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PAYCHECK PROTECTION PROGRAM
FIRST DRAW APPLICATION TOOLKIT

This FHB 1ST DRAW PPP APPLICATION TOOLKIT was created to provide you with step-by-step instructions to help walk you
through completing the PPP application process.

Before beginning your application, please review and complete the FHB PPP Quick Start Guide. The guide is designed to help
prepare business owners with the information needed to submit the application via our online PPP application portal.

STEP 1: APPLICATION

THE PROCESS
Follow your progress using the process
tracker on the left side of the page.

‘ ~a First Hawaiian Bank

THE PROCESS

APPLICATION

YOUR BUSINESS

PERSONAL INFO

You can click on the process bar to go
back to review or edit a previous section
any time prior to submission.

The Review and Submit screen at the
end of the application process will also
allow you to check all of the inputs on
one convenient page.

INFORMATION TILES

Information Tiles are placed on the right
side of the page to provide you with
helpful information and resources.

Please review all information tiles to ensure
the application is completed accurately.
This will help to speed up the processing
of your loan request.

For best results, please use Google
Chrome 80 or higher when accessing
the FHB PPP Online Portal.

o

Your Paycheck Protection Program Loan Application
Select Paycheck Protection Program 15t Draw Loan ONLY if you DO NOT have a Paycheck Protection Program loan

What procuct ane you inte

Paychack Protection Program 15t Draw Loan
Paycheck Prolection Program 15! Draw L
P 0an
Paycheck Protection Program Forgiveness

Select Paycheck Protection Program 1st Draw from the drop-down menu.
All fields notated with a red bar are required fields.

Complete all fields and click Continue.

Authorized Signer

If the business is approved for a PPP loan, someone with authority to take
action on behalf of and bind the business will need to sign loan
documents. Please use the three Authorized Signer fields to provide
information about the parson who has such authority and would sign the
loan documents if the loan is approved.

The of

are piable Authorized Signers:

« Fora corporation, the Authorized Signer could be the business's
President, Vice President, Secretary, Treasurer, CEQ, COOQ, or CFO.

= ForanLLC, the Authorized Signer could be the business's Member
Manager (if the LLC is b ged) or the busi ‘s M {if
the LLC is manager-managed)

« For a partnership, the Authorized Signer could be a Partner, a General
Partner, or a Limited Partnar of the business.

» For a sole proprigtor, independent contractor, or eligible self-employed
individual, the Authorized Signer would be the person applying for the
loan.

Titles such as CPA, bookkeeper, administrati i . and
are not acceptable for the Authorized Signer



https://www.fhb.com/en/assets/File/Landing_Page_Assets/PPPQuickStartGuide.pdf

STEP 2: YOUR BUSINESS

IMPORTANT NOTE

Important Note

Clicking on the Important Notes will
provide additional information to help
you complete your application.

Please use your formal legal name of your
business. This can be found in your articles of
incorporation, articles of organization, and
partnership documentation.

o Important Note

Use this field for TINs and SSNs. Please use
the XXXXXXXXX format in all cases.

o Important Note

NAICS CODE

Type in the first few numbers of your
NAICS Code and use the menu bar on
the right to scroll down and select the
appropriate type.

( 72 Q ]

722320 - Caterers

722330 - Mobile Food Services

722410 - Drinking Places (Alcoholic Beverages)

722511 - Full-Service Restaurants

722513 - Limited-Service Restaurants

You may also enter the type of business
and the NAICS Code selections will also
appear.

NAICS Code

1 Restaurant Q I

. 722511 - Full-Service Restaurants

- 722513 - Limited-5ervice Restaurants

FHB BUSINESS DEPOSIT ACCOUNT
If you do not yet have an FHB business
checking or savings account, you may
still submit your application. However,
you will be required to establish a busi-
ness checking or savings account prior
to signing loan documents.

BUSINESS ADDRESS
Business Street Address: must be a
physical address. No P.O. Box.

For Guam | Saipan addresses:
Enter “GU" or “MP" in the State field

Tell us about your business
Wl yse thes information o verify your business and confirm your ehgibiity
Lagal Susiness Name
Tax Identfication Number (TIN)
| @D
Susness Fhome
Number of Employess
Busness Encty Type
NAICS Code
Mature of Susiness
Doing Business As
Authorized Signer Name
Authonzed Sgner Tise
Autherized Signer Emal
Gross Annual Revenue (GAR)
usD

Couniry of Formation/Country of Cizenship

Has your Busingss received. of JOBS your DUSInEss &x0ect 10 receve,
a3 Shuttersd Venue Operater Geant?

Yes Ne o

Do you have an FHE Busaess depost account?

et No @

Where is your business located?

I o Imporans Note

State (Abbreviaton) P

What is your business mailing address?

Mafing Address

State P

Make 3 Different Selection

Save ond come back later




STEP 3: PERSONAL INFO

PRIMARY CONTACT

The Primary Contact is the person who
will be submitting the PPP application
on behalf of the borrower and will be
the primary point of contact if there are
any application related questions.

HOW ARE YOU RELATED TO THE
BUSINESS?

Click on field to select the appropriate
relationship: authorized representative,
company, or owner.

SOCIAL SECURITY NUMBER (SSN)
If you own 20% or more of the business,
the SBA requires us to collect your SSN.
Otherwise, enter “999-99-9999",

BUSINESS OWNER

STREET ADDRESS

Enter your address if you own 20% or
more of the business. Otherwise, enter
the business’ street address.

STEP 4: PAYROLL CALCULATION

FHB PAYROLL CALCULATION
WORKSHEET

Please complete the First Hawaiian Bank
Payroll Calculation Worksheet, which can
be found here.

NOTE: The FHB Payroll Calculation
Worksheet is required. Please do not use
a company-prepared payroll calculation
worksheet. The FHB Payroll Calculation
worksheet will tell you how to answer the
questions on this page

Before completing your payroll calculation,
please do the following:

1. Read the instructions on SBA Form
2483 here

2. How To Calculate First Draw PPP
Loan Amounts here

Reviewing the aforementioned documents wil
provide you with the detailed information
that is required by the SBA to accurately
complete your payroll calculation and
hence, your maximum loan amount.

YES/NO QUESTION

Select Yes or No depending on when
the business was established and the
length of the payroll period selected.

PAYROLL COSTS

Enter calculated payroll amount from the
First Hawaiian Bank Payroll Calculation
Worksheet.

Tell us about yourself

We need to know a bit about the person represanting the business.

Ownership Percent

50.000 %

Official Title

MEMBER
Social Security Number (SSN)

----------- ° Qo>

Contact Information
Mobie Phong Number

8088444444

Business Owner Streat Address

999 BISHOP ST

City
HONOLULY

State Zip Code
HI = 96813

Save and come back kater

Let's determine your eligibility

Input figures from your completed FHB Payroll Calculation Worksheet to determine your loan
amount

Select "YES" if you selected “New Business” (started after June 2019) AND selected "2 Month”
payroll period in the FHB Payroll Calculation Worksheet

Do you want to refinance your EIDL Loan with this PPP Loan? (Answer *No” if you did not
receive an EIDL Loan)

Enter TOTAL PAYROLL COSTS from the FHB Payroll Calculation Worksheet

usb  0.00

Save and come back |ater



https://www.fhb.com/en/lp/covid19-2020/sba-paycheck-protection-program/ppp-application-and-resources/
https://www.sba.gov/document/sba-form-2483-ppp-first-draw-borrower-application-form
https://www.sba.gov/document/support-how-calculate-first-draw-ppp-loan-amounts

STEP 5: ELEGIBILITY

Answer all questions as appropriate.

ADDENDUM A

If you answer “Yes" to question #3: “Is the
Applicant or any owner of the Applicant
an owner of any other business, or have
common management (including a
management agreement) with any other
business?”, you will need to provide a list
of all such businesses (including TINs if
available) and describe the relationship
on a separate sheet identified as
addendum A.

STEP 6: OTHERS INVOLVED

If questions (1), (2), (5), or (6) are answered “Yes”, the loan will not
be approved.

1. Is the Applicant or any owner of the Applicant presently suspended, debarred, proposed for
debarment, declared ineligible, voluntarily excluded from participation in this transaction by any
Federal department or agency, or presently invoived in any bankruptcy?

Please Select Yes or No

-
A
2. Has the Applicant, any owner of the Applicant, or any business owned or controlled by any of

them, ever obtained a direct or guaranteed loan from SBA or any other Federal agency that is (a)
currently delinquent, or (b) has defaulted in the last 7 years and caused a loss to the government?

Please Select Yes or No

a»
—

3. Is the Applicant or any owner of the Applicant an owner of any other business, or have
common management {including a management agreement) with any other business? If yes, list
all such businesses (including their TINs if available) and describe the relationship on a separate
sheet identified as addendum A.

Please Select Yes or No
-
v
4. Did the Applicant receive an SBA Economic Injury Disaster Loan between January 31, 2020 and
April 3, 20207 If yes, provide details on a separate sheet identified as addendum B.

‘é

BENEFICIAL OWNERSHIP

You will need to add [excluding yourself]
any beneficial owners of your businesses
that maintain 20% or more ownership.

Click Add a Beneficial Owner or click
Skip if there are no additional beneficial
owners.

(STEP 6 continues on page 5)

Beneficial Ownership

Please add, excluding yourself, any beneficial owners of your business that maintain 20%
ownership or more.

< Add a Beneficial Owner >

—_——

= =




STEP 6: OTHERS INVOLVED (continued)

(STEP 6 continues from page 4)

If you clicked Add a Beneficial Owner,
the Beneficial Ownership page will appear.

IMPORTANT NOTE IF AN OWNER
IS A BUSINESS ENTITY

If an owner of 20% or more of the
applicant is a business entity, then do
the following for that owner:

First Name: Enter the owner's business
entity name

Last Name: Enter the word "BUSINESS”

*kkkkk IMPORTANT *&rirk

BENEFICIAL OWNERSHIP

@

Each beneficial owner [other than
the primary contact] listed on this
application will receive a separate
email with a link to log in to the
portal and provide their SSN or TIN,
title, and address.

All of the information is required by
the SBA, and the PPP application will be
considered incomplete until all required
information is provided by all beneficial
owners listed on this application. Inform all
beneficial owners to expect an email from
PPPQuestion@fhb.com with a link to
complete the beneficial owner information.

Beneficial Ownership

Please add, excluding yourself, any beneficial owners of your business that maintain 20%

First Name

Email

Mobile Phone Number

Role

Ownership Percent

Role on Loan

ownership or more,

Last Name

ahr

Add Another Beneficial Owner

Save and come back |ater



mailto:pppquestion@fhb.com

STEP 7: CERTIFICATIONS

CERTIFICATIONS
All certification check boxes must be
filled.

ADDITIONAL CERTIFICATIONS
Click View and Accept at the bottom
of the Certification page to review
Additional Certifications document.

Use the scroll bar to review entire
document and click the Agree button
at the bottom of the page.

NOTE: You must read and scroll to the
bottom of the page before you can click
the Agree button.

Additional Cartifications

T T ———

A B AL i< s watem
i, it e, i sl -l 8

Certifications

| understand at boan Torgiversess will be provided for the sum of documented payrell costs, covered martgage interes! payments, covered rent payments,
covered utikhes, covered operabons ‘covered property 0 , covered suppher Costs, protecton and not
more than 40% of the foegiven amount may be for non-payroll costs.

The Applicant has not and will not recaive anciher ican under the Paycheck Profection Program, section 7(a)34) of the Small Business Act (15 U.S.C. 635(a)
(35)) (this does not include Paycheck Protection Progeam second drany loans, Section T(al(3T) of the Smad Business Act (15 U.S.C. S35(a)(37)).

The President, the Vice Presidant, the head of or & Member g of the spouse of such person as delermined under apphcable
common Law, does nof directly of inditectty hold a controling interest in the Applicand, with swch terms having the meanings provided in Section 322 of the
Economic Ald to Hard-Hit Small Businesses, Nonprofils, and Venueas Act.

| cortify that | am an authorized officer, sharehokder, manager, membes, general parner, of othersise authorized representative of Me Appicant, and as such have
full powwer and aushoety to bind Applicant. | hereby agres to daltver any and all corporate entity documants andior updated resolutions requested by Lender in
conmection with this application.

I acknowiedge that the Lender will confirm the etgitée loan do ts submitiad. | and agree that the Lender
can shiare sy ta information it | Rave provided wih SBAS sulhonzed ves, incluting of the SEA Office
Ganaral, for the purpose of @ with SBA Loan Frogram and all 58

Tho Applicant is ot an sud, Ihe securiies of which ara listed on an axchangd fegistered a¢ a national Secunties mxchange Under section 6 of Ty Securties
Exchange Act of 1934 (15 US.C. 78N

| furthar cerdy that e i s the and fo and accurate in al

1 gty W to obtan from SBA is punishabie under te baw, including under 18
US.C. 1001 and 3571 by imprisonmant of not more than five years and‘or a fine of up to 5250,000; under 15 LLS.C. B45 by impriscnmant af not more than bwo
years andior a fine of not mere than 55,000; and, If submitied o a federally insured instilution, undar 18 U.S.C. 1014 by imprisonment of not more than thirty
years andior & fing of not mose than 51,000,000

The Applicant vas in oparation on Febeuary 15, 2020, has not permanently closed, and was ailher an eligile sef-employed indnidusl, indepandent contractor, of
Lo for whom It and i i . 85 reponed on Forms)

L)
1088-MISC.
The Applicant s mol and will not receive & Shuttened Venue Operator grant from SEA.

Current economic uncertainty makes this loan request necessary 1o support the engoing eperabions of the Applicant.

W reguted, i Lender andior SBA of fulltime equivalent emplayees on the Applicants payroll as
well &5 the dollar of eigbls expanses for loan
Tha funds 10 retain workess i, of make paymants for mortgaga intenest, rend, usiilies, covared operations expandiures, covared

property demape costs, covered suppiier costs, and coversd worker protection expenditures a5 specified under the Paycheck Protection Frogram Futes, |
understand that if She funds arg kmowingly used for . the federal e legaly fiabte, such i for chasges of frawd

Chck 1o nat First Howasan Bank cannol guaranbee that your application will be appeoved prios ko the program ts funding limit.
L ogn

Ciick 1o acknowledge that Fiest Hawaian Bank does not Rave an agreement requiring payment of agent fees for your PPP Ioan application.

Cick 1o that PPP First Hawrastan Bank business depost account

Save and come biack lrler




STEP 8: OPTIONAL DEMOGRAPHIC INFORMATION

OPTIONAL INFORMATION FORM
An optional demographic information
form will appear.

STEP 9: REVIEW AND SUBMIT

REVIEW APPLICATION ENTRIES
Review all application entries to ensure
all fields are accurate and complete.
Click the Process toolbar to edit specific
sections of the document and/or to
make any changes.

THE PROCESS

@ rrucanion

@ YOURBUSINESS

@ FERSONALINFO

@ PAYROLL CALCULATION

@ cusELTY

@ COTHERS INVOLVED

@ ceRTFCATIONS

. OPTIONAL DEMOGRAPHIC INFORMATION

@ ReviEwe suBMIT

NEXT STEPS

(STEP 9 continues on page 8)

PPP Borrower Demographic Information Form (Optional)

Digchosura is volurtary and will have no baaring on ha loan farghveness dedision

Principal Name:
KX TESTOWNERC

Position

Fiace {more than 1 may be sslecied)

0 optons salected -

Save and come back ater

Does everything look right?

Please confim the information we collected before salecting “Submir below.

Business Info £t
Business Logal Name

TEST FIRST DRAW

Tax igenticaen Humber Business Phone
Empicyees 3t me of lcan applcation Relaticnship Type

100 Sola Proprictor

HAXCS Lookug Nature of Business

111110 - Soybean Farming FARMING

Doing Business As Authorized Represantalive Nama
WHATEVA YOU LIKE KK

Authorzed Regresentative Tiie Authorized Representatve Emal
OWNER youknowme @b com
Annual Fgvenue Established Country

USD 1,000,000.00 United States

Shufiered Veroe Opralor Grant Acknovied FHB Business depost account?
No No

Where is your business located?

Biting Address
999 BISHOP ST
HONOLULU, HI 96813

What is your business mailing address?

Shipping Address
990 BISHOP 5T
HONOLULL, HI 96813

AYAA

Eligibility Eat
1. s the Appicant of ary oweer of the Applcant presently suspended. debaried. proposed for debarment. declared neligibie. voluntarily exciuded fram parbopation in this Iransachon by
any Federal depariment of agancy, of presently imwived in sy baskngioy?

Appheant prosentl urw MK“ Lean
Mo oan Amount ’ TEST FIRST DRAW - Fully Funding - 20833.33
2 Has the Applicant. any owner of the Applicant. of any business ovwned or confroled £, ., .. e dimlac e iiiii gemiicciciend Do I00 Loy offver Federal agency that

s {a) cumently SeSngquent. or (b) has dedauied in the last 7 years and caumed a loss io the government?

Apphcant defnquent loan

No
3. b the Appicant or any cwese of the Applcant an owner of any oiher busness, of have {ingluding a with any ofer business? If yes, fist
#ll ych busnesses (including their Tibds if avatable) the up on 2 separate a5 addendum &

Applicant cwner of olfus busness
Ha

AYAA



STEP 9: REVIEW AND SUBMIT (continued)

(STEP 9 continues from page 7)

CREATE A PASSWORD

At the bottom of the page, you will be
asked to create a password and review
a disclosure.

SUBMIT APPLICATION

Once the application is submitted, you
WILL NOT be able to go back and
make any changes.

o Passwords should be af least
@ & chamcters
@ 1lowercase letter
& 1 ucpercase hetler
@ 1 number
& 1specal characler (| # 5% - _=+ <)

(Create & unique password and use i for this ske only,

Ratype Passviord

The parson submiling this Application cenifies AL (1) & is sutherzed 10 execube and debver fis Application on behall of i business named above (he
“Applicant”); (2) submigsion of this Appiication by cicking is the o f misiar sig i hisiar capacity as the
AppiicanTs suthorized  (3) 8Me i3 the person this Appdication on behalf of the Applicant, and (4) & information and decuments
submitlied dee rue, comed], and complete. The person submiting this Applicalion authorizes First Hiwaiian Bandk ["Bank’) both now &nd in the future 1o obiain
‘consumer cradi reports in hisher name as an indivicual, to obiain business credit reports on the Applicant, and fo provide credit bureaus and cihers with information
‘about Bank's experience wilth both himMer and the Applicant. The Appiicant acknowledges that if additional information becomes availabls that would have influenced
ihe Banik's decision to approve this Application priof fo the closing of the ransacsion, the Bank resenves the right 1o withdraw any such spproval. The Applicant
designates the perzon identified in this Appication as the p contact to recelve trom the Bank regarding this application st the e-mall address
Brovided in this Application.

nd come back later

STEP 10: UPLOADING SUPPORTING DOCUMENTS

VIEW DASHBOARD

After submitting the application, a
confirmation message will appear to
let you know the first step of your
application is complete.

You will then be prompted to visit your
Dashboard.

UPLOAD DOCUMENTS

On your Dashboard, click on Upload
Documents to drop down a document
page where you will be able to drag and
drop the necessary documents.

YOUR PRODUCTS

If you see the Paycheck Protection
Program tile under the Your Products
section and it is Complete, then your
application has been successfully
submitted and all beneficial owners

(if applicable) have submitted their
required informaton.

o

@st step of your application is complete. We now need to move on to uploading supporting doc@

1. Please click the Go to Dashboard Button to upload your supparting documantation in the Upload Documents saction of the TO-DO-LIST

2 Oncs you've uploaded all required documantation, wa will begin reviewing your application, Falure to upload required documentation may delay the
processing of your PPP loan request

3 We will cantact you via emadl if we need additional information or documentation.

4. FOR BENEFICIAL OWNERS: Thank you for providing your infarmation. W will work with the primary contact for this application if wa have any questions

Go to Dashboard

R First Howolian Bark Welcome to your dashboard (2]

I Document Dmpbount Thariks kor visiling, Upoad documants. chack the stalus of your products, and keap in louch!

Mo Loan of Forgrvness
Agghcanan &/ TO-DOLIST

T mcomplets Apgieations 1)y
PPP Loan Applcation: Final Steps
YOUR PRODUCTS

a Paycheck Protection Progr... v

Reiationship: Danny's Testing

Loan Amaount Product

UsSD 2,083.33 First Draw Loan

First Draw Application Status



PPP FINAL STEPS

STEP 1
Review Upload Documents in your To-Do List to ensure all necessary documents are successfully uploaded. NOTE: You will be able to
review or replace previously submitted documents and not all documents that appear may apply to your business.

STEP 2

Review Incomplete Applications in your To-Do List to ensure all beneficial owners have successfully submitted their individual information.

+ Your PPP application will be considered incomplete until required information is provided by all beneficial owners listed on your
application.

+ Inform all beneficial owners to expect an email from PPPQuestion@fhb.com with a link to complete the beneficial owner information.

- NOTE: Once all the beneficial owners have successfully submitted their information, the Incomplete Application Item in your
To-Do List will no longer appear

STEP 3
Ensure the primary contact email entered on your PPP loan application is reviewed regularly.

We would like to ask that you please refrain from contacting our call center or visiting a branch regarding your application. Our teams
there will not have information on specific applications, and we will be in contact with you regarding your application via email. Please
ensure to check your spam folder and email privacy settings so we can reach you.

Should you have any questions about PPP or this application process, please email PPPQuestion@fhb.com.

‘ ~a) First Hawaiian Bank.

ﬁ Member FDIC 1721
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