
 
CORONA PRACTICE PROTECTION PLAN 

 

I put this plan together to help you and your team quickly get up to speed on how you can leverage the new relief bill that’s 
currently being negotiated in congress. This document clearly defines common goals, strategies and tactics to maximize the capital 
you can get to keep your employees on payroll and to cover a large part of your overhead so you can endure this storm while 
keeping your practices and employees funded. It also includes information and frameworks that that could help you think through, 
discuss and make the right decisions fast, so you can expedite your loan application process to get more funds sooner.  

The good news is that if you follow the rules, you won’t have to pay any of the loan back, assuming you maintain the average 
number of employees you had during the same period last year, from Feb 15- June 15 which could change since the bill hasn’t been 
finalized. Make sure you don’t make any decisions around letting go of employees until you fully read and understand the 
legislation. Obviously, this can all change with the final passage of the bill hopefully soon.  

In this document you will also find an Executive Summary of proposed relief bill and the relevant terms impacting access to capital to 
fund your company and payroll. You will also find links to the sections of the bill that help your company along with a link to the 
entire bill, which isn’t really relevant to your business, other than the business relief sections, but you have it as a reference. There 
are also links to websites and resources to help you stay up to date and we’ve included tools you can use to prioritize your action 
plan, to focus on hot, urgent items first. Finally, we included a Coronavirus guide to give to your employees and patients to help 
them prepare to protect themselves and their family.  

 

Adam DeGraide, CEO  

Crystal Clear Digital Marketing, LLC 

 

PS: Note: do not do anything in this document without counsel. I am only sharing our POV and can’t be responsible for any decisions 
made from this document. My lawyer told me to tell you that I can’t guarantee if any of this stuff is accurate, so that’s my disclosure 



Table of Contents 
  
Section 1 – Corona Crisis Preparation Plan  
A summary of our goals, strategy and tactics to leverage the business bill to fund the our company and potentially your practice. This 
summarizes our approach to thinking through the decision to keep or lay off employees, depending on the terms of the business 
loans from the government.  
 
Section 2 – Executive Summary of Relief Bill  
A summary of the proposed legislation to provide capital for payroll. The bill has not been approved so we are tracking changes so 
we can prepare loan application in advance. Track bill on www.thehill.com.  
The “Business Bill”, “Coronavirus Aid, Relief and Economic Security Act (CARES Act)” has 2 sections:  
•Section 1102 – Loan Program 
•Section 1105- Loan Forgiveness 
 
Section 3 – Action Plan  
There are 2 parts of our action plan.  
1.Hot Sheet – this doc only lists the “Hot Issues” & “Hot Actions”, which are the most time sensitive and important issues and 
corresponding actions we need to take to capitalize the company faster. 
2.Action plan - this is the master doc of all the actions we need to take to secure the loan, including the Hot Sheet actions. 
 
Section 4 – Questions  
A document that lists all questions we need to answer for following categories:  
1.Loan Terms from Bill 
2.Loan application process 
3.Documents we need to apply 
 
Section 5 – Links to Resources  
This includes links to websites and tools that you can use to prepare your business and employees to endure the crisis. 

 

 



Section 1 – Corona Crisis Preparation Plan 

Practice Protection Plan  
 
Goals:  
1)Protect the ship. In other words, protect the practice so that when this storm passes, every employee has a ship to return home to 
so we can set sail and return to where we started and go further than before.2)Protect capital, assets and resources of the ship. 
Conserve cash - Make sure that only essential money goes out. And hopefully more will come in.3)Help employees prepare to 
protect themselves and their family.4)Protect, serve and retain our patients and clients and help them do the same with their 
customers and families. 
 
Strategy:  
1)Collect as much cash now and try to not let any cash out of the practice unless absolutely necessary. 
 
2)Need to make sure cash is with a top U.S. bank that will not go under during the crisis. 
 
3)Need to become experts in the Federal Government relief bill to optimize funds available from the Government to cover the 
overhead of the business so that the ship does not sink. 
 
4)Any part of the practices overhead that the government does not cover, we might need to close to conserve capital and resources 
in order to protect the ship so employees can board it after the storm is over. 
 
5)In order to be an expert, review the legislative executive summary document. 
 
6)Follow www.thehill.com to see what changes the Democrats are requesting so you can have a head start of what the end bill 
results will look like. It is likely it will be 90% the same as it is currently that was drafted by the Republicans. 
 
7)Research HR law and work with an HR attorney and tax accountants fast, before everyone is calling them. Right now, their phones 
are ringing off the hook. To make sure you have the right plan under the following scenarios. 
 
 
 



Scenario 1: Government covers your entire overhead including rent, payroll, and operations. 
 
Scenario 2: Government covers none of it. 
 
Scenario 3: Hybrid. Government covers some of your employees but not others.8)It is absolutely critical to understand the 
legislation before you make any employee decisions because the government is giving loans that you don’t have to pay back, unless 
you break one of the rules, which include: 

a. Not having the same average number of employees per month from Feb 2020 to June 2020 as you had from Feb 2019 to 
June 2019. 

 
b. Reducing compensation more than 25% for any employee in the quarter during period from Feb 15, 2020 to June 30, 2020) 

 
You need to have a communication strategy to communicate with your employees, first and foremost.  
 
a. Employee communication strategy should explain to them why need to protect the ship so that they can re-board it and have a 
job when the storm passes. 
b. Provide them with information for how they can access healthcare and government benefits through the government aid and 
relief package. 
 
c. How they can protect themselves and their family from Corona by supplying them with the Corona guide link in Section 6 
Resources. 
 
Tactics:  
-The tactical plan is to have a decision tree based on what the government does. Below is a summary of our decision tree based on 
the event that there is a national quarantine and businesses have to close: 
 
O The objective is to protect the ship, the capital and the resources to ensure that the ship can continue to sail. To do that, we need 
to make sure that we maintain as much current capital as possible. The general tactical strategy is that the government gives us the 
revenue to cover the cost. If the government will not give us the revenue to cover the cost, cut the cost as fast as possible and do it 
in a way that is obviously ethical and cares for our employees and vendors first and foremost. 
 



O IF the government covers all employees, THEN we keep everybody employed. 
 
O IF the government covers none of it, THEN we have some tough decisions to make. 
 
O IF the government covers part of our expenses, but not other parts, THEN we eliminate the parts that the government will not 
cover, that does not impact our ability to function. This will help us ensure that when the storm is over, we maintain the capital 
resources that we need in order to survive and sail again, which will provide the necessary jobs our employees are going to need 
once the government is not providing the same level of support.-You should create your own decision tree which has IF, THEN 
business rules so you are prepared in advance of the bill being ratified so you can make decisions quickly and apply for loan and 
receive funds faster. 
 
URGENT ACTIONS:  
 
1)Become an expert in the legislation. 
 
2)Make sure that your Legal, HR and Financial advisors are experts in the legislation and give recommendations based on an in depth 
understanding of the relief bill and the rules that dictate the terms. In particular, what you have to pay back and loan forgiveness 
terms as that will impact employment decisions. 
 
3)Create an action plan that covers all the steps you need to take to understand legislation, collect documents need to apply for 
loan, apply for and get loan. 
 
4)Create a communication plan with employees for all these scenarios. Communication should include practical information to help 
them protect their families and information on state and federal resources to help them and their families during this crisis. 
 
5)Create operational plan to ensure your people have tools and processes to work remotely. 
 
  
 
 
 



Best Practices  
 
1.Understand burn rate on monthly basis if you have no revenue and your accounts receivable is not being paid. 
 
2.Be an expert on Government loan legislation so you can tailor your application to fit the structure of the bill. What the government 
will give you and how. 
 
3.Get advice from experts who will have information sooner 
 

a. SBA Loan Advisor 
 

b. Heads of local banks – local banks make SBA loans so key to connect and understand the process 
 

c. Financial and Tax experts 
 
4.Meet with HR attorney to see what your options are based on federal and state laws 
 
a. Reduce pay 
b. Furlough 
c. Lay offs 
 
5.Create communication plan for employees 
 
a. Memo to communicate on employment status 
b. Include attached Corona crisis guide for people and their families- 
https://www.dropbox.com/s/85v2sp7upyxz8kr/COVID%2019%20FAQ%281%29%20%282%29.pdf?dl=0 
 
c. Info on government benefits  
 
d . State unemployment benefits – find your state on this website 
https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-Benefits.aspx?newsearch=true 

https://www.dropbox.com/s/85v2sp7upyxz8kr/COVID%2019%20FAQ%281%29%20%282%29.pdf?dl=0
https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-Benefits.aspx?newsearch=true


6.Review application and items required for SBA loan at www.sba.gov 
 
Scenarios and Decision tree  
 
These are some potential scenarios that you can think through and prepare to make decisions.  
 
Scenario 1 – Loan program available and approved: If practice qualifies for the government loan program, then will apply for 
maximum loan amount available.  
 
The government is going to define the terms and process of the loan program. However, they may adopt some of the processes of 
the SBA loan program, so if you review the SBA process, it can help you prepare the items you will need. Here is a checklist for SBA 
7(a) loan application: https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-
7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F7a_Check
list.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8 
  
Also, the government may use local banks to process loan applications and funding. It is a good idea to contact your local bank to get 
information about their process. Here is the example process with SBA loans.  
 
1.Go to sba.gov to get information 
2.SBA paper application on following page that shows current requirements 
A .Does legislation change SBA application criteria? 
b. If yes, which terms? 
c. What is best answer to get approved ? 
i. Consult SBA Advisor 
ii. Consult Lawyer 
 
 
 
 
 
 

http://www.sba.gov/
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F7a_Checklist.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F7a_Checklist.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F7a_Checklist.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8


Legislation Questions:  
 
•What is the use of funds for “debt obligations”? 
•Is there a revenue threshold for loan? 
•Will there be a personal guarantee required for loan? 
O What if Company has many shareholders? 
O Is there an ownership threshold? 
 
•Loan forgiveness rules 
•How long is the approval process and how quickly are loans funded? 
•What happens with employees that make over $100K per year? 
•Does it matter what state companies apply in if they have operations in multiple states? 
 
Scenario 2 - Partial Quarantine: If practice does not qualify for the loans, and the country is in a partial quarantine, then should the 
practice go to skeleton sales and servicing team (reduce staff by 50% or more as needed)? These are tough decisions that we should 
all consider.  
•60-day payables on only expenses critical to run the business. 
•Cash Remaining at December 2020: $xx 
 
Scenario 3 - Nationwide Quarantine: If practice does not qualify for the loans, and the country is in a nationwide quarantine, then 
practice will proceed with furlough of all non-essential employees? Will keep essential employees only? Think this through carefully. 
 
Section 2 – Executive Summary of Relief Bill 
 
Summary of Corona Bill for Business As of March 23, 2020  
There are 2 pieces of legislation that impact your business. The first one is the most relevant to getting a loan from the government 
to cover payroll and operating expenses. The second bill covers employee sick leave and takes effect for employees on payroll as of 
April 2nd.  
 
1.Name: Corona Bill for Business (aka CARES Act) 
 



Purpose: To provide emergency assistance and health care response for individuals,families, and businesses affected by the 2020 
coronavirus pandemic. 
 
Status: Proposed legislation being negotiated by House & Senate 
Link to the business sections of the bill: 
https://www.dropbox.com/s/kluglsb7o09eb5o/Corona%20Bill%20for%20Business%203.22.20%203pm%20%20Section%201102%20
and%20Section%201105.pdf?dl=0 
 
 
Link to the whole bill: 
https://www.dropbox.com/s/ctekggoc70a6su0/Corona%20Bill%20for%20Business%20_%203.22.20%203pm%20copy.pdf?dl=0 
 
 
Relevant issues: 
Section 1102 Paycheck Protection Program 
•Loans to companies with less than 500 employees or companies with less than500 employees at one location with NAICS Code 
starting with “72”(new) 
•Up to $10M to pay for payroll, rent, utilities. 
•Loan formula is the average monthly payments of payroll costs (not including$100+ salaried workers) for prior 12 months x 2.5 = 
loan amount (new proposal). 
•Loan to be used for payroll, rent, utilities, interest on debt obligations before Feb15, 2020. 
•No personal guarantee and No collateral for loan 
 
Section 1005 Loan Forgiveness  
•If maintain payroll, can have loan forgiven excluding: 
O Not having the same average number of employees per month from Feb15, 2020 to June 2020 as you had from Feb 15, 2019 to 
June 2019. 
O Reducing compensation more than 25% of total salary and wages of employee during the most recent full quarter before period 
from Feb 15,2020 to June 30, 2020, for any employee who did not receive annualized pay of more than $100K in 2019. 
 
 

https://www.dropbox.com/s/kluglsb7o09eb5o/Corona%20Bill%20for%20Business%203.22.20%203pm%20%20Section%201102%20and%20Section%201105.pdf?dl=0
https://www.dropbox.com/s/kluglsb7o09eb5o/Corona%20Bill%20for%20Business%203.22.20%203pm%20%20Section%201102%20and%20Section%201105.pdf?dl=0
https://www.dropbox.com/s/ctekggoc70a6su0/Corona%20Bill%20for%20Business%20_%203.22.20%203pm%20copy.pdf?dl=0


Go to www.sba.gov to get information on how to prepare application. NOTE the government is setting the terms and process so this 
is to help prepare your application and save time. 
 
2.Name: Families First Coronavirus Act. 
 
Purpose: This bill would guarantee free coronavirus testing, establish paid leave ,enhance unemployment insurance, expand food 
security initiatives, and increase federal Medicaid funding. For additional details, see the House Appropriations Committee 
summary. 
 
Status: Passed House and Senate next 
 
Link to Complete text (112 pages) of Bill https://www.govtrack.us/congress/bills/116/hr6201/text 
 
Relevant Issues: Section 3102. Amendments to the Family and Medical Leave Act of1993. This section provides employees of 
employers with fewer than 500 employees and government employers, who have been on the job for at least 30 days, with the right 
take up to 12 weeks of job-protected leave under the Family and Medical Leave Act to be used for any of the following reasons: 
•To adhere to a requirement or recommendation to quarantine due to exposure to or symptoms of coronavirus; 
•To care for an at-risk family member who is adhering to a requirement or recommendation to quarantine due to exposure to or 
symptoms of coronavirus; and 
•To care for a child of an employee if the child’s school or place of care has been closed, or the child-care provider is unavailable, 
due to a coronavirus. 
•After the two weeks of paid leave, employees will receive a benefit from their employers that will be no less than two-thirds of the 
employee’s usual pay. 
 
Employees who are employed on April 2nd are able to make a claim for benefits.  
Resources to get more information:  
www.thehill.com – updates on legislation  
www.govtrack.us – status of actual bills introduced in congress  
www.sba.gov – Small Business Administration loan information and apply online  
https://www.rollcall.com/ - Capitol Hill News source  
https://www.cnn.com/politics - CNN News update on policy 

https://www.govtrack.us/congress/bills/116/hr6201/text


 
 
 
Section 3 - Action Plan  
This action plan lists the most time sensitive and important issues and corresponding actions we need to take to capitalize the 
practice faster. Prioritize the most urgent actions to accelerate your loan application and approval. 
 
Action Plan  
These are the most time sensitive and important issues and 
corresponding actions to take to capitalize the practice 
faster.  

 
 
  

Create an action plan  
•Share this plan with your leadership team 
•Customize this action plan that outlines the what, the how, the who and the when. 
•Prioritize the long lead actions that could save you time completing the application to receive the funds faster. 
•Some of the long lead actions are to get your tax returns and personal financial statement from your accountant 
 
Become an expert on the proposed business bill (CARES Act)  
•Share the summary and details of the proposed bill with your team so theycan study it and understand the best options 
to get funds from the government to cover your overhead 
 
O Link to the business sections of the proposed 
bill:https://www.dropbox.com/s/kluglsb7o09eb5o/Corona%20Bill%20for%20Business%203.22.20%203pm%20%20Section
%201102%20and%20Section%201105.pdf?dl=0  
 
O Link to the whole proposed 
bill:https://www.dropbox.com/s/ctekggoc70a6su0/Corona%20Bill%20for%20Business%20_%203.22.20%203pm%20copy.p
df?dl=0 
 



 
 
 
 
 
Monitor changes to bill  
•Stay up to speed with changes on these websites: 
 
www.thehill.com – updates on legislation 
https://www.cnn.com/politics - CNN News update on policy 
https://www.rollcall.com/ - Capitol Hill News source 
•Make sure you read it once it is approved but be prepared up front 
 
Prepare and collect everything you need to apply for loan in advance  
•Utilize the Loan Application Checklist link 
here:https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-
7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F
7a_Checklist.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8 
•Prepare forecast showing cash runway without layoffs and no revenue coming in 
•Proactively contact legal and financial advisors to get you financial statements and tax returns for the company and any 
owners of more than 20%. It is important you do this now before they are overwhelmed 
 
Create communication plan for Customers, Employees, Vendors and your community  
•Let them know what is going on via Email, Text, Website and Social media 
•Give them the Corona guide below to help them protect themselves and their family from the 
virus:https://www.dropbox.com/s/85v2sp7upyxz8kr/COVID%2019%20FAQ%281%29%20%282%29.pdf?dl=0 
 
Create plan for people to work from home with tools and processes  
•Prepare plan and process to work from home with tools for virtual collaboration 
•Here is a link to tools -https://zapier.com/learn/remote-work/productivity-apps-remote-work/ 
 



 
 
 
 
 
Loan Prep Checklist  
 
Currently, there are no specific documents that the government is requiring to get these loans, however, they are working 
with the Small Business Administration (SBA) on an application and approval process to ensure companies get capital to 
cover their overhead quickly. Below is a summary of the SBA guidelines. These are not the CARES business bill guidelines, 
however, we suggest you prepare all this documentation in case they require it for you to complete your loan saving you 
valuable time so you can get your application completed and your loan funded faster.  
 
Also, the Federal government is using local banks to process loan applications and fund loans. We suggest you contact your 
local banks to get informed about their process.  
 
Click here to get SBA loan application checklist that may be required.  
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-
7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F
7a_Checklist.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8  
 
Here are the items for SBA Loan Application that you may need: 
  
•Loan application (SBA Form 5), completed and signed 

•Tax Information Authorization (IRS Form 4506T), each applicant, each principal owning20% or more of the applicant 
business 

•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) 

https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F7a_Checklist.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F7a_Checklist.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&ved=2ahUKEwjFyrjK-7HoAhUkYTUKHVDXDLsQFjABegQIARAB&url=https%3A%2F%2Fwww.sba.gov%2Fsites%2Fdefault%2Ffiles%2Foed_files%2F7a_Checklist.pdf&usg=AOvVaw3nq7MELr4ZFZh2vMZpF7K8


• Click here to get SBA Personal Financial Statement Form : https://www.sba.gov/document/sba-form-413-personal-
financial-statement-7a504-loans-surety-bonds 

•Schedule of Liabilities 

•Complete copy, including all schedules, of the most recent Federal income tax return foreach principal owning 20 percent 
or more 

•Additional Filing Requirements (SBA Form 1368) providing monthly sales figures for will generally be required when 
requesting 

•If the most recent Federal income tax return has not been filed, a year-end profit-and-loss statement and balance sheet 
for that tax year 

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

•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. 
 
Section 4 – Questions  
 
1.Loan Terms from Bill 
 
2.Loan application process 
 
3.Third party advisors 
 
Loan Terms from Bill 
  
The government will define how these loans will be made and the process. There may be a loan program for small business 
(less than 500 employees) with assistance from SBA and a loan program for larger businesses with assistance from the 
Treasury department. Note the bill has not been passed so this information may change.  
 
Small Business Interruption Loans  
 



•Must Company access founders’ assets/capital first? 
•Personal guarantees – included in final bill? 
•Impact of furloughs, reduced pay, reduction in force on access to loans? 
•What happens with employees that make over $100K per year? 
•Does Company qualify based on revenues? 
•Which NCAIS code should we apply under? 
 
Treasury department loans 
  
•Which NCAIS code should we apply under? 
•Must Company use existing bank line of credit first? 
•Must Company access founders’ assets/capital first? 
•Impact of furloughs, reduced pay, reduction in force on access to loans/loan forgiveness? 
•What is formula for US Government equity incentive? 
•Are executive comp restrictions applicable? 
 
Loan application process 
  
•Where and how do we apply? 
•Are the loans issued through banks? 
•How long is the approval process and how quickly are loans funded? 
•What is the payback period and terms for the amount of the loan that is not forgiven? 
•Does it matter what state companies apply in if they have operations in multiple states? 

 
 
 
 

 


