
To help you know what information you’ll need, we created the following checklist 
with a list of questions for you to answer to help you prepare your Q2 Form 941.

Q2 FORM 941
CHECKLIST

Did any government regulations force you to 
close fully or partially because of the COVID-19 
pandemic? If so, explain the details of your closure.

Information about the wages you paid for  
Family First Act paid sick leave

Information about the wages you paid for  
the Family First Act expanded FMLA leave

Any information about employer-provided 
health insurance

Details about whether any of the payroll tax 
deposit was reduced by the paid leave amount

•

•

•

•

Did you pay anyone wages under the Family 
First Act? This includes paid sick leave and/or 
the expanded Family Medical Leave Act. If so, 
you’ll need: 

Did you pay less than the full payroll tax liability 
for any reason not covered above in 2020 (e.g. 
inability to pay because of the pandemic)?

If so, you’ll need to provide a current profit and 
loss statement and any other documentation 
showing a decrease in your revenues.

Also, if you had a significant reduction in 
revenue, you’ll need to have your books 
reconciled and all deposits and/or invoices 
recorded through June 30, 2020.

•

•

Did you have a noticeable decline in gross 
revenue in the first quarter of 2020 compared  
to the same time period in 2019? 

If so, did you receive all funds?

If so, whoever fills out your 941 will need  
copies of your Form 7200.

•
•

Did you request any credit reimbursement on 
Form 7200? 

What date did you apply for a PPP loan?

What date did you receive your promissory 
note for the PPP loan?

What date did you receive funding from the 
PPP loan?

Did you use any of the funds to pay paid sick 
leave or paid expanded FMLA leave under the 
Family First Act? If so, provide details.

Are you planning to or have you already applied 
for loan forgiveness?

Provide a detail breakdown of where you spent 
the PPP funds (e.g. payroll, employee medical 
premiums employer portion, payroll taxes, 
utilities, rent or interest payments on mortgage, 
interest on debt obligations incurred before 
Feb. 15, 2020, etc.) and how much, if any, you 
have left.

•

•

•

•

•

•

Did you receive a Payroll Protection  
Program loan?

Do you have concerns about your current cash 
flow or your ability to pay your obligations?

Have there been any other changes to your 
payroll or business that are worth noting?

If so, you’ll need to provide a current profit and 
loss statement and any other documentation 
showing a decrease in your revenues.

•

Did you have a noticeable decline in gross 
revenue in the second quarter of 2020 
compared to the same time period in 2019? 

Did you elect to defer any payroll tax payments 
in 2020?
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