital; expansion/renovation;
new construction; purchase of land or buildings; purchase of equipment, fixtures; lease-hold improvements; refinancing debt for
compelling reasons; seasonal line of credit; inventory; or starting a business.

o Express loan program provides loans up to $350,000 for no more than 7 years with an option to revolve. There is a turnaround
time of 36 hours for approval or denial of a completed application. The uses of proceeds are the same as the standard 7(a) loan.

o Community Advantage loan pilot program allows mission-based lenders to assist small businesses in underserved markets with
a maximum loan size of $250,000. The uses of proceeds are the same as the standard 7(a) loan.

o 504 loan program is designed to foster economic development and job creation and/or retention. The eligible use of proceeds is
limited to the acquisition or eligible refinance of fixed assets.

o Microloan program involves making loans through nonprofit lending organizations to underserved markets. Authorized use of
loan proceeds includes working capital, supplies, machinery & equipment, and fixtures (does not include real estate). The
maximum loan amount is $50,000 with the average loan size of $14,000.

Exporting Assistance

https://www.sba.gov/page/coronavirus-covid-19-small-business-guidance-loan-resources
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dairectly overseas, or tnose that export indirectly by seling to a customer that then exXports thelr products.

o Export Express loan program allows access to capital quickly for businesses that need financing up to $500,000. Businesses can
apply for a line of credit or term note prior to finalizing an export sale or while pursuing opportunities overseas, such as
identifying a new overseas customer should an export sale be lost due to COVID-19.

o Export Working Capital program enables small businesses to fulfill export orders and finance international sales by providing
revolving lines of credit or transaction-based financing of up to $5 million. Businesses could use a loan to obtain or retain
overseas customers by offering attractive payment terms.

o International Trade loan program helps small businesses engaged in international trade to retool or expand to better compete
and react to changing business conditions. It can also help exporting firms to expand their sales to new markets or to re-shore
operations back to the U.S.

Government Contracting

SBA is focused on assisting with the continuity of operations for small business contracting programs and small businesses with
federal contracts. For more information on federal contracting, visit https://www.sba.gov/federal-contracting/contracting-guide

More specifically:

o 8(a)Business Development program serves to help provide a level playing field for small businesses owned by socially and

economically disadvantaged people or entities, and the government limits competition for certain contracts to businesses that
participate. The 8(a) program offer and acceptance process is available nationwide, and the SBA continues to work with federal
agencies to ensure maximum practicable opportunity to small businesses. 8(a) program participants should stay in touch with
their Business Opportunity Specialist (BOS).

https://www.sba.gov/page/coronavirus-covid-19-small-business-guidance-loan-resources
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regarding an apptication, please contact tne HUBZone Help besK at nubzone@sba.gov.

o Women-owned Small Business firms who have questions, please visit www.sba.gov/wosbready or write to wosb@sba.gov.

If a situation occurs that will prevent small businesses with government contracts from successfully performing their contract, they
should reach out to their contracting officer and seek to obtain extensions before they receive cure notices or threats of termination.
The SBA’s Procurement Center Representatives can assist affected small businesses to engage with their contracting officer. Use the
Procurement Center Representative Directory to connect with the representative nearest you.

Local Assistance

SBA works with a number of local partners to counsel, mentor, and train small businesses. The SBA has 68 District Offices, as well as
support provided by its Resource Partners, such as SCORE offices, Women’s Business Centers, Small Business Development Centers
and Veterans Business Outreach Centers. When faced with a business need, use the SBA’s Local Assistance Directory to locate the

office nearest you.

What We Do SBA Team
Newsroom SBA Performance
FOIA Inspector General
Contact SBA Privacy Policy
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Sign up for SBA email updates

U.S. Small Business Administration409 3rd St, SW. Washington DC 20416
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Paycheck Protection Program

The Paycheck Protection Program prioritizes millions of Americans employed by small businesses
by directing $349 billion towards job retention and business operating expenses.

Content

Program Overview
Eligibility
Other Assistance

Program Overview

The Paycheck Protection Program is designed to provide a direct incentive for small businesses to keep their workers on payroll by
providing each small business a loan up to $10 million for payroll and certain other expenses.
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Eligibility

Businesses - including eligible non-profits, Veterans organizations, Tribal concerns, sole proprietorships, self-employed individuals,
and independent contractors described in the Small Business Act - with 500 or fewer employees may apply.

Businesses in certain industries may have more than 500 employees if they meet the SBA’s size standards for those industries.

Other Assistance

In response to the Coronavirus (COVID-19) pandemic, small business owners in all U.S. states, Washington D.C., and territories are
currently eligible to apply for disaster assistance.

Enhanced Debt Relief is also available in SBA’s other business loan programs to help small businesses overcome the challenges

created by this health crisis.
For information on additional Lending options, please click here.

SBA provides local assistance via 68 district offices and a nationwide network of resource partners. To find resources near you, please
click here.
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CORONAV RUS

EMERGENCY LOANS

Small Business Guide and Checklist

The Coronavirus Aid, Relief, and Economic Security (CARES)
Act allocated $350 billion to help small businesses keep
workers employed amid the pandemic and economic
downturn. Known as the Paycheck Protection Program,

the initiative provides 100% federally guaranteed loans to

small businesses who maintain their payroll during

this emergency.

AARRN Importantly, these loans may be forgiven if borrowers

m maintain their payrolls during the crisis or restore their

payrolls afterward.

The administration soon will release more details including
the list of lenders offering loans under the program. In the

meantime, the U.S. Chamber of Commerce has issued

this guide to help small businesses and self-employed

individuals prepare to file for a loan.

Here are the questions you may be asking—
and what you need to know.

14



(ll Am | ELIGIBLE?

You are eligible if you are:

« A small business with fewer than 500 employees

- Asmall business that otherwise meets the SBA's size standard
« A 501c)(3) with fewer than 500 employees

. Anindividual who operates as a sole proprietor

- Anindividual who operates as an independent contractor

- Anindividual who is self-employed who regularly carries on any
trade or business

- A Tribal business concern that meets the SBA size standard
« A 501c)(19) Veterans Organization that meets the SBA size standard

In addition, some special rules may make you eligible:

- If you are in the accommodation and food services sector (NAICS 72),
the 500-employee rule is applied on a per physical location basis

- If you are operating as a franchise or receive financial assistance
from an approved Small Business Investment Company the normal
affiliation rules do not apply

REMEMBER: The 500-employee threshold includes all employees:
full-time, part-time, and any other status.

>3 What will lenders be

? NOT LOOK
LOOKING FOR? FOR

In evaluating eligibility, lenders are directed to consider whether

the borrower was in operation before February 15, 2020 and had
employees for whom they paid salaries and payroll taxes or paid
independent contractors.

Lenders will also ask you for a good faith certification that:

1. The uncertainty of current economic conditions makes the loan
request necessary to support ongoing operations

2. The borrower will use the loan proceeds to retain workers and
maintain payroll or make mortgage, lease, and utility payments

3. Borrower does not have an application pending for a loan
duplicative of the purpose and amounts applied for here

4. From Feb. 15, 2020 to Dec. 31, 2020, the borrower has not
received a loan duplicative of the purpose and amounts applied
for here (Note: There is an opportunity to fold emergency loans
made between Jan. 31, 2020 and the date this loan program
becomes available into a new loan)

If you are an independent contractor, sole proprietor, or self-employed
individual, lenders will also be looking for certain documents

(final requirements will be announced by the government) such as
payroll tax filings, Forms 1099-MISC, and income and expenses from
the sole proprietorship.

Prepared by the U.S. CHAMBER OF COMMERCE




How much can |

4 BORROW?

Loans can be up to 2.5 x the borrower’s
average monthly payroll costs, not to
exceed $10 million.

How do | calculate my average monthly
PAYROLL COSTS? Maximum loan =

2.5 X Average total monthly
payroll costs incurred during
ey PAYROLL the year prior to the loan date

sum of

For businesses not
operational in 2019:

2.5 X Average total monthly
payroll costs incurred for
January and February 2020

1. For Employers: The sum of payments of any compensation with
respect to employees that is a:

- salary, wage, commission, or similar compensation,
- payment of cash tip or equivalent; SEASONAL EMPLOYERS:
- payment for vacation, parental, family, medical, or sick leave

« allowance for dismissal or separation
. payment required for the provisions of group health care benefits, 2.5 X Average total monthly

including insurance premiums payments for payroll costs for
- payment of any retirement benefit the 12-week period beginning
February 15, 2019 or March 1,
2019 (decided by the loan
recipient) and ending

Maximum loan =

« payment of state or local tax assessed on the compensation
of the employee

2. For Sole Proprietors, Independent Contractors, and Self-Employed
Individuals: The sum of payments of any compensation to or
income of a sole proprietor or independent contractor that is a June 30, 2019
wage, commission, income, net earnings from self-employment, or
similar compensation and that is in an amount that is not more than
$100,000 in one year, as pro-rated for the covered period.

D (A¥Ip =] Payroll Cost:

. Compensation of an individual employee in excess of an annual salary
of $100,000, as prorated for the period February 15, to June 30, 2020

2. Payroll taxes, railroad retirement taxes, and income taxes

3. Any compensation of an employee whose principal place of
residence is outside of the United States

4. Qualified sick leave wages for which a credit is allowed under section
7001 of the Families First Coronavirus Response Act (Public Law 116—
5127); or qualified family leave wages for which a credit is allowed
under section 7003 of the Families First Coronavirus Response Act

Prepared by the U.S. CHAMBER OF COMMERCE 16



Will this loan be
FORGIVEN?

Borrowers are eligible to have their loans forgiven.

How Much?

A borrower is eligible for loan forgiveness equal to the amount the
borrower spent on the following items during the 8-week period
beginning on the date of the origination of the loan:

- Payroll costs (using the same definition of payroll costs used to
determine loan eligibility)

- Interest on the mortgage obligation incurred in the ordinary
course of business

« Renton a leasing agreement

- Payments on utilities (electricity, gas, water, transportation,
telephone, or internet)

- For borrowers with tipped employees, additional wages
paid to those employees

The loan forgiveness cannot exceed the principal.

How could the forgiveness be reduced?

WHAT'S
NEXT?

Look out for more

information about eligible
lenders and additional

loan guidance.

Visit sba.gov for updates.

The amount of loan forgiveness calculated above is reduced if there

is a reduction in the number of employees or a reduction of greater

than 25% in wages paid to employees. Specifically:

Reduction based on reduction of number of employees

Average Number of

PAYROLL Full-Time Equivalent Y
COST Employees (FTEs) [r—
Calculated Per Month for the °
on page 2 8-Weeks Beginning

on Loan Origination

Reduction based on reduction in salaries

PAYROLL

Option 1:
Average number of FTEs per month from
February 15, 2019 to June 30, 2019

Option 2:
Average number of FTEs per month from
January 1, 2020 to February 29, 2020

For Seasonal Employers:
Average number of FTEs per month from
February 15, 2019 to June 30, 2019

COST For any employee who did not earn during any pay period in 2019 wages

Calculated
on page 2

— at an annualized rate more than $100,000, the amount of any reduction in
wages that is greater than 25% compared to their most recent full quarter.

What if | bring back employees or restore wages?

Reductions in employment or wages that occur during the period

beginning on February 15, 2020, and ending 30 days after enactment
of the CARES Act, (as compared to February 15, 2020) shall not reduce

the amount of loan forgiveness IF by June 30, 2020 the borrower
eliminates the reduction in employees or reduction in wages.

Prepared by the U.S. CHAMBER OF COMMERCE
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U.S. Small Business Administration
DISASTER BUSINESS LOAN APPLICATION

OMB No.: 3245-0017
Expiration: 08/31/2021

%, o ;\L P\/\\O FOR SBA INTERNAL USE ONLY Date Received Location By
Physical Declaration Number Filing Deadline Date
Economic Injury Declaration Number Filing Deadline Date
FEMA Registration Number SBA Application Number

(if known)

1. ARE YOU APPLYING FOR:

L] Physical Damage -- Indicate type of damage [ ] Military Reservist EIDL (MREIDL)
(complete the following)
D Real Property D Business Contents * Name of Essential Employee

[ ] Economic Injury (EIDL) * Employee's Social Security Number

PLEASE PROVIDE ALL INFORMATION OR DOCUMENTATION REQUESTED IN THE ATTACHED FILING REQUIREMENTS.

* For information about these questions, see the attached Statements Required by Laws and Executive Orders.
Apply online at https://disasterloan.sba.gov/ela/ OR send completed applications to:
U.S. Small Business Administration, Processing and Disbursement Center, 14925 Kingsport Road, Fort Worth, Texas 76155

2. ORGANIZATION TYPE *Sole Proprietors should complete form 5C

[ ] Partnership [] Limited Partnership [] Limited Liability Entity
[] corporation [] Nonprofit Organization [] Trust [ ] other:
3. APPLICANT'S LEGAL NAME 4. FEDERAL E.I.N. (if applicable)
5. TRADE NAME (if different from legal name) 6. BUSINESS PHONE NUMBER (including area code)
7. MAILING ADDRESS I:l Business I:’ Home I:l Temp I:’ Other
Number, Street, and/or Post Office Box City County State Zip
8. DAMAGED PROPERTY ADDRESS(ES) BUSINESS PROPERTY IS:
(If you need more space, attach additional sheets.) |:| Same as mailing address |:| Owned |:| Leased
Number and Street Name City County State Zip

9. PROVIDE THE NAME(S) OF THE INDIVIDUAL(S) TO CONTACT FOR:

Loss Verification Inspection Information necessary to process the Application
Name Name
Telephone Number Telephone Number
10. ALTERNATE WAY TO CONTACT YOU
[] Cell Number [] E-mail
[ ] Fax Number [ ] Other
11. BUSINESS ACTIVITY: 12. NUMBER OF EMPLOYEES (pre-disaster):
13. DATE BUSINESS ESTABLISHED: 14. CURRENT MANAGEMENT SINCE:
15. AMOUNT OF ESTIMATED LOSS:
If unknown, enter a question mark D Real Estate D Inventory
|:| Machinery & Equipment D Leasehold Improvements
16. INSURANCE COVERAGE (IF ANY)
(If you need more space, attach additional sheets.) Coverage Type:

Name of Insurance Company and Agent

Phone Number of Insurance Agent Policy Number

SBA Form 5 (05-18) Ref SOP 50 30
Page 1 of 6
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17. OWNERS (Individuals and businesses.) Complete for each: 1) proprietor, or 2) limited partner who owns 20% or more interest and each

(If you need more space attach additional sheets.) general partner, or 3) stockholder or entity owning 20% or more voting stock.

Legal Name Title/Office % Owned |E-mail Address

SSN/EIN* Marital Status Date of Birth* Place of Birth* Telephone Number (area code) US Citizen
[ Jyes[ ]No

Mailing Address City State Zip

Legal Name Title/Office % Owned |E-mail Address

SSN/EIN* Marital Status Date of Birth* Place of Birth* Telephone Number (area code) US Citizen
|:| Yes |:| No

Mailing Address City State Zip

* For information about these questions, see the attached Statements Required by Laws and Executive Orders.

Business Entity Owner EIN Type of Business % Ownership

Name

Mailing Address City State Zip Code

E-mail Address Phone

18. For the applicant business and each owner listed in item 17, please respond to the following questions, providing dates and details on any
question answered YES (Attach an additional sheet for detailed responses).

a. Has the business or a listed owner ever been involved in a bankruptcy or insolvency proceeding? ...................... D Yes D No
b. Does the business or a listed owner have any outstanding judgments, tax liens, or pending lawsuits againstthem? .......... |:| Yes |:| No
c. Inthe past year, has the business or a listed owner been convicted of a criminal offense committed during and in

connection with a riot or civil disorder or other declared disaster, or ever been engaged in the production or distribution of any

product or service that has been determined to be obscene by a court of competent jurisdiction? . ...................... D Yes D No
d. Has the business or a listed owner ever had or guaranteed a Federal loan or a Federally guaranteed loan? ............... [] Yes [] No
e. Is the business or a listed owner delinquent on any Federal taxes, direct or guaranteed Federal loans (SBA, FHA, VA,

student, etc.), Federal contracts, Federal grants, or any child support payments? ............ ... .. .. . ... |:| Yes D No
f. Does any owner, owner's spouse, or household member work for SBA or serve as a member of SBA's SCORE, ACE, or

AAVISOTY COUNGII? . . .ottt et e et e e e e e e e e e e D Yes D No
g. Is the applicant or any listed owner currently suspended or debarred from contracting with the Federal government or receiving

Federal grants OF [08NS? . . .. ... ittt e e |:| Yes D No

19. Regarding you or any joint applicant listed in ltem 17:

a) are you presently subject to an indictment, criminal information, arraignment, or other means by which formal criminal charges are brought in
any jurisdiction; b) have you been arrested in the past six months for any criminal offense; c) for any criminal offense - other than a minor vehicle
violation - have you ever: 1) been convicted, 2) plead guilty, 3) plead nolo contendere, 4) been placed on pretrial diversion, or 5) been placed on

any form of parole or probation (including probation before jud nt)?
y P P ( 9P ! gﬁYéS |:|No If yes, Name:

20. PHYSICAL DAMAGE LOANS ONLY. If your application is approved, you may be eligible for additional funds to cover the cost of mitigating
measures (real property improvements or devices to minimize or protect against future damage from the same type of disaster event).
It is not necessary for you to submit the description and cost estimates with the application. SBA must approve the mitigating measures
before any loan increase. By checking this box, | am interested in having SBA consider this increase.

21. If anyone assisted you in completing this application, whether you pay a fee for this service or not, that person must print and sign their name
in the space below.

Name and Address of Representative (please include the individual name and their company)

(Signature of Individual) (Print Individual Name)
(Name of Company) Phone Number (include Area Code)
Street Address, City, State, Zip Fee Charged or Agreed Upon
Unless the NO box is checked, | give permission for SBA to discuss any portion of this application with the representative listed above. NO I:’

AGREEMENTS AND CERTIFICATIONS

On behalf of the undersigned individually and for the applicant business:

1/We authorize my/our insurance company, bank, financial institution, or other creditors to release to SBA all records and information necessary to process this application.

If my/our loan is approved, additional information may be required prior to loan closing. |/We will be advised in writing what information will be required to obtain my/our loan funds.

1/We hereby authorize the SBA to verify my/our past and present employment information and salary history as needed to process and service a disaster loan.

I/We authorize SBA, as required by the Privacy Act, to release any information collected in connection with this application to Federal, state, local, tribal or nonprofit organizations (e.g. Red Cross
Salvation Army, Mennonite Disaster Services, SBA Resource Partners) for the purpose of assisting me with my/our SBA application, evaluating eligibility for additional assistance, or notifying me of
the availability of such assistance.

1/We will not exclude from participating in or deny the benefits of, or otherwise subject to discrimination under any program or activity for which I/we receive Federal financial assistance from
SBA, any person on grounds of age, color, handicap, marital status, national origin, race, religion, or sex.

1/We will report to the SBA Office of the Inspector General, Washington, DC 20416, any Federal employee who offers, in return for compensation of any kind, to help get this loan approved. I/We
have not paid anyone connected with the Federal government for help in getting this loan.

CERTIFICATION AS TO TRUTHFUL INFORMATION: By signing this application, you certify that all information in your application and submitted with your application is true and correct to the best
of your knowledge, and that you will submit truthful information in the future.

WARNING: Whoever wrongfully misapplies the proceeds of an SBA disaster loan shall be civilly liable to the Administrator in an amount equal to one-and-one half times the original principal
amount of the loan under 15 U.S.C. 636(b). In addition, any false statement or misrepresentation to SBA may result in criminal, civil or administrative sanctions including, but not limited to: 1)
fines and imprisonment, or both, under 15 U.S.C. 645, 18 U.S.C. 1001, 18 U.S.C. 1014, 18 U.S.C. 1040, 18 U.S.C. 3571, and any other applicable laws; 2) treble damages and civil penalties under the
False Claims Act, 31 U.S.C. 3729; 3) double damages and civil penalties under the Program Fraud Civil Remedies Act, 31 U.S.C. 3802; and 4) suspension and/or debarment from all Federal
procurement and non-procurement transactions. Statutory fines may increase if amended by the Federal Civil Penalties Inflation Adjustment Act Improvements Act of 2015.

SIGNATURE TITLE DATE

ST

SBA Form 5 (05-18) Ref SOP 50 30
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U. S. Small Business Administration
DISASTER BUSINESS LOAN APPLICATION

If you have questions about this application or problems providing the required information, please contact our Customer Service Center
at 1-800-659-2955 or disastercustomerservice@sba.gov
If more space is needed for any section of this application, please attach additional sheets.
SBA will contact you by phone or E-mail to discuss your loan request.

Filing Requirements

FOR ALL APPLICATIONS, EXCLUDING NON-PROFIT ORGANIZATION, THE FOLLOWING

ITEMS MUST BE SUBMITTED.
m This application (SBA Form 5), completed and signed

m Tax Information Authorization (IRS Form 4506T), completed and signed by each applicant, each principal owning
20 percent or more of the applicant business, each general partner or managing member; and, for any owner who has greater
than 50 percent ownership in an affiliate business. Affiliates include, but are not limited to, business parents,
subsidiaries, and/or other businesses with common ownership or management

m Complete copies, including all schedules, of the most recent Federal income tax returns for the applicant business; an
explanation if not available

Personal Financial Statement (SBA Form 413) completed, signed, and dated by the applicant, each principal owning 20
percent or more of the applicant business, and each general partner or managing member

m Schedule of Liabilities listing all fixed debts (SBA Form 2202 may be used)

NON-PROFIT ORGANIZATION (including Houses of Worship, Association, etc), THE FOLLOWING

ITEMS MUST BE SUBMITTED:
B This application (SBA Form 5), completed and signed
m A complete copy of the organization's most recent tax return OR a copy of the organizations's IRS tax-exempt certification and
complete copies of the organization's three most recent years' "Statement of Activities"

B Schedule of Liabilities.
Tax Information Authorization (IRS Form 4506-T), completed and signed for each applicant and for any affiliated entity.
Affiliates include, but are not limited to, business parents, subsidiaries, and/or other businesses with common ownership or

management.
ADDITIONAL REQUIREMENTS FOR MILITARY RESERVIST ECONOMIC INJURY (MREIDL);
B A copy of the essential employee’s notice of expected call-up to active duty, or official call-up orders, or
release/discharge from active duty
B A written explanation and financial estimate of how the call-up of the essential employee has or will result in
economic injury to your business, and the steps your business is taking to alleviate the economic injury

B  MREIDL Certification Form P-0002, which includes:
-Your statement that the reservist is essential to the successful day-to-day operations of the business
-Your certification that the essential employee will be offered the same or a similar job upon the employee's return from active duty

-The essential employee's concurrence with your statements

ADDITIONAL INFORMATION MAY BE NECESSARY TO PROCESS YOUR APPLICATION.
IF REQUESTED, PLEASE PROVIDE WITHIN 7 DAYS OF THE INFORMATION REQUEST;

B Complete copy, including all schedules, of the most recent Federal income tax return for each principal owning
20 percent or more, each general partner or managing member, and each affiliate when any owner has more than 50 percent
ownership in the affiliate business. Affiliates include, but are not limited to, business parents, subsidiaries, and/or other businesses

with common ownership or management

B [fthe most recent Federal income tax return has not been filed, a year-end profit-and-loss statement and balance
sheet for that tax year

W A current year-to-date profit-and-loss statement

B Additional Filing Requirements (SBA Form 1368) providing monthly sales figures for will generally be required when requesting an
increase in the amount of economic injury.

SBA Form 5 (05-18) Ref SOP 50 30 Page 4 of 6
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NOTE: PLEASE READ, DETACH AND KEEP FOR YOUR RECORDS
STATEMENTS REQUIRED BY LAWS AND EXECUTIVE ORDERS

To comply with legislation passed by the Congress and Executive Orders issued by the President, Federal executive agencies,
including the Small Business Administration (SBA), must notify you of certain information. You can find the regulations and
policies implementing these laws and Executive Orders in Title 13, Code of Federal Regulations (CFR), Chapter 1, or our
Standard Operating Procedures (SOPs). In order to provide the required notices, the following is a brief summary of the various
laws and Executive Orders that affect SBA's Disaster Loan Programs. A glossary of terms can be found at Disasterloan.sba.gov.

FREEDOM OF INFORMATION ACT (5 U.S.C. § 552)

This law provides, with some exceptions, that we must make records or portions of records contained in our files available to
persons requesting them. This generally includes aggregate statistical information on our disaster loan programs and other
information such as names of borrowers (and their officers, directors, stockholders or partners), loan amounts at maturity, the
collateral pledged, and the general purpose of loans. We do not routinely make available to third parties your proprietary data
without first notifying you, required by Executive Order 12600, or information that would cause competitive harm or
constitute a clearly unwarranted invasion of personal privacy.

Freedom of Information Act (FOIA) requests must describe the specific records you want. For information about the FOIA, contact the
Chief, FOI/PA Office, 409 3,4 Street, SW, Suite 5900, Washington, DC 20416, or by e-mail at foia@sba.gov.

PRIVACY ACT (5 U.S.C. § 552a)

Anyone can request to see or get copies of any personal information that we have in your file. Any personal information in your

file that is retrieved by individual identifiers, such as name or social security number is protected by the Privacy Act, which means
requests for information about you may be denied unless we have your written permission to release the information to the requestor
or unless the information is subject to disclosure under the Freedom of Information Act. The Agreements and Certifications section of
this form contains written permission for us to disclose the information resulting from this collection to state, local or private disaster
relief services.

The Privacy Act authorizes SBA to make certain "routine uses" of information protected by that Act. One such routine use for SBA's
loan system of records is that when this information indicates a violation or potential violation of law, whether civil, criminal,

or administrative in nature, SBA may refer it to the appropriate agency, whether Federal, State, local or foreign, charged with
responsibility for or otherwise involved in investigation, prosecution, enforcement or prevention of such violations. Another routine
use of personal information is to assist in obtaining credit bureau reports, on the Disaster Loan Applicants and guarantors for purposes
of originating, servicing, and liquidating Disaster loans. See, 69 F.R. 58598, 58617 (and as amended from time to time) for additional
background and other routine uses.

Under the provisions of the Privacy Act, you are not required to provide social security numbers. (But see the information under
Debt Collection Act below) We use social security numbers to distinguish between people with a similar or the same name for
credit decisions and for debt collection purposes. Failure to provide this number may not affect any right, benefit or privilege to
which you are entitled by law, but having the number makes it easier for us to more accurately identify to whom adverse credit
information applies and to keep accurate loan records.

Note: Any person concerned with the collection, use and disclosure of information, under the Privacy Act may contact the Chief, FOI/
PA Office, 409 3,4 Street, SW, Suite 5900, Washington, DC 20416 or by e-mail at foia@sba.gov for information about the Agency's
procedures relating to the Privacy Act and the Freedom of Information Act.

DEBT COLLECTION ACT OF 1982; DEFICIT REDUCTION ACT OF 1984; DEBT COLLECTION IMPROVEMENT ACT OF
1996 & other titles (31 U.S.C. 3701 et seq.)

These laws require us to aggressively collect any delinquent loan payments and to require you to give your taxpayer identification number
to us when you apply for a loan. If you receive a loan and do not make payments when they become due, we may take one or more of the
following actions (this list may not be exhaustive):

*Report the delinquency to credit reporting bureaus.

*Offset your income tax refunds or other amounts due to you from the Federal Government.

*Refer the account to a private collection agency or other agency operating a debt collection center.
*Suspend or debar you from doing business with the Federal Government.

*Refer your loan to the Department of Justice.

*Foreclose on collateral or take other actions permitted in the loan instruments.

*Garnish wages.

*Sell the debt.

*Litigate or foreclose.

SBA Form 5 (05-18) Ref SOP 50 30 Page 5of6
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RIGHT TO FINANCIAL PRIVACY ACT OF 1978 (12 U.S.C. § 3401 et seq.)

This notifies you, as required by the Right to Financial Privacy Act of 1978 (Act), of our right to access financial records held by financial
institutions that were or are doing business with you or your business. This includes financial institutions participating in loans or loan
guarantees.

The law provides that we may access your financial records when considering or administering Government loan or loan guaranty assistance
to you. We must give a financial institution a certificate of our compliance with the Act when we first request access to your financial records.

No other certification is required for later access. Our access rights continue for the term of any approved loan or loan guaranty. We do not

have to give you any additional notice of our access rights during the term of the loan or loan guaranty.

We may transfer to another Government authority any financial records included in a loan application or about an approved loan or loan
guaranty as necessary to process, service, liquidate, or foreclose a loan or loan guaranty. We will not permit any transfer of your financial
records to another Government authority except as required or permitted by law.

Paperwork Reduction Act (44 U.S.C. Chapter 35)

We are collecting the information on this form in order to make disaster loans available to qualified small businesses. The form is
designed to collect the information necessary for us to make eligibility and credit decisions in order to fund or deny loan requests.
We will also use the information collected on this form to produce summary reports for program and management analysis, as
required by law.

PLEASE NOTE: The estimated burden for completing this form is 2 hours. Your responses to the requested information are required

in order to obtain a benefit under SBA's Disaster Business Loan Programs. However, you are not required to respond to any

collection of information unless it displays a currently valid OMB approval number. If you have any questions or comments concerning
any aspects of this information collection, please contact the U.S. Small Business Administration Information Branch, 409 34 St., SW,
Washington, DC 20416 and Desk Officer for SBA, Office of Management and Budget, Office of Information and Regulatory Affairs,

725 17+ St., NW, Washington, DC 20503. (3245-0017) PLEASE DO NOT SEND FORMS TO OMB.

Policy Concerning Representatives and Their Fees

When you apply for an SBA loan, you may use an attorney, accountant, engineer, appraiser or other representative to help
prepare and present the application to us. You are not required to have representation. If an application is approved, you may
need an attorney to help prepare closing documents.

There are no "authorized representatives" of SBA, other than our regular salaried employees. Payment of a fee or gratuity to our
employees is illegal and will subject those involved to prosecution.

SBA Regulations prohibit representatives from proposing or charging any fee for services performed in connection with your

loan unless we consider the services necessary and the amount reasonable. The Regulations also prohibit charging you any
commitment, bonus, broker, commission, referral or similar fee. We will not approve the payment of any bonus, brokerage fee or
commission. Also, we will not approve placement or finder's fees for using or trying to use influence in the SBA loan

application process.

Fees to representatives must be reasonable for services provided in connection with the application or the closing and based upon
the time and effort required, the qualifications of the representative, and the nature and extent of work performed.
Representatives must execute a compensation agreement.

In the appropriate section of the application, you must state the names of everyone employed by you or on your behalf. You
must also notify the SBA disaster office in writing of the names and fees of any representative you employ after you file your
application.

If you have any questions concerning payment of fees or reasonableness of fees, contact the Field Office where you filed or will
file your application.

Occupational Safety and Health Act (29 U.S.C. 3651 et seq.)

This legislation authorizes the Occupational Safety and Health Administration (OSHA) in the Department of Labor to require
businesses to modify facilities and procedures to protect employees when appropriate. If your business does not do so, you may
be penalized, forced to close or prevented from starting operations in a new facility. Because of this, we may require information
from you to determine whether your business complies with OSHA regulations and may continue operating after the loan is
approved or disbursed. You must certify to us that OSHA requirements applying to your business have been determined and that
you are, to the best of your knowledge, in compliance.

SBA Form 5 (05-18) Ref SOP 50 30 Page 6 of 6

22



ig OMB No. 3245-0017
S 2USy, 0

ﬂ;.:%j U. S. Small Business Administration
N VR
“In, ‘:91‘»; W

+ S°

OV _* 8y,

ADDITIONAL FILING REQUIREMENTS
ECONOMIC INJURY DISASTER LOAN (EIDL), and
MILITARY RESERVIST ECONOMIC INJURY DISASTER LOAN (MREIDL)

An EIDL is limited to providing working capital that is unavailable from other sources for an eligible business to continue
operations until the effects of the declared disaster have passed.

A MREIDL is limited to providing working capital that is unavailable from other sources for an eligible business to continue
operations until the effects of a call-up to active duty (as a result of a military conflict) of an essential employee have passed.

To qualify, the APPLICANT must be a small business or a small agricultural cooperative, as defined in SBA’s published size
standards, without credit available elsewhere (unable to obtain credit from private sources at reasonable rates and terms) and
be engaged in an eligible business activity. The business and its principals must utilize their own resources to the maximum
extent possible.

The APPLICANT must establish that the claimed economic injury is substantial and is a direct result of the declared disaster.
For MREIDL, the applicant must establish the claimed economic injury is substantial and is a direct result of the call-up of an
essential employee. Substantial economic injury generally means a decrease in income from operations or working capital
with the result that the business is unable to meet its obligations and pay ordinary and necessary operating expenses in the
normal course of business.

Before you proceed, please read the “Economic Injury Loans for Small Businesses” pamphlet (DA-3) or the “Military Reserve
Economic Injury Disaster Loan Fact Sheet” for a more comprehensive explanation of the appropriate SBA loan program.

PROVIDE THE FOLLOWING INFORMATION IN ADDITION TO THE REQUIREMENTS ON THE
“DISASTER BUSINESS LOAN APPLICATION,” SBA FORM 5
Monthly Sales Figures

Provide monthly sales figures (you may estimate if actual figures are not available) beginning 3 years prior to the disaster and
continuing through the most recent month available.
PLEASE NOTE: Identify any estimates with a small letter “e” after the number.

Month Fiscal year Fiscal year Fiscal year Current year/

to date

*Totals
Please note: the total figures for each year should reconcile to the sales figures on your tax returns for the

corresfiocudipenr.

CONTINUED ON REVERSE

SBA Form 1368 (3-09) Reference SOP 50-30 Previous editions are obsolete.
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It can be helpful to provide a financial forecast to illustrate what the income and expenses for the business
will be during the period affected by the disaster until normal operations resume. This is not required.
This optional format is provided for your convenience

Period covered by this forecast. From To
Net sales (receipts)

Less cost of goods sold

Gross profit

Less expenses
Officers salaries

Employee wages

Advertising

Rent

Utilities

Interest

Taxes

Insurance

Other expenses

Total expenses

Net profit <Loss> before income taxes

PLEASE SUBMIT ANY ADDITIONAL NARRATIVE OR FINANCIAL INFORMATION
YOU FEEL WILL HELP ESTABLISH YOUR ECONOMIC LOSS

Please note: The estimated burden for completing this form is 1 hour. You are not required to respond to any collection of information unless it displays a
current valid OMB approval number. Comments on the burden should be sent to U.S. Small Business Administration; Chief, AIB; 409 3rd St., SW,
Washington, DC 20416 and Desk Officer for the Small Business Administration; Office of Management and Budget, New Executive Office building, Room
10202, Washington, DC 20503. OMB Approval (3245-0017). Please do not send forms to OMB.
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Applicant’s Name SUGGESTED FORMAT

SCHEDULE OF LIABILITIES
(Notes, Mortgages and Accounts Payable)

Date of Schedule

Original Original Current Current or Maturity Payment How
Name of Creditor amount date balance delinquent? date amount Secured

(Month- Year)

Signed
This form is provided for your convenience in responding to filing requirements in
Item 2 on the application, SBA Form 5. You may use your own form if you prefer.
The information contained in this schedule is a supplement to your balance
sheet and should balance to the liabilities presented on that form.
Title

SBA Form 2202 (10-15)





. 4506-1' Request for Transcript of Tax Return

(March 2019) » Do not sign this form unless all applicable lines have been completed.
Department of the Treasury » Request may be rejected if the form is incomplete or illegible.
Internal Revenue Service » For more information about Form 4506-T, visit www.irs.gov/form4506t.

OMB No. 1545-1872

Tip. Use Form 4506-T to order a transcript or other return information free of charge. See the product list below. You can quickly request transcripts by using
our automated self-help service tools. Please visit us at IRS.gov and click on “Get a Tax Transcript...” under “Tools” or call 1-800-908-9946. If you need a copy
of your return, use Form 4506, Request for Copy of Tax Return. There is a fee to get a copy of your return.

1a Name shown on tax return. If a joint return, enter the name 1b First social security number on tax return, individual taxpayer identification
shown first. number, or employer identification number (see instructions)
2a If a joint return, enter spouse’s name shown on tax return. 2b Second social security number or individual taxpayer

identification number if joint tax return

3 Current name, address (including apt., room, or suite no.), city, state, and ZIP code (see instructions)

4 Previous address shown on the last return filed if different from line 3 (see instructions)

5a If the transcript or tax information is to be mailed to a third party (such as a mortgage company), enter the third party’s name, address,
and telephone number.

5b Customer file number (if applicable) (see instructions)

Caution: If the tax transcript is being mailed to a third party, ensure that you have filled in lines 6 through 9 before signing. Sign and date the form once
you have filled in these lines. Completing these steps helps to protect your privacy. Once the IRS discloses your tax transcript to the third party listed
on line 5a, the IRS has no control over what the third party does with the information. If you would like to limit the third party’s authority to disclose
your transcript information, you can specify this limitation in your written agreement with the third party.

6 Transcript requested. Enter the tax form number here (1040, 1065, 1120, etc.) and check the appropriate box below. Enter only one tax form
number per request. P

a Return Transcript, which includes most of the line items of a tax return as filed with the IRS. A tax return transcript does not reflect
changes made to the account after the return is processed. Transcripts are only available for the following returns: Form 1040 series,
Form 1065, Form 1120, Form 1120-A, Form 1120-H, Form 1120-L, and Form 1120S. Return transcripts are available for the current year
and returns processed during the prior 3 processing years. Most requests will be processed within 10 business days . . . |

b Account Transcript, which contains information on the financial status of the account, such as payments made on the account, penalty
assessments, and adjustments made by you or the IRS after the return was filed. Return information is limited to items such as tax liability
and estimated tax payments. Account transcripts are available for most returns. Most requests will be processed within 10 business days . [ |

¢ Record of Account, which provides the most detailed information as it is a combination of the Return Transcript and the Account
Transcript. Available for current year and 3 prior tax years. Most requests will be processed within 10 businessdays . . . . . . []

7  Verification of Nonfiling, which is proof from the IRS that you did not file a return for the year. Current year requests are only available
after June 15th. There are no availability restrictions on prior year requests. Most requests will be processed within 10 business days. . [ ]

8 Form W-2, Form 1099 series, Form 1098 series, or Form 5498 series transcript. The IRS can provide a transcript that includes data from
these information returns. State or local information is not included with the Form W-2 information. The IRS may be able to provide this
transcript information for up to 10 years. Information for the current year is generally not available until the year after it is filed with the IRS. For
example, W-2 information for 2011, filed in 2012, will likely not be available from the IRS until 2013. If you need W-2 information for retirement
purposes, you should contact the Social Security Administration at 1-800-772-1213. Most requests will be processed within 10 business days . []

Caution: If you need a copy of Form W-2 or Form 1099, you should first contact the payer. To get a copy of the Form W-2 or Form 1099 filed
with your return, you must use Form 4506 and request a copy of your return, which includes all attachments.

9  Year or period requested. Enter the ending date of the year or period, using the mm/dd/yyyy format. If you are requesting more than four
years or periods, you must attach another Form 4506-T. For requests relating to quarterly tax returns, such as Form 941, you must enter
each quarter or tax period separately. / / / / / / / /

Caution: Do not sign this form unless all applicable lines have been completed.

Signature of taxpayer(s). | declare that | am either the taxpayer whose name is shown on line 1a or 2a, or a person authorized to obtain the tax
information requested. If the request applies to a joint return, at least one spouse must sign. If signed by a corporate officer, 1 percent or more
shareholder, partner, managing member, guardian, tax matters partner, executor, receiver, administrator, trustee, or party other than the taxpayer, |
certify that | have the authority to execute Form 4506-T on behalf of the taxpayer. Note: This form must be received by IRS within 120 days of the
signature date.

[] Signatory attests that he/she has read the attestation clause and upon so reading declares that he/she Phone number of taxpayer on line
has the authority to sign the Form 4506-T. See instructions. 1a or 2a
} Signature (see instructions) Date
Sign }
Here Title (if line 1a above is a corporation, partnership, estate, or trust)
} Spouse’s signature Date
For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 37667N Form 4506-T (Rev. 3-2019)
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Section references are to the Internal Revenue Code unless
otherwise noted.

Future Developments

For the latest information about Form 4506-T and its
instructions, go to www.irs.gov/form4506t. Information about
any recent developments affecting Form 4506-T (such as
legislation enacted after we released it) will be posted on that
page.

What's New. The transcripts provided by the IRS have been
modified to protect taxpayers' privacy. Transcripts only
display partial personal information, such as the last four
digits of the taxpayer's Social Security Number. Full financial
and tax information, such as wages and taxable income, is
shown on the transcript.

A new optional Customer File Number field is available to use
when requesting a transcript. You have the option of
inputting a number, such as a loan number, in this field. You
can input up to 10 numeric characters. The customer file
number should not contain an SSN. This number will print on
the transcript. The customer file number is an optional field
and not required.

General Instructions

Caution: Do not sign this form unless all applicable lines
have been completed.

Purpose of form. Use Form 4506-T to request tax return
information. You can also designate (on line 5a) a third party
to receive the information. Taxpayers using a tax year
beginning in one calendar year and ending in the following
year (fiscal tax year) must file Form 4506-T to request a return
transcript.

Note: If you are unsure of which type of transcript you need,
request the Record of Account, as it provides the most
detailed information.

Tip. Use Form 4506, Request for Copy of

Tax Return, to request copies of tax returns.

Automated transcript request. You can quickly request
transcripts by using our automated

self-help service tools. Please visit us at IRS.gov and click on
“Get a Tax Transcript...” under “Tools” or call
1-800-908-9946.

Where to file. Mail or fax Form 4506-T to

the address below for the state you lived in,

or the state your business was in, when that return was filed.
There are two address charts: one for individual transcripts
(Form 1040 series and Form W-2) and one for all other
transcripts.

If you are requesting more than one transcript or other
product and the chart below shows two different addresses,
send your request to the address based on the address of
your most recent return.

Chart for individual transcripts
(Form 1040 series and Form W-2
and Form 1099)
If you filed an
individual return and
lived in:

Mail or fax to:

Chart for all other transcripts
If you lived in

or your business was
in:

Mail or fax to:

Alabama, Alaska, Arizona,
Arkansas, California,
Colorado, Connecticut,
Delaware, District of
Columbia, Florida, Georgia,
Hawaii, Idaho, lllinois,
Indiana, lowa, Kansas,
Kentucky, Louisiana,
Maryland, Michigan,
Minnesota, Mississippi,
Missouri, Montana,
Nebraska, Nevada, New
Jersey, New Mexico, North
Carolina, North Dakota, Ohio,
Oklahoma, Oregon, Rhode
Island, South Carolina, South
Dakota, Tennessee, Texas,

Utah, Virginia, Washington, 855-298-1145
West Virginia, Wisconsin,

Wyoming, a foreign country,

American Samoa, Puerto

Rico, Guam, the

Commonwealth of the

Northern Mariana Islands,

the U.S. Virgin Islands,

A.P.O. or F.P.O. address

Internal Revenue Service
RAIVS Team

P.O. Box 9941

Mail Stop 6734

Ogden, UT 84409

Corporations. Generally, Form 4506-T can be signed by:
(1) an officer having legal authority to bind the corporation, (2)
any person designated by the board of directors or other
governing body, or (3) any officer or employee on written
request by any principal officer and attested to by the
secretary or other officer. A bona fide shareholder of record
owning 1 percent or more of the outstanding stock of the
corporation may submit a Form 4506-T but must provide
documentation to support the requester's right to receive the
information.

Partnerships. Generally, Form 4506-T can be signed by
any person who was a member of the partnership during any
part of the tax period requested on line 9.

All others. See section 6103(e) if the taxpayer has died, is
insolvent, is a dissolved corporation, or if a trustee, guardian,
executor, receiver, or administrator is acting for the taxpayer.
Note: If you are Heir at law, Next of kin, or Beneficiary you
must be able to establish a material interest in the estate or
trust.

Documentation. For entities other than individuals, you
must attach the authorization document. For example, this
could be the letter from the principal officer authorizing an
employee of the corporation or the letters testamentary
authorizing an individual to act for an estate.

Signature by a representative. A representative can sign
Form 4506-T for a taxpayer only if the taxpayer has
specifically delegated this authority to the representative on
Form 2848, line 5. The representative must attach Form 2848
showing the delegation to Form 4506-T.

Maine, Massachusetts, New  |nternal Revenue Service
Hampshire, New York, RAIVS Team
Pennsylvania, Vermont S’[Op 6705 S-2

Kansas City, MO 64999

855-821-0094

Alabama, Kentucky, Louisiana,
Mississippi, Tennessee,
Texas, a foreign country,
American Samoa, Puerto Rico,
Guam, the Commonwealth of
the Northern Mariana Islands,
the U.S. Virgin Islands, or
A.P.O. or F.P.O. address

Internal Revenue Service
RAIVS Team

Stop 6716 AUSC

Austin, TX 73301

855-587-9604

Alaska, Arizona, Arkansas,
California, Colorado, Hawaii,
Idaho, lllinois, Indiana, lowa,
Kansas, Michigan, Minnesota,
Montana, Nebraska, Nevada,
New Mexico, North Dakota,
Oklahoma, Oregon, South
Dakota, Utah, Washington,
Wisconsin, Wyoming

Internal Revenue Service
RAIVS Team

Stop 37106

Fresno, CA 93888

855-800-8105

Connecticut, Delaware, District
of Columbia, Florida, Georgia,
Maine, Maryland,
Massachusetts, Missouri, New
Hampshire, New Jersey, New
York, North Carolina, Ohio,
Pennsylvania, Rhode Island,
South Carolina, Vermont,
Virginia, West Virginia

Internal Revenue Service
RAIVS Team

Stop 6705 S-2

Kansas City, MO 64999

855-821-0094

Line 1b. Enter your employer identification number (EIN) if
your request relates to a business return. Otherwise, enter the
first social security number (SSN) or your individual taxpayer
identification number (ITIN) shown on the return. For
example, if you are requesting Form 1040 that includes
Schedule C (Form 1040), enter your SSN.

Line 3. Enter your current address. If you use a P.O. box,
include it on this line.

Line 4. Enter the address shown on the last return filed if
different from the address entered on line 3.

Note: If the addresses on lines 3 and 4 are different and you
have not changed your address with the IRS, file Form 8822,
Change of Address. For a business address, file Form 8822-
B, Change of Address or Responsible Party — Business.
Line 5b. Enter up to 10 numeric characters to create a unique
customer file number that will appear on the transcript. The
customer file number should not contain an SSN.
Completion of this line is not required.

Note. If you use an SSN, name or combination of both, we
will not input the information and the customer file number
will be blank on the transcript.

Line 6. Enter only one tax form number per

request.

Signature and date. Form 4506-T must be signed and dated
by the taxpayer listed on line 1a or 2a. The IRS must receive
Form 4506-T within 120 days of the date signed by the
taxpayer or it will be rejected. Ensure that all applicable lines
are completed before signing.

You must check the box in the signature area

to acknowledge you have the authority to sign
and request the information. The form will not
be processed and returned to you if the

ZULLLN box is unchecked.

Individuals. Transcripts of jointly filed tax returns may be
furnished to either spouse. Only one signature is required.
Sign Form 4506-T exactly as your name appeared on the
original return. If you changed your name, also sign your
current name.

Privacy Act and Paperwork Reduction Act Notice. We ask
for the information on this form to establish your right to gain
access to the requested tax information under the Internal
Revenue Code. We need this information to properly identify
the tax information and respond to your request. You are not
required to request any transcript; if you do request a
transcript, sections 6103 and 6109 and their regulations
require you to provide this information, including your SSN or
EIN. If you do not provide this information, we may not be
able to process your request. Providing false or fraudulent
information may subject you to penalties.

Routine uses of this information include giving it to the
Department of Justice for civil and criminal litigation, and
cities, states, the District of Columbia, and U.S.
commonwealths and possessions for use in administering
their tax laws. We may also disclose this information to other
countries under a tax treaty, to federal and state agencies to
enforce federal nontax criminal laws, or to federal law
enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested
on a form that is subject to the Paperwork Reduction Act
unless the form displays a valid OMB control number. Books
or records relating to a form or its instructions must be
retained as long as their contents may become material in the
administration of any Internal Revenue law. Generally, tax
returns and return information are confidential, as required by
section 6103.

The time needed to complete and file Form 4506-T will
vary depending on individual circumstances. The estimated
average time is: Learning about the law or the form, 10
min.; Preparing the form, 12 min.; and Copying,
assembling, and sending the form to the IRS, 20 min.

If you have comments concerning the accuracy of these
time estimates or suggestions for making Form 4506-T
simpler, we would be happy to hear from you. You can write
to:

Internal Revenue Service

Tax Forms and Publications Division

1111 Constitution Ave. NW, IR-6526

Washington, DC 20224

Do not send the form to this address. Instead, see Where
to file on this page.
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OMB APPROVAL NO.: 3245-0188
EXPIRATION DATE: 03/31/2021

PERSONAL FINANCIAL STATEMENT

7(a) / 504 LOANS AND SURETY BONDS

U.S. SMALL BUSINESS ADMINISTRATION As of

SBA uses the information required by this Form 413 as one of a number of data sources in analyzing the repayment ability and creditworthiness of
an application for an SBA guaranteed 7(a) or 504 loan or, with respect to a surety bond, to assist in recovery in the event that the contractor
defaults on the contract. Submission of this information is required as part of your application for assistance. Failure to provide the information

would impact the agency’s decision on your application.

Complete this form for: (1) each proprietor; (2) general partner; (3) managing member of a limited liability company (LLC); (4) each owner of 20% or
more of the equity of the Applicant (including the assets of the owner’s spouse and any minor children); and (5) any person providing a guaranty on

the loan

Return completed form to:
For 7(a) loans: the Lender processing the application for SBA guaranty

For 504 loans: the Certified Development Company (CDC) processing the application for SBA guaranty
For Surety Bonds: the Surety Company or Agent processing the application for surety bond guarantee

Name

Business Phone

Home Address

Home Phone

City, State, & Zip Code

Business Name of Applicant

ASSETS (Omit Cents) LIABILITIES (Omit Cents)
Cash on Hand & inbanks....................oocenenis $ Accounts Payable....................coeeveinans. $
Savings ACCOUNES.........ccuviiiiiiiiiiiiicieeae $ Notes Payable to Banks and Others.......... $
IRA or Other Retirement Account..................... $ (Describe in Section 2)
(Describe in Section 5) Installment Account (AutO)............ccoeuveenn. $
Accounts & Notes Receivable......................... $ Mo. Payments $
(Describe in Section 5) Installment Account (Other)...................... $
Life Insurance — Cash Surrender Value Only...... $ Mo. Payments $
(Describe in Section 8) Loan(s) Against Life Insurance.................. $
Stocks and Bonds...........cocviiiiiiiiiiii $ Mortgages on Real Estate........................ $
(Describe in Section 3) (Describe in Section 4)
Real Estate.........coouiiiiiiiiii e $ Unpaid TaxeS......ocuvvuieriiniiiiiiiieieiieennn $
(Describe in Section 4) (Describe in Section 6)
Automobiles.............ccoooiiiiii $ Other Liabilities..........cc.coveiiiiiiiiii, $
(Describe in Section 5, and include (Describe in Section 7)
Year/Make/Model) Total Liabilities..............cooioiiiiis $
Other Personal Property.............cccocoveiviiinnnn. $ Net Worth........coooeiiiiiii e $
(Describe in Section 5)
Other ASSetS........c.ovviiiiiiiiieiee e, $ Total $
(Describe in Section 5) *Must equal total in assets column.
Total $
Section 1. Source of Income. Contingent Liabilities
SAIANY. .. $ As Endorser or Co-Maker......................... $
Net Investment Income...............ccceeeiiiiiiinnnnn, $ Legal Claims & Judgments....................... $
Real Estate Income..............ooo $ Provision for Federal Income Tax................ $
Other Income (Describe below)*........................ $ Other Special Debt.............cccccoveivieinennnn. $

Description of Other Income in Section 1.

*Alimony or child support payments should not be disclosed in “Other Income” unless it is desired to have such payments counted toward total income.

SBA Form 413 (7a/504/SBG) (01-18) Previous Editions Obsolete

Page 1
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Section 2. Notes Payable to Banks and Others. (Use attachments if necessary. Each attachment must be identified as part of this statement and signed.)

Names and Addresses of Original Current Payment Frequency How Secured or Endorsed
Noteholder(s) Balance Balance Amount (monthly, etc.) Type of Collateral

Section 3. Stocks and Bonds. (Use attachments if necessary. Each attachment must be identified as part of this statement and signed.)

Market Value Date of

Quotation/Exchange | Quotation/Exchange Total Value

Number of Shares Name of Securities Cost

Section 4. Real Estate Owned. (List each parcel separately. Use attachment if necessary. Each attachment must be identified as a part of this statement
and signed.)

Property A Property B Property C

Type of Real Estate (e.g.
Primary Residence, Other
Residence, Rental Property,
Land, etc.)

Address

Date Purchased

Original Cost

Present Market Value

Name & Address of
Mortgage Holder

Mortgage Account Number

Mortgage Balance

Amount of Payment per
Month/Year

Status of Mortgage

Section 5. Other Personal Property and Other Assets. (Describe, and, if any is pledged as security, state name and address of lien
holder, amount of lien, terms of payment and, if delinquent, describe delinquency.)

Section 6. Unpaid Taxes. (Describe in detail as to type, to whom payable, when due, amount, and to what property, if any, a tax
lien attaches.)

SBA Form 413 (7a/504/SBG) (01-18) Previous Editions Obsolete Page 2 of 6



Section 7. Other Liabilities. (Describe in detail.)

Section 8. Life Insurance Held. (Give face amount and cash surrender value of policies — name of insurance company and
Beneficiaries.)

| authorize the SBA/Lender/Surety Company to make inquiries as necessary to verify the accuracy of the statements made and to
determine my creditworthiness.

CERTIFICATION: (to be completed by each person submitting the information requested on this form and the spouse of any 20% or
more owner when spousal assets are included)

By signing this form, | certify under penalty of criminal prosecution that all information on this form and any additional supporting
information submitted with this form is true and complete to the best of my knowledge. | understand that SBA or its participating
Lenders or Certified Development Companies or Surety Companies will rely on this information when making decisions regarding an
application for a loan or a surety bond. | further certify that | have read the attached statements required by law and executive order.

Signature Date
Print Name Social Security No.
Signature Date
Print Name Social Security No.

NOTICE TO LOAN AND SURETY BOND APPLICANTS: CRIMINAL PENALITIES AND ADMINISTRATIVE REMEDIES FOR
FALSE STATEMENTS:

Knowingly making a false statement on this form is a violation of Federal law and could result in criminal prosecution, significant civil
penalties, and a denial of your loan or surety bond application. A false statement is punishable under 18 U.S.C. §§ 1001 and 3571 by
imprisonment of not more than five years and/or a fine of up to $250,000; under 15 U.S.C. § 645 by imprisonment of not more than
two years and/or a fine of not more than $5,000; and, if submitted to a Federally-insured institution, a false statement is punishable
under 18 U.S.C. § 1014 by imprisonment of not more than thirty years and/or a fine of not more than $1,000,000. Additionally, false
statements can lead to treble damages and civil penalties under the False Claims Act, 31 U.S.C. § 3729, and other administrative
remedies including suspension and debarment.

PLEASE NOTE: According to the Paperwork Reduction Act, you are not required to respond to this request for information unless it displays a valid OMB
Control Number. The estimated average burden hours for the completion of this form is 1.5 hours per response. If you have questions or
comments concerning this estimate or any other aspect of this information collection, please contact: Director, Records Management
Division, Small Business Administration, 409 Third Street SW, Washington, D.C. 20416, and SBA Desk Officer, Office of Management and
Budget, New Executive Office Building, Room 10202, Washington, D.C. 20503. PLEASE DO NOT SEND COMPLETED FORMS TO OMB.
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PLEASE READ, DETACH, AND RETAIN FOR YOUR RECORDS
STATEMENTS REQUIRED BY LAW AND EXECUTIVE ORDER

SBA is required to withhold or limit financial assistance, to impose special conditions on approved loans, to provide
special notices to applicants or borrowers and to require special reports and data from borrowers in order to comply with
legislation passed by the Congress and Executive Orders issued by the President and by the provisions of various inter-
agency agreements. SBA has issued regulations and procedures that implement these laws and executive orders. These are
contained in Parts 112, 113, and 117 of Title 13 of the Code of Federal Regulations and in Standard Operating
Procedures.

Privacy Act (5 U.S.C. 552a)

Any person can request to see or get copies of any personal information that SBA has in his or her file when that file is
retrieved by individual identifiers such as name or social security numbers. Requests for information about another party
may be denied unless SBA has the written permission of the individual to release the information to the requestor or
unless the information is subject to disclosure under the Freedom of Information Act.

Under the provisions of the Privacy Act, you are not required to provide your social security number. Failure to provide
your social security number may not affect any right, benefit or privilege to which you are entitled. Disclosures of name
and other personal identifiers are, however, required for a benefit, as SBA requires an individual seeking assistance from
SBA to provide it with sufficient information for it to make a character determination. In determining whether an
individual is of good character, SBA considers the person’s integrity, candor, and disposition toward criminal actions.
Additionally, SBA is specifically authorized to verify your criminal history, or lack thereof, pursuant to section
7(a)(1)(B), 15 USC Section 636(a)(1)(B) of the Small Business Act ( the Act). Further, for all forms of assistance, SBA is
authorized to make all investigations necessary to ensure that a person has not engaged in acts that violate or will violate
the Act or the Small Business Investment Act, 15 USC Sections 634(b)(11) and 687(b)(a), respectively. For these
purposes, you are asked to voluntarily provide your social security number to assist SBA in making a character
determination and to distinguish you from other individuals with the same or similar name or other personal identifier.

The Privacy Act authorizes SBA to make certain “routine uses” of information protected by that Act. One such routine
use is the disclosure of information maintained in SBA’s investigative files system of records when this information
indicates a violation or potential violation of law, whether civil, criminal, or administrative in nature. Specifically, SBA
may refer the information to the appropriate agency, whether Federal, State, local or foreign, charged with responsibility
for, or otherwise involved in investigation, prosecution, enforcement or prevention of such violations. Another routine use
is that SBA may disclose the information maintained in SBA’s investigative files to other Federal agencies conducting
background checks to the extent the information is relevant to the requesting agencies' function. In addition, another
routine use is that SBA may transfer information related to a debt that a person is delinquent in paying to SBA in
connection with its loan programs for publication on a computer database system maintained by the Department of
Housing and Urban Development, or other Federal agency, to allow searches by participating Government agencies and
approved private lenders, consistent with applicable law. SBA and its authorized lenders may also use this computer
database system to perform a computer match to determine a loan applicant’s credit status with participating agencies of
the Federal Government. See Revision of Privacy Act System of Records, 74 F.R. 14890 (April 1, 2009) and 77 F.R.
61467 (October 9, 2012) for additional background and other routine uses, which may be amended from time to time.

Right to Financial Privacy Act of 1978 (12 U.S.C. 3401) -- This is notice to you as required by the Right to Financial
Privacy Act of 1978, of SBA's access rights to financial records held by financial institutions that are or have been doing
business with you or your business, including any financial institutions participating in a loan or loan guaranty. The law
provides that SBA shall have a right of access to your financial records in connection with its consideration or
administration of assistance to you in the form of a Government guaranteed loan. SBA is required to provide a certificate
of its compliance with the Act to a financial institution in connection with its first request for access to your financial
records, after which no further certification is required for subsequent accesses. The law also provides that SBA's access
rights continue for the term of any approved loan guaranty agreement. No further notice to you of SBA's access rights is
required during the term of any such agreement. The law also authorizes SBA to transfer to another Government authority
any financial records included in an application for a loan, or concerning an approved loan or loan guarantee, as necessary
to process, service or foreclose on a loan guaranty or collect on a defaulted loan guaranty.

Freedom of Information Act (5 U.S.C. 552)

This law provides, with some exceptions, that SBA must supply information reflected in agency files and records to a
person requesting it. Information about approved loans that will be automatically released includes, among other things,
statistics on our loan programs (individual borrowers are not identified in the statistics) and other information such as the
names of the borrowers (and their officers, directors, stockholders or partners), the collateral pledged to secure the loan,
the amount of the loan, its purpose in general terms and the maturity. Proprietary data on a borrower would not routinely
be made available to third parties. All requests under this Act are to be addressed to the nearest SBA office and be
identified as a Freedom of Information request.

SBA Form 413 (7a/504/SBG) (01-18) Previous Editions Obsolete Page 4 of 6 31



Flood Disaster Protection Act (42 U.S.C. 4011) -- Regulations have been issued by the Federal Insurance
Administration (FIA) and by SBA implementing this Act and its amendments. These regulations prohibit SBA from
making certain loans in an FIA designated floodplain unless Federal Flood insurance is purchased as a condition of the
loan. Failure to maintain the required level of flood insurance makes the applicant ineligible for any financial assistance
from SBA, including disaster assistance.

Executive Orders -- Floodplain Management and Wetland Protection (42 F.R. 26951 and 42 F.R. 26961) — SBA
discourages settlement in or development of a floodplain or a wetland. This statement is to notify all SBA loan applicants
that such actions are hazardous to both life and property and should be avoided. The additional cost of flood preventive
construction must be considered in addition to the possible loss of all assets and investments due to a future flood.

Occupational Safety and Health Act (15 U.S.C. 651 et seq.) -- This legislation authorizes the Occupational Safety and
Health Administration in the Department of Labor to require businesses to modify facilities and procedures to protect
employees or pay penalty fees. Businesses can be forced to cease operations or be prevented from starting operations in a
new facility. Therefore, SBA may require additional information from an applicant to determine whether the business will
be in compliance with OSHA regulations and allowed to operate its facility after the loan is approved and disbursed.
Signing this form as an applicant is certification that the OSHA requirements that apply to the applicant business have
been determined and that the applicant, to the best of its knowledge, is in compliance. Furthermore, applicant certifies that
it will remain in compliance during the life of the loan.

Civil Rights Legislation -- All businesses receiving SBA financial assistance must agree not to discriminate in any
business practice, including employment practices and services to the public on the basis of categories cited in 13 C.F.R.,
Parts 112, 113, and 117 of SBA Regulations. This includes making their goods and services available to handicapped
clients or customers. All business borrowers will be required to display the "Equal Employment Opportunity Poster"
prescribed by SBA.

Equal Credit Opportunity Act (15 U.S.C. 1691) -- The Federal Equal Credit Opportunity Act prohibits creditors from
discriminating against credit applicants on the basis of race, color, religion, national origin, sex, marital status or age
(provided the applicant has the capacity to enter into a binding contract); because all or part of the applicant's income
derives from any public assistance program, or because the applicant has in good faith exercised any right under the
Consumer Credit Protection Act.

Executive Order 11738 -- Environmental Protection (38 F.R. 251621) -- The Executive Order charges SBA with
administering its loan programs in a manner that will result in effective enforcement of the Clean Air Act, the Federal
Water Pollution Act and other environment protection legislation.

Debt Collection Act of 1982, Deficit Reduction Act of 1984 (31 U.S.C. 3701 et seq. and other titles) -- These laws
require SBA to collect aggressively any loan payments which become delinquent. SBA must obtain your taxpayer
identification number when you apply for a loan. If you receive a loan, and do not make payments as they come due, SBA
may take one or more of the following actions: (1) report the status of your loan(s) to credit bureaus, (2) hire a collection
agency to collect your loan, (3) offset your income tax refund or other amounts due to you from the Federal Government,
(4) suspend or debar you or your company from doing business with the Federal Government, (5) refer your loan to the
Department of Justice or other attorneys for litigation, (6) foreclose on collateral or take other action permitted in the loan
instruments, or (7) if you default on an SBA loan and fail to fully reimburse SBA for any resulting loss, refer you to the
computer database of delinquent Federal debtors maintained by the Department of Housing and Urban Development, or
other Federal agency, which may disqualify you from receiving financial assistance from other Federal agencies. In
addition, unless SBA is reimbursed in full for the loss, you will not be eligible for additional SBA financial assistance.

Immigration Reform and Control Act of 1986 (Pub. L. 99-603) -- If you are an alien who was in this country illegally
since before January 1, 1982, you may have been granted lawful temporary resident status by the United States
Immigration and Naturalization Service pursuant to the Immigration Reform and Control Act of 1986. For five years from
the date you are granted such status, you are not eligible for financial assistance from the SBA in the form of a loan
guaranty under Section 7(a) of the Small Business Act unless you are disabled or a Cuban or Haitian entrant. When you
sign this document, you are making the certification that the Immigration Reform and Control Act of 1986 does not apply
to you, or if it does apply, more than five years have elapsed since you have been granted lawful temporary resident status
pursuant to such 1986 legislation.

Lead-Based Paint Poisoning Prevention Act (42 U.S.C. 4821 et seq.) -- Borrowers using SBA funds for the
construction or rehabilitation of a residential structure are prohibited from using lead-based paint (as defined in SBA
regulations) on all interior surfaces, whether accessible or not, and exterior surfaces, such as stairs, decks, porches,
railings, windows and doors, which are readily accessible to children under 7 years of age. A "residential structure" is any
home, apartment, hotel, motel, orphanage, boarding school, dormitory, day care center, extended care facility, college or
other school housing, hospital, group practice or community facility and all other residential or institutional structures
where persons reside.
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Executive Order 12549, Debarment and Suspension (2 CFR 180, adopted by reference in 2 CFR Part 2700 (SBA
Debarment Regulations)) -- By submission of this loan application, you certify and acknowledge that neither you nor
any Principals have within the past three years been: (a) debarred, suspended, declared ineligible from participating in, or
voluntarily excluded from participation in a transaction by any Federal department or agency; (b) formally proposed for
debarment, with a final determination still pending; (c) indicted, convicted, or had a civil judgment rendered against you
for any of the offenses listed in the Regulations; or (d) delinquent on any amounts due and owing to the U.S. Government
or its agencies or instrumentalities as of the date of execution of this certification.

If you are unable to certify and acknowledge (a) through (d), you must obtain and attach a written statement of exception
from SBA permitting participation in this loan. You further certify that you have not and will not knowingly enter into
any agreement in connection with the goods and/or services purchased with the proceeds of this loan with any individual
or entity that has been debarred, suspended, declared ineligible from participating in, or voluntarily excluded from
participation in a Transaction. All capitalized terms have the meanings set forth in 2 C.F.R. Part 180.
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I. What is the Express Bridge Loan (EBL) Pilot Program?

Initiative Overview. Pursuant to its authority under the Small Business Act, the U.S. Small
Business Administration (“SBA” or the “Agency”) provides direct loan assistance to small
businesses located in communities impacted by Presidentially-declared disasters and disasters
declared by SBA under its own authority. The EBL Pilot Program, announced by publication of
a notice in the Federal Register on October 16, 2017 (82 FR 47958), is designed to supplement
the Agency’s direct disaster loan capabilities. As originally announced, the EBL Pilot Program
authorizes SBA Express Lenders to provide expedited SBA-guaranteed bridge loan financing on
an emergency basis in amounts up to $25,000 for disaster-related purposes to small businesses
located in communities affected by Presidentially-declared disasters while those small businesses
apply for and await long-term financing (including through SBA’s direct Disaster Loan Program,
if eligible).

Effective March 25, 2020, (announcement by publication of a notice in the Federal Register will
follow), SBA expanded program eligibility to include small businesses nationwide adversely
impacted under the Coronavirus Disease (COVID-19) Emergency Declaration issued by
President Trump on March 13, 2020 (“COVID-19 Emergency Declaration”). Because the
COVID-19 Emergency Declaration covers all states, territories, and the District of Columbia,
eligible small businesses under the EBL Pilot Program include small businesses located in any
state, territory and the District of Columbia that have been adversely impacted by the COVID-19
emergency. The notice also stated that all references to disasters in the EBL Pilot Program
requirements will include the COVID-19 emergency. In the same notice, SBA extended the term
of the EBL Pilot Program through March 13, 2021.

EBL loans can only be made up to six months after the date of an applicable Presidential
Disaster Declaration. For the COVID-19 Emergency Declaration, EBL loans can be approved
through March 13, 2021.

The EBL Pilot Program applies the policies and procedures in place for the SBA Express
program, except as outlined in this Guide. In the October 16, 2017 Federal Register Notice, SBA
exercised its authority under 13 CFR § 120.3 to modify the requirements of 13 CFR

§ 120.150 (“What are SBA’s lending criteria?”) to allow SBA Express Lenders to use a
streamlined underwriting process for EBL loans. The modification of the 7(a) lending criteria
will minimize the burden on small businesses applying for loans through the EBL Pilot Program
and encourage SBA Express Lenders to participate in the pilot.

On May 7, 2018, SBA published a second Federal Register Notice (83 FR 19921) refining the
EBL Pilot Program to restrict the fees that can be charged in connection with an EBL loan.

The EBL Pilot Program became available for use on October 16, 2017 and will expire on
March 13, 2021. EBL loans must be approved on or before the Pilot expiration date, as
evidenced by the issuance of an SBA loan number. SBA will evaluate the initiative using the
criteria set forth in the October 16, 2017 Federal Register Notice and make a determination
whether to make the initiative permanent or further extend or terminate it.

Effective March 2020 Page 3
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Not more than ten percent of the total number of 7(a) loans guaranteed by SBA in any fiscal year
may be made under the EBL Pilot Program. See 15 U.S.C. 636(a)(25). While SBA does not
expect the number of EBL loans to reach that limit, SBA will provide public notice of the need
to suspend lending under the pilot for the remainder of the fiscal year if SBA determines that the
number of EBL loans is approaching the limit.

I1. What Lenders are authorized to make an EBL Loan?

A. EBL loans can only be made by SBA Express Lenders that had a valid SBA Form 2424,
“Supplemental Loan Guaranty Agreement SBA Express Program,” in effect as of the
date of the applicable disaster. (For the COVID-19 Emergency Declaration, the date of
the applicable disaster is March 13, 2020.)

B. SBA Express Lenders may only make EBL loans to eligible small businesses with which
the Lender had an existing banking relationship on or before the date of the applicable
disaster.

1. A relationship with any of the SBA Express Lender’s affiliates will not satisfy the
requirement of an existing banking relationship.

2. Lenders are cautioned that the provisions of 13 CFR § 120.140 (“What ethical
requirements apply to participants?”’) continue to apply to the EBL Pilot Program.

III. What Small Businesses are eligible for the EBL Pilot Program?

EBL loans may only be made to:

e For Presidential Disaster Declarations, small businesses that were located, as of the date
of the applicable disaster, in Primary Counties that were declared disaster areas under the
Presidential Disaster Declaration or in any Contiguous Counties; or

e For the COVID-19 Emergency Declaration, small businesses located in any state,
territory and the District of Columbia that have been adversely impacted by the COVID-
19 emergency.

The small business must have been operational when the declared disaster commenced and must
meet all other 7(a) loan eligibility requirements as set forth in 13 CFR §§ 120.100 through
120.111 and SOP 50 10."

IV. What Declarations are covered under the EBL Pilot Program and
where is information on the Declarations located?

A. Presidential Disaster Declarations

Under the Robert T. Stafford Disaster Relief and Emergency Assistance Act, 42 U.S.C. §
5121 et seq., the President can declare a Major Disaster for any natural catastrophe, or,
regardless of cause, any fire, flood, or explosion, that the President determines has caused
damage of such severity that it is beyond the combined capabilities of state and local

'SOP 50 10 is updated from time to time. The version of SOP 50 10 in effect at the time of loan approval governs
the EBL loan.
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https://www.sba.gov/sites/default/files/Small_Business_Act.pdf
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V.

governments to respond. Each Presidential disaster declaration designates the
geographical areas that are adversely affected by the disaster.

When the President declares a Major Disaster and authorizes federal assistance that
includes SBA Disaster Loans, SBA publishes a notice in the Federal Register advising
the public of the availability of SBA direct loans for the disaster and stating the Primary
and Contiguous Counties comprising the eligible disaster area. See 13 CFR § 123.3. See
also SOP 50 30, Disaster Assistance Program.

A listing of Presidentially-declared disasters, including the Primary and Contiguous
Counties for each declaration is available on the Disaster Loan Assistance website.

From the listing of “Presidential and SBA Agency Declared Disasters,” Lenders must
select the applicable incident and click on the link through to a webpage titled “Disaster
Declaration Details.” Lenders must review the “Disaster Declaration Details” and click
on the link to the “Disaster Declaration” file to view the Federal Register Notice issued
by SBA in order to identify the following:

1. Confirmation that the incident is a “Presidential Declaration of a Major Disaster.”
The EBL Pilot is not available for “Administrative Declarations of Disaster” (i.e.,
disasters declared by the SBA Administrator, Secretary of Agriculture, or Secretary
of Commerce).

2. The date on which the Presidential disaster declaration was issued. Please note that
the “Disaster Declaration Details” webpage includes an “Effective Date,” which may
not be the same as the date of the Presidential declaration. Lenders must confirm the
date of the Presidential disaster declaration because EBL loans may only be made up
to six months after the date of the applicable Presidential disaster declaration.

3. The dates of the “Incident Period.” The small business applicant must have been
operational when the declared disaster commenced, which is indicated by the start
date of the “Incident Period.”

4. The eligible Primary and Contiguous Counties comprising the disaster area. The
small business applicant must have been located, as of the date of the disaster, in an
eligible Primary or Contiguous County.

. COVID-19 Emergency Declaration

The procedures in Section IV.A. above do not apply to the COVID-19 Emergency
Declaration. For the COVID-19 Emergency Declaration, a small business located in any
state, territory and the District of Columbia that has been adversely impacted by the
COVID-19 emergency is eligible for an EBL loan, provided that all other eligibility
requirements have been met. For the COVID-19 Emergency Declaration, the date of the
applicable disaster is March 13, 2020 and the small business must have been operational
on that date.

What are the key EBL Pilot Program requirements?

The EBL Pilot Program applies the SBA Loan Program Requirements (as defined in 13 CFR
§ 120.10) in place for the SBA Express program, except as outlined in this Guide. As such, SBA
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Express Lenders that make EBL loans must follow their established and proven internal policies
and procedures used for their similarly-sized, non-SBA guaranteed commercial loans.?

In addition to the specific eligibility requirements for EBL loans, SBA Express Lenders are
expected to be fully familiar with SBA’s eligibility requirements for SBA Express loans as set
forth in SBA Loan Program Requirements and must screen all EBL applicants and loans to
ensure they meet those requirements.

VI. What are the required terms and conditions for EBL loans?

A. Credit Not Available Elsewhere. As with all 7(a) loans, EBL applicants must demonstrate
the need for the desired credit (i.e., they must meet the SBA’s “credit elsewhere”
requirements). See 13 CFR §§ 120.101 and 120.102. The Lender must certify on the SBA
Form 1920, “Lender’s Application for Loan Guaranty,” that the EBL applicant does not
have the ability to obtain some or all of the requested loan funds on reasonable terms
from non-Federal sources, including the Lender, without SBA assistance, and requires the
Lender to fully document the basis for that determination in its loan file. Failure of the
Lender to adequately address the EBL applicant’s need for the desired credit may result
in SBA denying liability on the guaranty.

B. Business location (Presidential Disaster Declarations Only). The Lender must document
in the credit memorandum that the EBL applicant had an operating business located, as of
the date of the applicable disaster, in a Primary County declared as a disaster area under a
Presidential Disaster Declaration or in a Contiguous County. Lender may use internal
documents obtained through its existing relationship with the applicant that contain the
business address in order to verify the location of the business.

C. Adverse Impact (COVID-19 Emergency Declaration Only). For EBL loans made under
the COVID-19 Emergency Declaration, the Lender must document in the credit
memorandum that the EBL applicant had an operating business as of March 13, 2020 and
that the applicant has demonstrated that it has been adversely impacted by the
COVID-19 emergency.

D. Eligibility period. For Presidential Disaster Declaration loans, Lenders may only obtain
SBA loan numbers for EBL loans in a particular disaster area for a period of 6 months
from the date of the applicable Presidential Disaster Declaration. For COVID-19
Emergency Declaration loans, Lenders may obtain SBA loan numbers for EBL loans
through March 13, 2021.

E. Multiple loans. An EBL applicant (including affiliates, as defined in 13 CFR
§ 121.301(f)) may obtain only one EBL loan per Declaration. An EBL loan will not count
towards the maximum limitation on the amount of SBA Express loans that can be
outstanding to any borrower (including affiliates). An EBL loan will, however, count
towards the maximum limitation on the amount of 7(a) loans that can be outstanding to
any borrower (including affiliates).

2 As set forth in SOP 50 10, when SBA Express Lenders follow their own policies and procedures on their similarly-
sized, non-SBA guaranteed commercial loans, SBA Express Lenders that are Small Business Lending Companies
(SBLCs) must follow their written policies and procedures that have been reviewed by SBA.
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. Maximum loan amount. The maximum gross loan amount under the EBL Pilot Program
is $25,000.

. Maximum guaranty percentage. For an EBL loan, the SBA guaranty percentage is limited
to the maximum guaranty percentage for SBA Express loans. The guaranteed amount of
an EBL loan will count towards the maximum SBA exposure that may be outstanding for
all SBA loans to a borrower and its affiliates at any one time.

. Maximum maturity/loan term.

1. The EBL loan must be structured as a term loan (revolving lines of credit are not
permitted).

2. The maximum EBL loan term is 7 years.

The Lender may require the EBL borrower to pay the EBL loan in part or in full if the
borrower is approved for long-term disaster financing (including an SBA Direct
Disaster loan) that allows loan proceeds to be used for EBL loan reimbursement; or

4. The Lender may permit the loan to amortize over a maximum term of 7 years if the
borrower does not obtain long-term disaster financing.

Secondary market sales prohibited. EBL loans cannot be sold in SBA’s secondary
market. EBL loans are intended to be interim loans, thus SBA has determined pursuant to
13 CFR § 120.612(a)(3) that the sale of such loans in SBA’s secondary market would not
be conducive to the successful operation of the secondary market program.

Use of Proceeds.

1. For Presidential Disaster Declarations, EBL loan proceeds must be used exclusively
to support the survival and/or reopening of the small business within the eligible
Primary or Contiguous Counties. For the COVID-19 Emergency Declaration, EBL
loan proceeds must be used exclusively to support the survival and/or reopening of
the small business.

2. For Presidential Disaster Declarations, Lenders must certify in the credit
memorandum that the EBL loan proceeds will be used by the borrower to support the
survival and/or reopening of the small business within the eligible Primary or
Contiguous Counties. For the COVID-19 Emergency Declaration, Lenders must
certify in the credit memorandum that the EBL loan proceeds will be used by the
borrower to support the survival and/or reopening of the small business. This
certification must be included with any guaranty purchase request to SBA.

3. For Presidential Disaster Declarations, EBL loan proceeds may be disbursed as
working capital, or for specific disaster-related purposes, such as the purchase of
generators, repair or replacement of disaster-damaged equipment or inventory,
making repairs to the business premises, etc. For the COVID-19 Emergency
Declaration, EBL loan proceeds must be disbursed as working capital.

. Maximum Allowable Interest Rate. The EBL Pilot Program follows the SBA Express
interest rate policy. An EBL loan may have a fixed or variable interest rate.

1. Because an EBL loan is limited to $25,000, a Lender may charge up to 6.5% over the
Prime rate, regardless of the maturity of the loan.
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2. For variable rate loans, a Lender may use the same base rate of interest it uses on its
similarly-sized, non-SBA guaranteed commercial loans; however, the interest rate
throughout the term of the loan cannot exceed the maximum SBA Express interest
rate allowed of Prime + 6.5%.

3. A Lender may charge a default interest rate if it does so for its similarly-sized, non-
SBA guaranteed commercial loans, as long as the interest rate does not exceed the
amount stated above.

L. Fees.

1. Upfront Guaranty Fee. All EBL loans are subject to the same upfront guaranty fees as
required for 7(a) loans of similar size and maturity. See 13 CFR § 120.220 and SOP
50 10. Lenders are advised to refer to SBA Notices and/or SOP 50 10 for updates on
fee relief initiatives, if any, for each fiscal year.

2. Lender’s Annual Service Fee (SBA Ongoing Guaranty Fee). All EBL loans are
subject to the same Lender’s annual service fee as required for all 7(a) loans. See 13
CFR § 120.220(f) and SOP 50 10.

3. Other Fees. In order to ensure that EBL applicants and borrowers are charged only
those additional fees reasonably necessary in connection with an EBL loan, SBA
published the May 7, 2018 Federal Register Notice (83 FR 19921) modifying the
regulation at 13 CFR § 120.221 to permit Lenders to collect only the following:

a) Lender Fees. A Lender must not impose any fees or direct costs on an EBL
applicant or borrower, except for the following:

i. Application Fee: Lenders may charge an EBL applicant an application fee.
The maximum permissible application fee is 2% of the loan amount or $250,
whichever is greater. If an application fee is charged, it must be disclosed on
SBA Form 159, “Fee Disclosure and Compensation Agreement.” If an
undisbursed loan is canceled, the Lender may retain the application fee. The
application fee is optional; therefore, a Lender may choose not to collect an
application fee.

i1. Late Payment Fee: A late payment fee not to exceed 5 percent of the
scheduled EBL loan payment; and

i1ii. Liquidation Costs: The reasonable direct costs of liquidation.

b) Prohibition on all other fees and charges, including by loan packagers, referral
agents or brokers. Except as permitted in L.3.a) above, no other fee or costs may
be charged to an EBL applicant or borrower by the Lender or any third party in
connection with an EBL loan, including any referral fee, broker’s fee or similar
fee. Because an existing banking relationship is a requirement for an EBL loan,
there is no need for either the applicant or the Lender to pay a referral fee,
broker’s fee, or similar fee in connection with an EBL loan.

M. Collateral. The SBA Express collateral policy applies to EBL loans. Because the
maximum amount of an EBL loan is $25,000, Lenders are not required to take collateral
for EBL loans.
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VII. What are the credit standards and underwriting requirements for EBL
loans?

Lenders may follow a streamlined underwriting process for EBL loans by considering only the
following:

A. Credit Scores.

1. SBSS Score. All EBL applications will begin with a screening for a FICO Small
Business Scoring Service Score (SBSS Score). The SBSS Score is calculated based
on a combination of consumer credit bureau data, business bureau data, borrower
financials, and application data. To screen an application for an SBSS Score, the
Lender will enter certain fields into E-Tran Loan Origination and an SBSS Score will
be generated. See SOP 50 10 for the data fields required to generate an SBSS Score.

a) The minimum acceptable SBSS Score for an EBL loan applicant is 130. If the
applicant does not receive the minimum acceptable SBSS Score or greater, the
loan is not eligible for the EBL Pilot Program.

b) SBA may adjust the minimum acceptable SBSS Score up or down from time to
time during the EBL Pilot Program and will post any such adjusted score on its
website. See the 7(a) loan program page in the For-Partners section.

2. Personal Credit Score. Lender must obtain a personal credit score for each guarantor.
The personal credit score(s) must be satisfactory under the Lender’s standards for its
similarly-sized, non-SBA guaranteed commercial loans. The Lender’s credit
memorandum for the EBL loan must document the adequacy of the personal credit
score(s).

B. IRS Tax Transcript or Equivalent. Prior to any disbursement of EBL loan proceeds,
Lender must submit a signed IRS Form 4506-T to the Internal Revenue Service (IRS) and
obtain an IRS tax transcript for the EBL applicant business for the purpose of verifying
the existence of the business as of the date the applicable disaster commenced and
confirming that the EBL applicant has filed required tax returns. The Lender must retain
this documentation in the loan file. For businesses located in Puerto Rico, the Lender
must obtain the acceptable equivalent (confirmation of tax filing with the Hacienda) prior
to any disbursement of EBL loan proceeds. For businesses in operation prior to the
disaster but not long enough to have been required to file a tax return, Lender must
provide an acceptable alternative to verify the existence of the business as of the date the
applicable disaster commenced.

C. Existing Banking Relationship. As discussed above, the Lender must have an existing
banking relationship with the EBL applicant as of the date of the applicable disaster in
order to help mitigate the risks associated with the streamlined underwriting process
under the EBL Pilot Program. The Lender must document this existing banking
relationship in the credit memorandum. Acceptable documentation may include a copy of
a current bank statement, an existing Note, or other official bank documents that
reference the EBL applicant’s business address. A relationship with any of the Lender’s
affiliates will not satisfy this requirement.
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VIII. How does a Lender process and submit the guaranty application for an
EBL Loan?

A. Eligibility in General. SBA grants SBA Express Lenders increased responsibility for
screening applicants and loans for eligibility. In addition to the specific EBL Pilot
Program eligibility requirements outlined above, the EBL applicant must meet all other
7(a) loan eligibility requirements, including those found in 13 CFR §§ 120.100 through
120.111 and SOP 50 10. Lenders must screen all EBL applicants and loans to ensure that
they meet all eligibility requirements before submitting the request for an EBL loan
number to SBA.

1. In screening the EBL applicant and loan for eligibility, a Lender may, in general, rely
on certifications provided by the applicant, several of which are included in SBA
Form 1919, “Borrower Information Form,” that will be used for the EBL Pilot
Program. For example, certifications regarding character and other eligibility factors
are included in the SBA Form 1919. In the case of size, the Lender may rely on
information provided by the applicant at the date of application, unless the Lender has
credible evidence to the contrary.

However, other eligibility issues will require closer attention from the Lender. If, for
example, a franchise is involved, the Lender must follow the procedures for
processing franchise loans in SOP 50 10.

The Lender must maintain appropriate documentation in the loan file supporting the
eligibility of the EBL applicant and loan.

2. The EBL Applicant must Be Small Under SBA Size Requirements (13 CFR Part
121). The EBL applicant business, together with its affiliates (as defined in 13 CFR §
121.301(f)), must be small under either the industry size standards or the alternative
size standard applicable to the 7(a) Loan Program. See SOP 50 10. The size of the
EBL applicant is determined as of the date the EBL loan is approved by the Lender.
(Note: SBA Economic Injury (EIDL) direct disaster loans are available only to
businesses that were small under the industry size standards when the declared
disaster commenced (13 CFR § 123.300(b)), while SBA Physical (repair and/or
replacement) direct disaster loans are available to businesses of all sizes.)

3. The EBL Applicant and its Associates must be of Good Character. The EBL
Applicant and its Associates (as defined in 13 CFR § 120.10) must be of good
character.

The Agency cannot guarantee a 7(a) loan, including an EBL loan, to a small business
with an Associate who is:

a) Incarcerated, on probation, on parole (an individual with a deferred prosecution is
treated as if the individual is on probation or parole); or

b) Currently subject to an indictment, criminal information, arraignment, or other
means by which formal criminal charges are brought in any jurisdiction.

The character evaluation process to determine eligibility begins with the
Applicant and Associates answering the applicable questions on SBA Form 1919,
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B.

IX.

Borrower Information Form. If questions 17, 18, and 19 of SBA Form 1919, are
all answered “no,” the Lender may process the EBL loan. If any answer to
question 17 is “yes,” the loan is ineligible for the EBL Pilot Program. If any
answer to question 18 and/or 19 is “yes,” the Lender must obtain the
required SBA Form 912, “Statement of Personal History,” and follow the
steps outlined in SOP 50 10 prior to submitting the request for an EBL loan
number.

4. No Delinquent Federal Debt or Prior Loss. Unless waived by SBA for good cause,
SBA cannot provide assistance to an EBL applicant if there is a Delinquent Federal
Debt or if there has been a Prior Loss to the Government. EBL Lenders are
responsible for complying with the requirements and procedures set forth in SOP 50
10 related to Delinquent Federal Debt and Prior Loss, and are responsible for
checking the Credit Alert Verification Reporting System (CAIVRS) for EBL
applicants to determine if any of the individuals or businesses identified in SOP 50 10
have outstanding Delinquent Federal Debt or Prior Loss.

Application Submission. After an eligible applicant receives the minimum acceptable
SBSS Score or greater during the initial E-Tran screening, the Lender must submit the
guaranty application using E-Tran or SBA One to receive an SBA loan number.

What forms are required?

The EBL Pilot follows SBA Express processing procedures, except as outlined in this Guide.
Program forms can be found on the SBA website. All EBL Pilot loan files must include the
forms and information the Lender requires in order to make an informed eligibility and credit
decision. Any application form obtained by the Lender from the applicant must be certified by
the applicant as true and complete. Lenders processing EBL loans must obtain and retain all
required documentation in their file.

The following forms are required:

A. SBA Form 1920. Lender must complete and sign SBA Form 1920, “Lender’s Application

B.

C.

for Loan Guaranty.”

SBA Form 1919. EBL Applicants and their Associates must complete and sign SBA
Form 1919, “Borrower Information Form.”

SBA Form 159. If the EBL applicant paid or committed to pay an application fee to the
Lender, then an SBA Form 159 must be fully completed and signed by the EBL applicant
and the Lender. See also, Section VI.L. above.

Lenders must submit SBA Form 159 to SBA’s Fiscal Transfer Agent (“FTA”) on EBL
loans that involve payment of an application fee to the Lender. This submission is
required only once after there has been an initial disbursement on the loan and should be
submitted in conjunction with a Lender’s 1502 report for the month. The information
must be submitted by electronic document imaging using either the Portable Document
Format (.pdf) or the Tagged Information Format (.tif). Lenders must email the pdf/tif file
to Form159@colsonservices.com. Lenders are required to retain an original signature
version of the form in their files for compliance review purposes.
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. SBA Form 601. For any EBL loan where proceeds will be used for construction of more
than $10,000, as indicated on SBA Form 1920, the EBL applicant and contractor must
execute SBA Form 601, “Applicant's Agreement of Compliance.” The Lender must keep
the original signed SBA Form 601 in its loan file. The Lender does not send the form to
SBA.

. IRS Form 4506-T and IRS Transcript or Equivalent. As discussed above, the Lender
must submit a signed IRS Form 4506-T and obtain an IRS Transcript or equivalent prior
to any disbursement of EBL loan proceeds.

. SBA Form 912. As discussed above, if any EBL loan applicant or Associate answers
“yes” to questions 18 and/or 19 on SBA Form 1919, “Borrower Information Form,” the
Lender must obtain the required SBA Form 912, “Statement of Personal History,” and
follow the steps outlined in SOP 50 10 prior to submitting the request for an EBL loan
number.

How does a Lender close, disburse, service, liquidate, and request
guaranty purchase of an EBL Loan?

. Closing. The EBL Pilot Program follows the same closing procedures as SBA Express.
The Lender completes the Authorization without SBA review and signs it on behalf of
SBA. The Lender may use the 7(a) Boilerplate or the SBA Express/Export Express
abbreviated authorization. The Lender must complete the Authorization in compliance
with the disbursement requirements below. For Presidential Disaster Declarations, the
Lender must include language in the Authorization requiring that EBL loan proceeds be
used exclusively to support the survival and/or reopening of the EBL borrower within the
eligible Primary or Contiguous Counties. For the COVID-19 Emergency Declaration, the
Lender must include language in the Authorization requiring that EBL loan proceeds be
used exclusively to support the survival and/or reopening of the EBL borrower.

The Authorization may require the EBL borrower to pay the EBL loan in part or in full if
the borrower is approved for long-term disaster financing (including an SBA Direct
Disaster loan) that allows loan proceeds to be used for EBL loan reimbursement. For
EBL loans, the Lender must use the same closing procedures and documentation that it
uses for its similarly-sized, non-SBA guaranteed commercial loans. There must be a
promissory note that is legally enforceable and assignable, in the event that it would ever
have to be assigned to SBA. The Lender should not send any closing documentation to
SBA after closing but should retain all documents in the loan file.

. Disbursement. Because an EBL loan is a bridge loan, first disbursement of the EBL loan
should occur within 45 days of the Lender’s receipt of an SBA loan number and must
occur no later than 90 days from that date. If the first disbursement is not made within 90
days from receipt of an SBA loan number, the EBL loan will be cancelled.

. Post-Closing Servicing, Liquidation and Guaranty Purchase. For servicing, liquidation
and guaranty purchases of EBL loans, the Lender must follow SOP 50 57, 7(a) Loan
Servicing and Liquidation. SBA Express procedures apply to EBL loans. Routine EBL
loan servicing and liquidation issues are currently being handled centrally by either
SBA’s Commercial Loan Service Center East in Little Rock at 2120 Riverfront Drive,
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Suite 100, Little Rock, AR 72202-1794 (501-324-5871; Irsc.servicing@sba.gov ) or
SBA’s Commercial Loan Service Center West in Fresno at 801 R Street, Suite 101,
Fresno, CA 93721 (559-262-4960; fsc.servicing@sba.gov). EBL loan guaranty purchase
requests must be submitted using the Express Purchase Demand Kit to the applicable
email address (LRSC.ExpressPurchase@sba.gov or fsc.expresspurchases@sba.gov) or
through Send this File.

. Monthly Form 1502 Reporting via E-Tran. Lenders must report the EBL loan status on a
monthly basis via E-Tran using SBA Form 1502, “Guaranty Loan Status & Lender
Remittance Form.” Lender must use the Form 1502 reporting format to timely and
accurately report the status and outstanding balance of all of their SBA guaranteed loans,
including EBL loans, to the FTA by the third calendar day of each month, or the next
business day thereafter if the third calendar day of the month is not a business day, plus a
two business day grace period. This reporting requirement applies regardless of whether
the EBL borrower made a payment in the current month.

All Lenders must remain current in filing the required monthly Form 1502 reports in the
form required by SBA and in remitting the required SBA Ongoing Guaranty Fees with
the reports.
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THE PRESIDENT’S CORONAVIRUS GUIDELINES FOR AMERICA

15 DAYS TO SLOW
THE SPREAD

Listen to and follow the directions of your STATE AND LOCAL AUTHORITIES.

IF YOU FEEL SICK, stay home. Do not go to work. Contact your medical provider.
IF YOUR CHILDREN ARE SICK, keep them at home. Do not send them to school. Contact your medical provider.

IF SOMEONE IN YOUR HOUSEHOLD HAS TESTED POSITIVE for the coronavirus, keep the entire household
at home. Do not go to work. Do not go to school. Contact your medical provider.

IF YOU ARE AN OLDER PERSON, stay home and away from other people.

IFYOU ARE A PERSON WITH A SERIOUS UNDERLYING HEALTH CONDITION that can put you at increased
risk (for example, a condition that impairs your lung or heart function or weakens your immune system),
stay home and away from other people.

For more information, please visit

CORONAVIRUS.GOV




THE PRESIDENT’S CORONAVIRUS GUIDELINES FOR AMERICA

DO YOUR PART TO SLOW THE
SPREAD OF THE CORONAVIRUS

Even if you are young, or otherwise healthy, you are at risk and your activities can increase
the risk for others. It is critical that you do your part to slow the spread of the coronavirus.

Work or engage in schooling FROM HOME whenever possible.

IF YOU WORKIN A CRITICAL INFRASTRUCTURE INDUSTRY,
as defined by the Department of Homeland Security, such as
healthcare services and pharmaceutical and food supply, you
have a special responsibility to maintain your normal work
schedule. You and your employers should follow CDC guidance
to protect your health at work.

Avoid eating or drinking at bars, restaurants, and food courts —
USE DRIVE-THRU, PICKUP, OR DELIVERY OPTIONS.

AVOID SOCIAL GATHERINGS in groups of more than 10 people.

AVOID DISCRETIONARY TRAVEL, shopping trips, and social visits.

DO NOT VISIT nursing homes or retirement or long-term
care facilities unless to provide critical assistance.

PRACTICE GOOD HYGIENE:

« Wash your hands, especially after touching any
frequently used item or surface.

« Avoid touching your face.
« Sneeze or cough into a tissue, or the inside of your elbow.

« Disinfect frequently used items and surfaces as much as possible.

CORONAVIRUS.GOV

School operations can accelerate the spread of the coronavirus. Governors of states with evidence of community transmission should close schools in affected and surrounding areas.
Governors should close schools in communities that are near areas of community transmission, even if those areas are in neighboring states. In addition, state and local officials should
close schools where coronavirus has been identified in the population associated with the school. States and localities that close schools need to address childcare needs of critical

responders, as well as the nutritional needs of children.

Older people are particularly at risk from the coronavirus. All states should follow Federal guidance and halt social visits to nursing homes and retirement and long-term care facilities.

In states with evidence of community transmission, bars, restaurants, food courts, gyms, and other indoor and outdoor venues where groups of people congregate should be closed.
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OSHA

www.osha.gov

Occupational Safety and Health Act of 1970

“To assure safe and healthful working conditions for
working men and women; by authorizing enforcement
of the standards developed under the Act; by assisting
and encouraging the States in their efforts to assure
safe and healthful working conditions; by providing
for research, information, education, and training in
the field of occupational safety and health.”

This guidance is not a standard or regulation, and

it creates no new legal obligations. It contains
recommendations as well as descriptions of
mandatory safety and health standards. The
recommendations are advisory in nature,
informational in content, and are intended to assist
employers in providing a safe and healthful workplace.
The Occupational Safety and Health Act requires
employers to comply with safety and health standards
and regulations promulgated by OSHA or by a state
with an OSHA-approved state plan. In addition, the
Act’s General Duty Clause, Section 5(a)(1), requires
employers to provide their employees with a
workplace free from recognized hazards likely to cause
death or serious physical harm.

Material contained in this publication is in the public
domain and may be reproduced, fully or partially, without
permission. Source credit is requested but not required.

This information will be made available to sensory-
impaired individuals upon request. Voice phone: (202)
693-1999; teletypewriter (TTY) number: 1-877-889-5627.
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Introduction

Coronavirus Disease 2019 (COVID-19) is a respiratory disease
caused by the SARS-CoV-2 virus. It has spread from China to
many other countries around the world, including the United
States. Depending on the severity of COVID-19’s international
impacts, outbreak conditions—including those rising to the level
of a pandemic—can affect all aspects of daily life, including
travel, trade, tourism, food supplies, and financial markets.

To reduce the impact of COVID-19 outbreak conditions on
businesses, workers, customers, and the public, it is important
for all employers to plan now for COVID-19. For employers who
have already planned for influenza pandemics, planning for
COVID-19 may involve updating plans to address the specific
exposure risks, sources of exposure, routes of transmission,
and other unique characteristics of SARS-CoV-2 (i.e., compared
to pandemic influenza viruses). Employers who have not
prepared for pandemic events should prepare themselves

and their workers as far in advance as possible of potentially
worsening outbreak conditions. Lack of continuity planning can
result in a cascade of failures as employers attempt to address
challenges of COVID-19 with insufficient resources and workers
who might not be adequately trained for jobs they may have to
perform under pandemic conditions.

The Occupational Safety and Health Administration (OSHA)
developed this COVID-19 planning guidance based on traditional
infection prevention and industrial hygiene practices. It focuses on
the need for employers to implement engineering, administrative,
and work practice controls and personal protective equipment
(PPE), as well as considerations for doing so.

This guidance is intended for planning purposes. Employers
and workers should use this planning guidance to help
identify risk levels in workplace settings and to determine
any appropriate control measures to implement. Additional
guidance may be needed as COVID-19 outbreak conditions
change, including as new information about the virus, its
transmission, and impacts, becomes available.

GUIDANCE ON PREPARING WORKPLACES FOR COVID-19
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The U.S. Department of Health and Human Services’ Centers
for Disease Control and Prevention (CDC) provides the

latest information about COVID-19 and the global outbreak:
www.cdc.gov/coronavirus/2019-ncov.

The OSHA COVID-19 webpage offers information specifically
for workers and employers: www.osha.gov/covid-19.

This guidance is advisory in nature and informational in
content. It is not a standard or a regulation, and it neither
creates new legal obligations nor alters existing obligations
created by OSHA standards or the Occupational Safety and
Health Act (OSH Act). Pursuant to the OSH Act, employers
must comply with safety and health standards and regulations
issued and enforced either by OSHA or by an OSHA-approved
State Plan. In addition, the OSH Act’s General Duty Clause,
Section 5(a)(1), requires employers to provide their employees
with a workplace free from recognized hazards likely to cause
death or serious physical harm. OSHA-approved State Plans
may have standards, regulations and enforcement policies that
are different from, but at least as effective as, OSHA's. Check
with your State Plan, as applicable, for more information.

About COVID-19

Symptoms of COVID-19

Infection with SARS-CoV-2, the virus that causes COVID-19, can
cause illness ranging from mild to severe and, in some cases,
can be fatal. Symptoms typically include fever, cough, and
shortness of breath. Some people infected with the virus have
reported experiencing other non-respiratory symptoms. Other
people, referred to as asymptomatic cases, have experienced
no symptoms at all.

According to the CDC, symptoms of COVID-19 may appear in
as few as 2 days or as long as 14 days after exposure.

OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
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How COVID-19 Spreads

Although the first human cases of COVID-19 likely resulted
from exposure to infected animals, infected people can spread
SARS-CoV-2 to other people.

The virus is thought to Medium exposure risk
spread mainly from person- jobs include those that
to-person, including: require frequent and/or

close contact with (i.e.,
m Between people who within 6 feet of) other people

ar_e in close contact o who may be infected with
with one another (within SARS-CoV-2

about 6 feet).

m Through respiratory
droplets produced when an infected person coughs or
sneezes. These droplets can land in the mouths or noses of
people who are nearby or possibly be inhaled into the lungs.

It may be possible that a person can get COVID-19 by touching
a surface or object that has SARS-CoV-2 on it and then
touching their own mouth, nose, or possibly their eyes, but this
is not thought to be the primary way the virus spreads.

People are thought to be most contagious when they are most
symptomatic (i.e., experiencing fever, cough, and/or shortness
of breath). Some spread might be possible before people
show symptoms; there have been reports of this type of
asymptomatic transmission with this new coronavirus, but this
is also not thought to be the main way the virus spreads.

Although the United States has implemented public health
measures to limit the spread of the virus, it is likely that some
person-to-person transmission will continue to occur.

The CDC website provides the latest information about
COVID-19 transmission: www.cdc.gov/coronavirus/2019-ncov/
about/transmission.html.

GUIDANCE ON PREPARING WORKPLACES FOR COVID-19
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How a COVID-19 Outbreak Could
Affect Workplaces

Similar to influenza viruses, SARS-CoV-2, the virus that causes
COVID-19, has the potential to cause extensive outbreaks.
Under conditions associated with widespread person-to-
person spread, multiple areas of the United States and other
countries may see impacts at the same time. In the absence
of a vaccine, an outbreak may also be an extended event. As a
result, workplaces may experience:

m Absenteeism. Workers could be absent because they are
sick; are caregivers for sick family members; are caregivers
for children if schools or day care centers are closed; have
at-risk people at home, such as immunocompromised
family members; or are afraid to come to work because of
fear of possible exposure.

m Change in patterns of commerce. Consumer demand for
items related to infection prevention (e.g., respirators) is
likely to increase significantly, while consumer interest in
other goods may decline. Consumers may also change
shopping patterns because of a COVID-19 outbreak.
Consumers may try to shop at off-peak hours to reduce
contact with other people, show increased interest in home
delivery services, or prefer other options, such as drive-
through service, to reduce person-to-person contact.

m Interrupted supply/delivery. Shipments of items from
geographic areas severely affected by COVID-19 may be
delayed or cancelled with or without notification.

This illustration, created at the Centers for
Disease Control and Prevention (CDC), reveals
ultrastructural morphology exhibited by the
2019 Novel Coronavirus (2019-nCoV). Note
the spikes that adorn the outer surface of

the virus, which impart the look of a corona
surrounding the virion, when viewed electron
microscopically. This virus was identified as
the cause of an outbreak of respiratory iliness
first detected in Wuhan, China.

Photo: CDC / Alissa Eckert & Dan Higgins
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Steps All Employers Can Take to
Reduce Workers’ Risk of Exposure
to SARS-CoV-2

This section describes basic steps that every employer can
take to reduce the risk of worker exposure to SARS-CoV-2, the
virus that causes COVID-19, in their workplace. Later sections
of this guidance—including those focusing on jobs classified
as having low, medium, high, and very high exposure risks—
provide specific recommendations for employers and workers
within specific risk categories.

Develop an Infectious Disease Preparedness
and Response Plan

If one does not already exist, develop an infectious disease
preparedness and response plan that can help guide protective
actions against COVID-19.

Stay abreast of guidance from federal, state, local, tribal, and/or
territorial health agencies, and consider how to incorporate those
recommendations and resources into workplace-specific plans.

Plans should consider and address the level(s) of risk
associated with various worksites and job tasks workers
perform at those sites. Such considerations may include:

m Where, how, and to what sources of SARS-CoV-2 might
workers be exposed, including:

O The general public, customers, and coworkers; and

O Sick individuals or those at particularly high risk
of infection (e.g., international travelers who have
visited locations with widespread sustained (ongoing)
COVID-19 transmission, healthcare workers who have
had unprotected exposures to people known to have, or
suspected of having, COVID-19).

m Non-occupational risk factors at home and in community
settings.

GUIDANCE ON PREPARING WORKPLACES FOR COVID-19
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m Workers' individual risk factors (e.g., older age;
presence of chronic medical conditions, including
immunocompromising conditions; pregnancy).

m Controls necessary to address those risks.

Follow federal and state, local, tribal, and/or territorial (SLTT)
recommendations regarding development of contingency
plans for situations that may arise as a result of outbreaks,
such as:

m Increased rates of worker absenteeism.

m The need for social distancing, staggered work shifts,
downsizing operations, delivering services remotely, and
other exposure-reducing measures.

m Options for conducting essential operations with a reduced
workforce, including cross-training workers across different

jobs in order to continue operations or deliver surge services.

m Interrupted supply chains or delayed deliveries.

Plans should also consider and address the other steps that
employers can take to reduce the risk of worker exposure to
SARS-CoV-2 in their workplace, described in the sections below.

Prepare to Implement Basic Infection
Prevention Measures

For most employers, protecting workers will depend on
emphasizing basic infection prevention measures. As
appropriate, all employers should implement good hygiene
and infection control practices, including:

m Promote frequent and thorough hand washing, including
by providing workers, customers, and worksite visitors with
a place to wash their hands. If soap and running water are
not immediately available, provide alcohol-based hand rubs
containing at least 60% alcohol.

m Encourage workers to stay home if they are sick.

m Encourage respiratory etiquette, including covering coughs
and sneezes.

OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION
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m Provide customers and the public with tissues and trash
receptacles.

m Employers should explore whether they can establish
policies and practices, such as flexible worksites (e.g.,
telecommuting) and flexible work hours (e.g., staggered
shifts), to increase the physical distance among
employees and between employees and others if state
and local health authorities recommend the use of social
distancing strategies.

m Discourage workers from using other workers’ phones, desks,
offices, or other work tools and equipment, when possible.

m Maintain regular housekeeping practices, including routine
cleaning and disinfecting of surfaces, equipment, and
other elements of the work environment. When choosing
cleaning chemicals, employers should consult information
on Environmental Protection Agency (EPA)-approved
disinfectant labels with claims against emerging viral
pathogens. Products with EPA-approved emerging viral
pathogens claims are expected to be effective against
SARS-CoV-2 based on data for harder to kill viruses. Follow
the manufacturer’s instructions for use of all cleaning and
disinfection products (e.g., concentration, application
method and contact time, PPE).

Develop Policies and Procedures for Prompt
Identification and Isolation of Sick People,
if Appropriate

m Prompt identification and isolation of potentially infectious
individuals is a critical step in protecting workers,
customers, visitors, and others at a worksite.

m Employers should inform and encourage employees to
self-monitor for signs and symptoms of COVID-19 if they
suspect possible exposure.

m Employers should develop policies and procedures for
employees to report when they are sick or experiencing
symptoms of COVID-19.
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Where appropriate, employers should develop policies

and procedures for immediately isolating people who have
signs and/or symptoms of COVID-19, and train workers to
implement them. Move potentially infectious people to a
location away from workers, customers, and other visitors.
Although most worksites do not have specific isolation
rooms, designated areas with closable doors may serve as
isolation rooms until potentially sick people can be removed
from the worksite.

Take steps to limit spread of the respiratory secretions of
a person who may have COVID-19. Provide a face mask,

if feasible and available, and ask the person to wear it, if
tolerated. Note: A face mask (also called a surgical mask,
procedure mask, or other similar terms) on a patient or
other sick person should not be confused with PPE for

a worker; the mask acts to contain potentially infectious
respiratory secretions at the source (i.e., the person’s nose
and mouth).

If possible, isolate people suspected of having COVID-19
separately from those with confirmed cases of the virus

to prevent further transmission—particularly in worksites
where medical screening, triage, or healthcare activities
occur, using either permanent (e.g., wall/different room) or
temporary barrier (e.g., plastic sheeting).

Restrict the number of personnel entering isolation areas.

Protect workers in close contact with (i.e., within 6 feet of)

a sick person or who have prolonged/repeated contact

with such persons by using additional engineering and
administrative controls, safe work practices, and PPE.
Workers whose activities involve close or prolonged/
repeated contact with sick people are addressed further in
later sections covering workplaces classified at medium and
very high or high exposure risk.
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Develop, Implement, and Communicate about
Workplace Flexibilities and Protections

Actively encourage sick employees to stay home.

Ensure that sick leave policies are flexible and consistent
with public health guidance and that employees are aware
of these policies.

Talk with companies that provide your business with
contract or temporary employees about the importance
of sick employees staying home and encourage them to
develop non-punitive leave policies.

Do not require a healthcare provider’s note for employees
who are sick with acute respiratory illness to validate their
iliness or to return to work, as healthcare provider offices
and medical facilities may be extremely busy and not able
to provide such documentation in a timely way.

Maintain flexible policies that permit employees to stay home
to care for a sick family member. Employers should be aware
that more employees may need to stay at home to care for
sick children or other sick family members than is usual.

Recognize that workers with ill family members may need
to stay home to care for them. See CDC's Interim Guidance
for Preventing the Spread of COVID-19 in Homes and
Residential Communities: www.cdc.gov/coronavirus/2019-
ncov/hcp/guidance-prevent-spread.html.

Be aware of workers’ concerns about pay, leave, safety,
health, and other issues that may arise during infectious
disease outbreaks. Provide adequate, usable, and
appropriate training, education, and informational material
about business-essential job functions and worker health
and safety, including proper hygiene practices and the

use of any workplace controls (including PPE). Informed
workers who feel safe at work are less likely to be
unnecessarily absent.
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m Work with insurance companies (e.g., those providing
employee health benefits) and state and local health
agencies to provide information to workers and customers
about medical care in the event of a COVID-19 outbreak.

Implement Workplace Controls

Occupational safety and health professionals use a framework
called the “hierarchy of controls” to select ways of controlling
workplace hazards. In other words, the best way to control

a hazard is to systematically remove it from the workplace,
rather than relying on workers to reduce their exposure.
During a COVID-19 outbreak, when it may not be possible to
eliminate the hazard, the most effective protection measures
are (listed from most effective to least effective): engineering
controls, administrative controls, safe work practices (a type
of administrative control), and PPE. There are advantages

and disadvantages to each type of control measure when
considering the ease of implementation, effectiveness, and
cost. In most cases, a combination of control measures will be
necessary to protect workers from exposure to SARS-CoV-2.

In addition to the types of workplace controls discussed below,
CDC guidance for businesses provides employers and workers
with recommended SARS-CoV-2 infection prevention strategies
to implement in workplaces: www.cdc.gov/coronavirus/2019-
ncov/specific-groups/guidance-business-response.html.

Engineering Controls

Engineering controls involve isolating employees from work-
related hazards. In workplaces where they are appropriate, these
types of controls reduce exposure to hazards without relying on
worker behavior and can be the most cost-effective solution to
implement. Engineering controls for SARS-CoV-2 include:

m Installing high-efficiency air filters.
m Increasing ventilation rates in the work environment.

m Installing physical barriers, such as clear plastic
sneeze guards.
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m |Installing a drive-through window for customer service.

m Specialized negative pressure ventilation in some settings,
such as for aerosol generating procedures (e.g., airborne
infection isolation rooms in healthcare settings and
specialized autopsy suites in mortuary settings).

Administrative Controls

Administrative controls require action by the worker or employer.
Typically, administrative controls are changes in work policy
or procedures to reduce or minimize exposure to a hazard.
Examples of administrative controls for SARS-CoV-2 include:

m Encouraging sick workers to stay at home.

® Minimizing contact among workers, clients, and
customers by replacing face-to-face meetings with virtual
communications and implementing telework if feasible.

m Establishing alternating days or extra shifts that reduce
the total number of employees in a facility at a given time,
allowing them to maintain distance from one another while
maintaining a full onsite work week.

m Discontinuing nonessential travel to locations with ongoing
COVID-19 outbreaks. Regularly check CDC travel warning
levels at: www.cdc.gov/coronavirus/2019-ncov/travelers.

m Developing emergency communications plans, including a
forum for answering workers’ concerns and internet-based
communications, if feasible.

m Providing workers with up-to-date education and training
on COVID-19 risk factors and protective behaviors (e.g.,
cough etiquette and care of PPE).

m Training workers who need to use protecting clothing
and equipment how to put it on, use/wear it, and take
it off correctly, including in the context of their current
and potential duties. Training material should be easy to
understand and available in the appropriate language and
literacy level for all workers.

GUIDANCE ON PREPARING WORKPLACES FOR COVID-19
13

63


http://www.cdc.gov/coronavirus/2019-ncov/travelers/

Safe Work Practices

Safe work practices are types of administrative controls that
include procedures for safe and proper work used to reduce
the duration, frequency, or intensity of exposure to a hazard.
Examples of safe work practices for SARS-CoV-2 include:

m Providing resources and a work environment that promotes
personal hygiene. For example, provide tissues, no-touch
trash cans, hand soap, alcohol-based hand rubs containing
at least 60 percent alcohol, disinfectants, and disposable
towels for workers to clean their work surfaces.

m Requiring regular hand washing or using of alcohol-based
hand rubs. Workers should always wash hands when they
are visibly soiled and after removing any PPE.

m Post handwashing signs in restrooms.

Personal Protective Equipment (PPE)

While engineering and administrative controls are considered
more effective in minimizing exposure to SARS-CoV-2, PPE
may also be needed to prevent certain exposures. While
correctly using PPE can help prevent some exposures, it
should not take the place of other prevention strategies.

Examples of PPE include: gloves, goggles, face shields, face
masks, and respiratory protection, when appropriate. During
an outbreak of an infectious disease, such as COVID-19,
recommendations for PPE specific to occupations or job tasks
may change depending on geographic location, updated

risk assessments for workers, and information on PPE
effectiveness in preventing the spread of COVID-19. Employers
should check the OSHA and CDC websites regularly for
updates about recommended PPE.

All types of PPE must be:

m Selected based upon the hazard to the worker.

m Properly fitted and periodically refitted, as applicable
(e.g., respirators).
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m Consistently and properly worn when required.

m Regularly inspected, maintained, and replaced,
as necessary.

m Properly removed, cleaned, and stored or disposed of,
as applicable, to avoid contamination of self, others, or
the environment.

Employers are obligated to provide their workers with PPE
needed to keep them safe while performing their jobs. The
types of PPE required during a COVID-19 outbreak will be
based on the risk of being infected with SARS-CoV-2 while
working and job tasks that may lead to exposure.

Workers, including those who work within 6 feet of patients
known to be, or suspected of being, infected with SARS-CoV-2
and those performing aerosol-generating procedures, need to
use respirators:

m National Institute for Occupational Safety and
Health (NIOSH)-approved, N95 filtering facepiece
respirators or better must be used in the context of a
comprehensive, written respiratory protection program
that includes fit-testing, training, and medical exams.
See OSHA's Respiratory Protection standard, 29 CFR
1910.134 at www.osha.gov/laws-regs/regulations/
standardnumber/1910/1910.134.

m When disposable N95 filtering facepiece respirators are
not available, consider using other respirators that provide
greater protection and improve worker comfort. Other
types of acceptable respirators include: a R/P95, N/R/P99,
or N/R/P100 filtering facepiece respirator; an air-purifying
elastomeric (e.g., half-face or full-face) respirator with
appropriate filters or cartridges; powered air purifying
respirator (PAPR) with high-efficiency particulate arrestance
(HEPA) filter; or supplied air respirator (SAR). See CDC/
NIOSH guidance for optimizing respirator supplies at:
www.cdc.gov/coronavirus/2019-ncov/hcp/respirators-strategy.
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Consider using PAPRs or SARs, which are more protective
than filtering facepiece respirators, for any work operations
or procedures likely to generate aerosols (e.g., cough
induction procedures, some dental procedures, invasive
specimen collection, blowing out pipettes, shaking or
vortexing tubes, filling a syringe, centrifugation).

Use a surgical N95 respirator when both respiratory
protection and resistance to blood and body fluids is needed.

Face shields may also be worn on top of a respirator to
prevent bulk contamination of the respirator. Certain
respirator designs with forward protrusions (duckbill

style) may be difficult to properly wear under a face shield.
Ensure that the face shield does not prevent airflow through
the respirator.

Consider factors such as function, fit, ability to
decontaminate, disposal, and cost. OSHA’s Respiratory
Protection eTool provides basic information on respirators
such as medical requirements, maintenance and care,

fit testing, written respiratory protection programs, and
voluntary use of respirators, which employers may also
find beneficial in training workers at: www.osha.gov/SLTC/
etools/respiratory. Also see NIOSH respirator guidance at:
www.cdc.gov/niosh/topics/respirators.

Respirator training should address selection, use (including
donning and doffing), proper disposal or disinfection,
inspection for damage, maintenance, and the limitations
of respiratory protection equipment. Learn more at: www.
osha.gov/SLTC/respiratoryprotection.

The appropriate form of respirator will depend on the
type of exposure and on the transmission pattern of
COVID-19. See the NIOSH “Respirator Selection Logic”

at: www.cdc.gov/niosh/docs/2005-100/default.html or the
OSHA “Respiratory Protection eTool” at www.osha.gov/
SLTC/etools/respiratory.

OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION

16 66


https://www.osha.gov/SLTC/etools/respiratory/index.html
https://www.osha.gov/SLTC/etools/respiratory/index.html
https://www.cdc.gov/niosh/topics/respirators
http://www.osha.gov/SLTC/respiratoryprotection/
http://www.osha.gov/SLTC/respiratoryprotection/
https://www.cdc.gov/niosh/docs/2005-100/default.html
https://www.osha.gov/SLTC/etools/respiratory/index.html
https://www.osha.gov/SLTC/etools/respiratory/index.html

Follow Existing OSHA Standards

Existing OSHA standards may apply to protecting workers
from exposure to and infection with SARS-CoV-2.

While there is no specific OSHA standard covering SARS-
CoV-2 exposure, some OSHA requirements may apply to
preventing occupational exposure to SARS-CoV-2. Among the
most relevant are:

m OSHA's Personal Protective Equipment (PPE) standards
(in general industry, 29 CFR 1910 Subpart I), which require
using gloves, eye and face protection, and respiratory
protection. See: www.osha.gov/laws-regs/regulations/
standardnumber/1910#1910_Subpart_I.

O When respirators are necessary to protect workers or
where employers require respirator use, employers
must implement a comprehensive respiratory protection
program in accordance with the Respiratory Protection
standard (29 CFR 1910.134). See: www.osha.gov/laws-
regs/regulations/standardnumber/1910/1910.134.

m The General Duty Clause, Section 5(a)(1) of
the Occupational Safety and Health (OSH) Act of 1970,
29 USC 654(a)(1), which requires employers to furnish to
each worker “employment and a place of employment,
which are free from recognized hazards that are causing
or are likely to cause death or serious physical harm.”
See: www.osha.gov/laws-regs/oshact/completeoshact.

OSHA's Bloodborne Pathogens standard (29 CFR 1910.1030)
applies to occupational exposure to human blood and other
potentially infectious materials that typically do not include
respiratory secretions that may transmit SARS-CoV-2.
However, the provisions of the standard offer a framework
that may help control some sources of the virus, including
exposures to body fluids (e.g., respiratory secretions) not
covered by the standard. See: www.osha.gov/laws-regs/
regulations/standardnumber/1910/1910.1030.
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The OSHA COVID-19 webpage provides additional information
about OSHA standards and requirements, including
requirements in states that operate their own OSHA-approved
State Plans, recordkeeping requirements and injury/iliness
recording criteria, and applications of standards related to
sanitation and communication of risks related to hazardous
chemicals that may be in common sanitizers and sterilizers.
See: www.osha.gov/SLTC/covid-19/standards.html.

Classifying Worker Exposure to
SARS-CoV-2

Worker risk of occupational exposure to SARS-CoV-2, the

virus that causes COVID-19, during an outbreak may vary from
very high to high, medium, or lower (caution) risk. The level

of risk depends in part on the industry type, need for contact
within 6 feet of people known to be, or suspected of being,
infected with SARS-CoV-2, or requirement for repeated or
extended contact with persons known to be, or suspected of
being, infected with SARS-CoV-2. To help employers determine
appropriate precautions, OSHA has divided job tasks into

four risk exposure levels: very high, high, medium, and lower
risk. The Occupational Risk Pyramid shows the four exposure
risk levels in the shape of a pyramid to represent probable
distribution of risk. Most American workers will likely fall in the
lower exposure risk (caution) or medium exposure risk levels.

Occupational Risk Pyramid
for COVID-19

Medium

Lower Risk (Caution)
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Very High Exposure Risk

Very high exposure risk jobs are those with high potential for
exposure to known or suspected sources of COVID-19 during
specific medical, postmortem, or laboratory procedures.
Workers in this category include:

Healthcare workers (e.g., doctors, nurses, dentists,
paramedics, emergency medical technicians) performing
aerosol-generating procedures (e.g., intubation, cough
induction procedures, bronchoscopies, some dental
procedures and exams, or invasive specimen collection) on
known or suspected COVID-19 patients.

Healthcare or laboratory personnel collecting or handling
specimens from known or suspected COVID-19 patients
(e.g., manipulating cultures from known or suspected
COVID-19 patients).

Morgue workers performing autopsies, which generally
involve aerosol-generating procedures, on the bodies of
people who are known to have, or suspected of having,

COVID-19 at the time of their death.

High Exposure Risk

High exposure risk jobs are those with high potential for
exposure to known or suspected sources of COVID-19. Workers
in this category include:

Healthcare delivery and support staff (e.g., doctors,
nurses, and other hospital staff who must enter patients’
rooms) exposed to known or suspected COVID-19 patients.
(Note: when such workers perform aerosol-generating
procedures, their exposure risk level becomes very high.)
Medical transport workers (e.g., ambulance vehicle
operators) moving known or suspected COVID-19 patients
in enclosed vehicles.

Mortuary workers involved in preparing (e.g., for burial or
cremation) the bodies of people who are known to have, or
suspected of having, COVID-19 at the time of their death.
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Medium Exposure Risk

Medium exposure risk jobs include those that require
frequent and/or close contact with (i.e., within 6 feet of)
people who may be infected with SARS-CoV-2, but who are
not known or suspected COVID-19 patients. In areas without
ongoing community transmission, workers in this risk group
may have frequent contact with travelers who may return
from international locations with widespread COVID-19
transmission. In areas where there is ongoing community
transmission, workers in this category may have contact with
the general public (e.g., schools, high-population-density work
environments, some high-volume retail settings).

Lower Exposure Risk (Caution)

Lower exposure risk (caution) jobs are those that do not
require contact with people known to be, or suspected of
being, infected with SARS-CoV-2 nor frequent close contact
with (i.e., within 6 feet of) the general public. Workers in this
category have minimal occupational contact with the public
and other coworkers.

Jobs Classified at Lower Exposure
Risk (Caution): What to Do to
Protect Workers

For workers who do not have frequent contact with the general
public, employers should follow the guidance for “Steps All
Employers Can Take to Reduce Workers’ Risk of Exposure

to SARS-CoV-2,” on page 7 of this booklet and implement
control measures described in this section.

Engineering Controls

Additional engineering controls are not recommended for
workers in the lower exposure risk group. Employers should
ensure that engineering controls, if any, used to protect workers
from other job hazards continue to function as intended.
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Administrative Controls

m Monitor public health communications about COVID-19
recommendations and ensure that workers have access
to that information. Frequently check the CDC COVID-19
website: www.cdc.gov/coronavirus/2019-ncov.

m Collaborate with workers to designate effective means of
communicating important COVID-19 information.

Personal Protective Equipment

Additional PPE is not recommended for workers in the lower
exposure risk group. Workers should continue to use the PPE,
if any, that they would ordinarily use for other job tasks.

Jobs Classified at Medium Exposure
Risk: What to Do to Protect Workers

In workplaces where workers have medium exposure risk,
employers should follow the guidance for “Steps All Employers
Can Take to Reduce Workers' Risk of Exposure to SARS-CoV-2,”
on page 7 of this booklet and implement control measures
described in this section.

Engineering Controls

m Install physical barriers, such as clear plastic sneeze guards,
where feasible.

Administrative Controls

m Consider offering face masks to ill employees and customers
to contain respiratory secretions until they are able leave
the workplace (i.e., for medical evaluation/care or to return
home). In the event of a shortage of masks, a reusable face
shield that can be decontaminated may be an acceptable
method of protecting against droplet transmission. See CDC/
NIOSH guidance for optimizing respirator supplies, which
discusses the use of surgical masks, at: www.cdc.gov/
coronavirus/2019-ncov/hcp/respirators-strategy.
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m Keep customers informed about symptoms of COVID-19 and
ask sick customers to minimize contact with workers until
healthy again, such as by posting signs about COVID-19 in
stores where sick customers may visit (e.g., pharmacies) or
including COVID-19 information in automated messages sent
when prescriptions are ready for pick up.

m Where appropriate, limit customers’ and the public’s access to

the worksite, or restrict access to only certain workplace areas.

m Consider strategies to minimize face-to-face contact (e.g., drive-
through windows, phone-based communication, telework).

B Communicate the availability of medical screening or other
worker health resources (e.g., on-site nurse; telemedicine

services).

Personal Protective Equipment (PPE)

When selecting PPE, consider factors such as function, fit,
decontamination ability, disposal, and cost. Sometimes, when
PPE will have to be used repeatedly for a long period of time, a
more expensive and durable type of PPE may be less expensive

overall than disposable PPE.
Each employer should select
the combination of PPE that
protects workers specific to
their workplace.

Workers with medium
exposure risk may need to
wear some combination

of gloves, a gown, a face
mask, and/or a face shield

or goggles. PPE ensembles
for workers in the medium
exposure risk category will
vary by work task, the results
of the employer’s hazard
assessment, and the types of
exposures workers have on
the job.

High exposure risk jobs
are those with high
potential for exposure
to known or suspected
sources of COVID-19.

Very high exposure risk
jobs are those with high
potential for exposure
to known or suspected
sources of COVID-19
during specific medical,
postmortem, or laboratory
procedures that involve
aerosol generation or
specimen collection/
handling.
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In rare situations that would require workers in this risk
category to use respirators, see the PPE section beginning on
page 14 of this booklet, which provides more details about
respirators. For the most up-to-date information, visit OSHA's
COVID-19 webpage: www.osha.gov/covid-19.

Jobs Classified at High or Very
High Exposure Risk: What to Do to
Protect Workers

In workplaces where workers have high or very high exposure
risk, employers should follow the guidance for “Steps All
Employers Can Take to Reduce Workers’ Risk of Exposure

to SARS-CoV-2,” on page 7 of this booklet and implement
control measures described in this section.

Engineering Controls

m Ensure appropriate air-handling systems are installed and
maintained in healthcare facilities. See “Guidelines for
Environmental Infection Control in Healthcare Facilities” for
more recommendations on air handling systems at: www.
cdc.gov/mmwr/preview/mmwrhtml/rr5210a1.htm.

m CDC recommends that patients with known or suspected
COVID-19 (i.e., person under investigation) should be placed
in an airborne infection isolation room (AlIR), if available.

m Use isolation rooms when available for performing
aerosol-generating procedures on patients with known
or suspected COVID-19. For postmortem activities, use
autopsy suites or other similar isolation facilities when
performing aerosol-generating procedures on the bodies
of people who are known to have, or suspected of
having, COVID-19 at the time of their death. See the CDC
postmortem guidance at: www.cdc.gov/coronavirus/2019-
ncov/hcp/guidance-postmortem-specimens.html. OSHA
also provides guidance for postmortem activities on its
COVID-19 webpage: www.osha.gov/covid-19.
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m Use special precautions associated with Biosafety Level 3
when handling specimens from known or suspected
COVID-19 patients. For more information about biosafety
levels, consult the U.S. Department of Health and
Human Services (HHS) “Biosafety in Microbiological and
Biomedical Laboratories” at www.cdc.gov/biosafety/
publications/bmblb5.

Administrative Controls

If working in a healthcare facility, follow existing guidelines
and facility standards of practice for identifying and isolating
infected individuals and for protecting workers.

m Develop and implement policies that reduce exposure, such
as cohorting (i.e., grouping) COVID-19 patients when single
rooms are not available.

m Post signs requesting patients and family members to
immediately report symptoms of respiratory illness on
arrival at the healthcare facility and use disposable face
masks.

m Consider offering enhanced medical monitoring of workers
during COVID-19 outbreaks.

m Provide all workers with job-specific education and training
on preventing transmission of COVID-19, including initial
and routine/refresher training.

m Ensure that psychological and behavioral support is
available to address employee stress.

Safe Work Practices

m Provide emergency responders and other essential
personnel who may be exposed while working away from
fixed facilities with alcohol-based hand rubs containing at
least 60% alcohol for decontamination in the field.
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Personal Protective Equipment (PPE)

Most workers at high or very high exposure risk likely need
to wear gloves, a gown, a face shield or goggles, and either
a face mask or a respirator, depending on their job tasks and
exposure risks.

Those who work closely with (either in contact with or within

6 feet of) patients known to be, or suspected of being, infected
with SARS-CoV-2, the virus that causes COVID-19, should wear
respirators. In these instances, see the PPE section beginning
on page 14 of this booklet, which provides more details

about respirators. For the most up-to-date information, also
visit OSHA's COVID-19 webpage: www.osha.gov/covid-19.

PPE ensembles may vary, especially for workers in laboratories
or morgue/mortuary facilities who may need additional
protection against blood, body fluids, chemicals, and other
materials to which they may be exposed. Additional PPE may
include medical/surgical gowns, fluid-resistant coveralls,
aprons, or other disposable or reusable protective clothing.
Gowns should be large enough to cover the areas requiring
protection. OSHA may also provide updated guidance for PPE
use on its website: www.osha.gov/covid-19.

NOTE: Workers who dispose of PPE and other infectious waste
must also be trained and provided with appropriate PPE.

The CDC webpage “Healthcare-associated Infections”
(www.cdc.gov/hai) provides additional information on
infection control in healthcare facilities.

Workers Living Abroad or Travelling
Internationally

Employers with workers living abroad or traveling on international
business should consult the “Business Travelers” section of the
OSHA COVID-19 webpage (www.osha.gov/covid-19), which also
provides links to the latest:
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m CDC travel warnings: www.cdc.gov/
coronavirus/2019-ncov/travelers

m U.S. Department of State (DOS) travel advisories:
travel.state.gov

Employers should communicate to workers that the DOS cannot
provide Americans traveling or living abroad with medications
or supplies, even in the event of a COVID-19 outbreak.

As COVID-19 outbreak conditions change, travel into or out of
a country may not be possible, safe, or medically advisable.

It is also likely that governments will respond to a COVID-19
outbreak by imposing public health measures that restrict
domestic and international movement, further limiting the U.S.
government’s ability to assist Americans in these countries. It
is important that employers and workers plan appropriately,
as it is possible that these measures will be implemented

very quickly in the event of worsening outbreak conditions in
certain areas.

More information on COVID-19 planning for workers living and
traveling abroad can be found at: www.cdc.gov/travel.

For More Information

Federal, state, and local government agencies are the best
source of information in the event of an infectious disease
outbreak, such as COVID-19. Staying informed about the latest
developments and recommendations is critical, since specific
guidance may change based upon evolving outbreak situations.

Below are several recommended websites to access the most
current and accurate information:

m Occupational Safety and Health Administration website:
www.osha.gov

m Centers for Disease Control and Prevention website:
www.cdc.gov

m National Institute for Occupational Safety and Health
website: www.cdc.gov/niosh
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OSHA Assistance, Services,
and Programs

OSHA has a great deal of information to assist employers in
complying with their responsibilities under OSHA law. Several
OSHA programs and services can help employers identify
and correct job hazards, as well as improve their safety and
health program.

Establishing a Safety and Health Program

Safety and health programs are systems that can substantially
reduce the number and severity of workplace injuries and
ilinesses, while reducing costs to employers.

Visit www.osha.gov/safetymanagement for more information.

Compliance Assistance Specialists

OSHA compliance assistance specialists can

provide information to employers and workers about OSHA
standards, short educational programs on specific hazards
or OSHA rights and responsibilities, and information on
additional compliance assistance resources.

Visit www.osha.gov/complianceassistance/cas or call 1-800-
321-OSHA (6742) to contact your local OSHA office.

No-Cost On-Site Safety and Health Consultation
Services for Small Business

OSHA'’s On-Site Consultation Program offers no-cost and
confidential advice to small and medium-sized businesses in
all states, with priority given to high-hazard worksites. On-Site
consultation services are separate from enforcement and do
not result in penalties or citations.

For more information or to find the local On-Site Consultation
office in your state, visit www.osha.gov/consultation, or call
1-800-321-OSHA (6742).
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Under the consultation program, certain exemplary employers
may request participation in OSHA's Safety and Health
Achievement Recognition Program (SHARP). Worksites that
receive SHARP recognition are exempt from programmed
inspections during the period that the SHARP certification is valid.

Cooperative Programs

OSHA offers cooperative programs under which businesses,
labor groups and other organizations can work cooperatively
with OSHA. To find out more about any of the following
programs, visit www.osha.gov/cooperativeprograms.

Strategic Partnerships and Alliances

The OSHA Strategic Partnerships (OSP) provide the opportunity
for OSHA to partner with employers, workers, professional or
trade associations, labor organizations, and/or other interested
stakeholders. Through the Alliance Program, OSHA works with
groups to develop compliance assistance tools and resources
to share with workers and employers, and educate workers and
employers about their rights and responsibilities.

Voluntary Protection Programs (VPP)

The VPP recognize employers and workers in the private sector
and federal agencies who have implemented effective safety
and health programs and maintain injury and illness rates below
the national average for their respective industries.

Occupational Safety and Health Training

OSHA partners with 26 OSHA Training Institute Education
Centers at 37 locations throughout the United States to
deliver courses on OSHA standards and occupational safety
and health topics to thousands of students a year. For more
information on training courses, visit www.osha.gov/otiec.
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OSHA Educational Materials

OSHA has many types of educational materials to assist employers
and workers in finding and preventing workplace hazards.

All OSHA publications are free at www.osha.gov/publications
and www.osha.gov/ebooks. You can also call 1-800-321-OSHA
(6742) to order publications.

Employers and safety and health professionals can sign-up for
QuickTakes, OSHA's free, twice-monthly online newsletter with
the latest news about OSHA initiatives and products to assist
in finding and preventing workplace hazards. To sign up, visit
www.osha.gov/quicktakes.

OSHA Regional Offices

Region 1

Boston Regional Office

(CT*, ME*, MA, NH, RI, VT*)

JFK Federal Building

25 New Sudbury Street, Room E340
Boston, MA 02203

(617) 565-9860 (617) 565-9827 Fax

Region 2

New York Regional Office

(NJ*, NY#*, PR*, VI¥*)

Federal Building

201 Varick Street, Room 670
New York, NY 10014

(212) 337-2378 (212) 337-2371 Fax

Region 3

Philadelphia Regional Office

(DE, DC, MD*, PA, VA*, WV)

The Curtis Center

170 S. Independence Mall West, Suite 740 West
Philadelphia, PA 19106-3309

(215) 861-4900 (215) 861-4904 Fax
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Region 4

Atlanta Regional Office

(AL, FL, GA, KY*, MS, NC*, SC*, TN*)
Sam Nunn Atlanta Federal Center

61 Forsyth Street, SW, Room 6T50
Atlanta, GA 30303

(678) 237-0400 (678) 237-0447 Fax

Region 5

Chicago Regional Office

(IL*, IN*, MI*, MN*, OH, WI)

John C. Kluczynski Federal Building
230 South Dearborn Street, Room 3244
Chicago, IL 60604

(312) 353-2220 (312) 353-7774 Fax

Region 6

Dallas Regional Office

(AR, LA, NM*, OK, TX)

A. Maceo Smith Federal Building
525 Griffin Street, Room 602
Dallas, TX 75202

(972) 850-4145 (972) 850-4149 Fax

Region 7

Kansas City Regional Office

(IA*, KS, MO, NE)

Two Pershing Square Building
2300 Main Street, Suite 1010
Kansas City, MO 64108-2416

(816) 283-8745 (816) 283-0547 Fax

Region 8

Denver Regional Office

(CO, MT, ND, SD, UT*, WY*)
Cesar Chavez Memorial Building
1244 Speer Boulevard, Suite 551
Denver, CO 80204

(720) 264-6550 (720) 264-6585 Fax

OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION

30

80



Region 9

San Francisco Regional Office

(AZ*, CA*, HI*, NV*, and American Samoa,
Guam and the Northern Mariana Islands)
San Francisco Federal Building

90 7th Street, Suite 2650

San Francisco, CA 94103

(415) 625-2547 (415) 625-2534 Fax

Region 10

Seattle Regional Office

(AK*, ID, OR*, WA¥*)

Fifth & Yesler Tower

300 Fifth Avenue, Suite 1280
Seattle, WA 98104

(206) 757-6700 (206) 757-6705 Fax

*These states and territories operate their own OSHA-approved job safety
and health plans and cover state and local government employees as well as
private sector employees. The Connecticut, lllinois, Maine, New Jersey, New
York and Virgin Islands programs cover public employees only. (Private sector
workers in these states are covered by Federal OSHA). States with approved
programs must have standards that are identical to, or at least as effective as,
the Federal OSHA standards.

Note: To get contact information for OSHA area offices, OSHA-approved state
plans and OSHA consultation projects, please visit us online at www.osha.gov
or call us at 1-800-321-OSHA (6742).
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How to Contact OSHA

Under the Occupational Safety and Health Act of 1970,
employers are responsible for providing safe and healthful
workplaces for their employees. OSHA's role is to help ensure
these conditions for America’s working men and women by
setting and enforcing standards, and providing training, education
and assistance. For more information, visit www.osha.gov or call

OSHA at 1-800-321-OSHA (6742), TTY 1-877-889-5627.

For assistance, contact us.
We are OSHA. We can help.

OSHA

www.osha.gov
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U.S. Department of Labor

For more information:

® Occupational
3 Safety and Health
Administration

www.osha.gov (800) 321-OSHA (6742)
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