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2.  

3.  

4.  

 ENFORCEMENT

5.

6.

Families First Coronavirus Response Act (FFCRA or Act) 

 PAID LEAVE ENTITLEMENTS

Generally, employers covered under the Act must provide employees: 

�  

� 

�

 ELIGIBLE EMPLOYEES

Employees who have been employed for at least 30 days

 QUALIFYING REASONS FOR LEAVE RELATED TO COVID-19 

telework
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1. There do I post this notice? Since most of my workforce is teleworking, where do I 

electronically �post� this notice?

Each covered employer must post a notice of the Families First Coronavirus Response Act 

(FFCRA) requirements in a conspicuous place on its premises. An employer may satisfy this 

requirement by emailing or direct mailing this notice to employees, or posting this notice on an 

employee information internal or external website. 

2. Do I have to post this notice in other languages that my employees speak? Where can I get 

the notice in other languages?

You are not required to post this notice in multiple languages, but the Department of Labor 

(Department) is working to translate it into other languages. 

3. Do I have to share this notice with recently laid-off individuals?

No, the FFCRA requirements explained on this notice apply only to current employees. 

4. Do I have to share this notice with new job applicants?

No, the FFRCA requirements apply only to current employees. Employers are under no 

obligation to provide the notice of those requirements to prospective employees. 

5. Do I have to give notice of the FFCRA requirements to new hires?

Yes, if you hire a job applicant, you must convey this notice to them, either by email, direct 

mail, or by posting this notice on the premises or on an employee information internal or 

external website. 

6. If my state provides greater protections than the FFCRA, do I still have to post this 

notice?

Yes, all covered employers must post this notice regardless of whether their state requires 

greater protections. The employer must comply with both federal and state law. 

7. I am a small business owner. Do I have to post this notice?

Yes. All employers covered by the paid sick leave and expanded family and medical leave 

provisions of the FFCRA (i.e., certain public sector employers and private sector employers 

with fewer than 500 employees) are required to post this notice. 

8. How do I know if I have the most up-to-date notice? Will there be updates to this notice in 

the future?

The notice was issued on March 25, 2020, updated on March 27, 2020. Either version fulfills the 

posting requirement. Check the Wage and Hour Division's website or sign up for Key News 

Alerts to ensure that you remain current with all notice requirements. 



9. Our employees must report to our main office headquarters each morning and then go off 

to work at our different worksite locations. Do we have to post this notice at all of our 

different worksite locations?

The notice needs to be displayed in a conspicuous place where employees can see it. If they are 

able to see it at the main office, it is not necessary to display the notice at your different worksite 

locations. 

10. Do I have to pay for notices?

No. To obtain notices free of charge, contact the Department�s Wage and Hour Division at 1-

866-4-USWAGE (1-866-487-9243). Alternatively, you may download and print the notice 

yourself from https://www.dol.gov/agencies/whd/posters

  

11. I am running out of wall space. Can I put the required notices in a binder that I put on the 

wall?

No, you cannot put federal notices in a binder. Generally, employers must display federal 

notices in a conspicuous place where they are easily visible to all employees�the intended 

audience. 

12. We have break rooms on each floor in our building. Do I have to post notices in each 

break room on each floor or can I just post them in the lunchroom?

If all of your employees regularly visit the lunchroom, then you can post all required notices 

there. If not, then you can post the notices in the break rooms on each floor or in another 

location where they can easily be seen by employees on each floor. 

13. Our company has many buildings. Our employees report directly to the building where 

they work, and there is no requirement that they first report to our main office or 

headquarters prior to commencing work. Do I have to post this notice in each of our 

buildings?

Yes. Where an employer has employees reporting directly to work in several different buildings, 

the employer must post all required federal notices in each building, even if the buildings are 

located in the same general vicinity (e.g., in an industrial park or on a campus). 

  

14. By when do I have to post the notice?

April 1, 2020. 
�



PAYCHECK PROTECTION PROGRAM (PPP) INFORMATION SHEET: 

BORROWERS  

The Paycheck Protection Program (“PPP”) authorizes up to $349 billion in forgivable loans to 
small businesses to pay their employees during the COVID-19 crisis. All loan terms will be the 

same for everyone. 

The loan amounts will be forgiven as long as:  

· The loan proceeds are used to cover payroll costs, and most mortgage interest, rent, and 
utility costs over the 8 week period after the loan is made; and 

· Employee and compensation levels are maintained.  

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

high subscription, it is anticipated that not more than 25% of the forgiven amount may be for 

non-payroll costs. 

Loan payments will be deferred for 6 months.   

When can I apply?  

· Starting April 3, 2020, small businesses and sole proprietorships can apply for and 
receive loans to cover their payroll and other certain expenses through existing SBA 
lenders.  

· Starting April 10, 2020, independent contractors and self-employed individuals can 
apply for and receive loans to cover their payroll and other certain expenses through 
existing SBA lenders.  

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

Where can I apply? You can apply through any existing SBA lender or through any federally 

insured depository institution, federally insured credit union, and Farm Credit System institution 

that is participating. Other regulated lenders will be available to make these loans once they are 

approved and enrolled in the program. You should consult with your local lender as to whether it 

is participating. Visit www.sba.gov for a list of SBA lenders.  

Who can apply? All businesses – including nonprofits, veterans organizations, Tribal business 

concerns, sole proprietorships, self-employed individuals, and independent contractors – with 

500 or fewer employees can apply. Businesses in certain industries can have more than 500 

employees if they meet applicable SBA employee-based size standards for those industries (click 

HERE for additional detail).  

For this program, the SBA’s affiliation standards are waived for small businesses (1) in the hotel 

and food services industries (click HERE for NAICS code 72 to confirm); or (2) that are 

franchises in the SBA’s Franchise Directory (click HERE to check); or (3) that receive financial 

assistance from small business investment companies licensed by the SBA. Additional guidance 

may be released as appropriate.  



What do I need to apply?  You will need to complete the Paycheck Protection Program loan 

application and submit the application with the required documentation to an approved lender 

that is available to process your application by June 30, 2020. Click HERE for the application. 

What other documents will I need to include in my application? You will need to provide 

your lender with payroll documentation. 

Do I need to first look for other funds before applying to this program? No. We are waiving 

the usual SBA requirement that you try to obtain some or all of the loan funds from other sources 

(i.e., we are waiving the Credit Elsewhere requirement). 

How long will this program last? Although the program is open until June 30, 2020, we 

encourage you to apply as quickly as you can because there is a funding cap and lenders need 

time to process your loan.  

How many loans can I take out under this program? Only one.    

What can I use these loans for? You should use the proceeds from these loans on your: 

· Payroll costs, including benefits; 

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

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

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

What counts as payroll costs? Payroll costs include: 

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

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

· State and local taxes assessed on compensation; and  

· For a sole proprietor or independent contractor: wages, commissions, income, or net 
earnings from self-employment, capped at $100,000 on an annualized basis for each 
employee. 

Does the PPP cover paid sick leave?  

Yes, the PPP covers payroll costs, which include employee benefits such as costs for parental, 

family, medical, or sick leave. However, it is worth noting that the CARES Act expressly 

excludes qualified sick and family leave wages for which a credit is allowed under sections 7001 

and 7003 of the Families First Coronavirus Response Act (FFCRA) (Public Law 116–127). 

Learn more about the FFCRA’s Paid Sick Leave Refundable Credit online.   

How large can my loan be?  Loans can be for up to two months of your average monthly 

payroll costs from the last year plus an additional 25% of that amount. That amount is subject to 

a $10 million cap. If you are a seasonal or new business, you will use different applicable time 



periods for your calculation. Payroll costs will be capped at $100,000 annualized for each 

employee.  

How much of my loan will be forgiven? You will owe money when your loan is due if you use 

the loan amount for anything other than payroll costs, mortgage interest, rent, and utilities 

payments over the 8 weeks after getting the loan. Due to likely high subscription, it is anticipated 

that not more than 25% of the forgiven amount may be for non-payroll costs.    

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

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

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

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

How can I request loan forgiveness? You can submit a request to the lender that is servicing 

the loan. The request will include documents that verify the number of full-time equivalent 

employees and pay rates, as well as the payments on eligible mortgage, lease, and utility 

obligations. You must certify that the documents are true and that you used the forgiveness 

amount to keep employees and make eligible mortgage interest, rent, and utility payments. The 

lender must make a decision on the forgiveness within 60 days.  

What is my interest rate? 1.00% fixed rate. 

When do I need to start paying interest on my loan? All payments are deferred for 6 months; 

however, interest will continue to accrue over this period. 

When is my loan due? In 2 years. 

Can I pay my loan earlier than 2 years? Yes. There are no prepayment penalties or fees.  

Do I need to pledge any collateral for these loans? No. No collateral is required.  

Do I need to personally guarantee this loan? No. There is no personal guarantee requirement.  

***However, if the proceeds are used for fraudulent purposes, the U.S. government will pursue 

criminal charges against you.***  

What do I need to certify? As part of your application, you need to certify in good faith that:  

· Current economic uncertainty makes the loan necessary to support your ongoing 
operations. 

· The funds will be used to retain workers and maintain payroll or to make mortgage, 
lease, and utility payments. 

· You have not and will not receive another loan under this program. 

· You will provide to the lender documentation that verifies the number of full-time 
equivalent employees on payroll and the dollar amounts of payroll costs, covered 



mortgage interest payments, covered rent payments, and covered utilities for the eight 
weeks after getting this loan. 

· Loan forgiveness will be provided for the sum of documented payroll costs, covered 
mortgage interest payments, covered rent payments, and covered utilities.  Due to likely 
high subscription, it is anticipated that not more than 25% of the forgiven amount may 
be for non-payroll costs. 

· All the information you provided in your application and in all supporting documents 
and forms is true and accurate. Knowingly making a false statement to get a loan under 
this program is punishable by law.  

· You acknowledge that the lender will calculate the eligible loan amount using the tax 
documents you submitted. You affirm that the tax documents are identical to those you 
submitted to the IRS.  And you also understand, acknowledge, and agree that the lender 
can share the tax information with the SBA’s authorized representatives, including 
authorized representatives of the SBA Office of Inspector General, for the purpose of 
compliance with SBA Loan Program Requirements and all SBA reviews. 

 


