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UPDATED 8-1-25* 
 

 
IL FILM OFFICE – Applicant Checklist for Financial Submission 

 
Social Security numbers must be redacted on any submitted document. 

 
IL HIRES - CREW/TALENT/EXTRAS 

For purposes of the IL Film Tax Credit Program, any person who works as crew, talent or extra on 
the project is an employee of the applicant. Extra(s) are included in the rule below. Further, 
employees of the applicant include and are not limited to: Freelance; internal staff; contractors and 
interns. 

 
ILLINOIS FILM PRODUCTION SERVICES TAX CREDIT PROGRAM 

Section 528.20 Definitions 
“For Accredited Productions commencing on or after May 1, 2006, "Employee of the 
Applicant" or "Employee" shall mean any individual who is an employee of the Applicant for 
purposes of employment taxes imposed under Subtitle C of the Internal Revenue Code, any 
Production Staff or Crew and any individual in a Talent-Related Position.” 
"Illinois Resident" means an individual who is domiciled in this State during the Accredited 
Production. …the possession by an individual of [ a] driver's license or other identification 
issued by this State prior to the commencement of the Accredited Production shall be 
sufficient proof that the individual is an Illinois Resident and the address on the license or 
identification shall be deemed correct.” 
 
  Proof of IL residency for all IL hires included in the claim 
Identification issued by the State of IL: Driver’s License, State ID, Medical Marijuana Card, 
and FOID cards. 
 
With each request for a tax credit filed after January 1, 2025, the applicant shall provide all items 
listed in subsection (c) of this Section, and: 
 1)         Disclosure of all related party transactions including: 
 A)        The name of the related party, 
 B)        The nature of the relationship between the related party and the accredited production, 
 C)        The nature of the transaction, and 
 D)        The amount of the transaction; and 
 2)         A sworn affidavit by the applicant that, to the best of the affiant's knowledge, information, and 
belief all accounts, documents, records, and other information provided to the CPA and Department 
were true and correct and that all related party transactions were accurately reported in accordance 
with this Section. 
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I9* 
An I9 verified by the IL DL/ID may be submitted as proof of IL residency. 
  Section One - Name and address completed; employee signature and dated timely. 
  Section Two - IL DL or ID info only. 
  Certification - Verified and signed by a representative of the production company. 
 Be sure to add issue date of ILDL, ID or other state issued identification. 
 

ADVERTISING AGENCY STAFF EARNINGS* 
To claim advertising agency staff earnings (qualified wages, taxes and/or benefits) paid by the 
applicant who is considered the employer for the purposes of the IL Film Tax Credit, the following are 
required. 

• An accurately completed “Agency” spreadsheet. 
o Make sure the work date ranges are noted for each phase of production. 
o Job Description   

 Describe work done for each phase of production. 
 Each phase of production shows the hours or days worked. 

• List the qualified agency staff in alphabetical order by last name.  
• Submit proof of IL residency for all agency staff. 
• Submit proof of payroll cost relating to hours/days worked. 
• Submit a letter (work letter) identifying the applicable staff with total earnings on the agency’s 

letterhead. 
o Staff names must be in same order as the “Agency” spreadsheet, alpha order by last 

name. 
o Submit payroll related retainer invoice(s) to the applicant/client that is equal to or 

greater than the total cost of wages reported on “work letter”.   
o Submit proof of payment of related retainer invoices(s). 

  
ATTORNEY/LEGAL FEES 

Qualified fees are incurred during the production stage and include for example contract 
review for talent. 

COMMERCIAL PRODUCTIONS*  
Depending on the scenario, proof of payment for commercial productions will be 
required.  The CPAs who submit the tax credit claims have been given the instructions and 
will provide the instruction to the applicant as needed. 
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IL SHOOTNG LOCATION LIST* 
A list (in alphabetical order) of all IL shoot locations is 
required.  
Example: 
Residence – Ava Brooks – 1234 S. Illinois Ave, Chicago, IL 60601 
Business - Film Fun, LLC – 9876 N. Chicago Dr., Chicago, IL 
60609 
 An alphabetical list of all IL shooting locations is required. 
 Business/residence name and address is required. 
 Include date(s) that the location was used. 
 

INSURANCE 
_____Insurance provider must be domiciled in IL. 
_____Broker fee(s) – Broker must be domiciled in IL. 
_____Errors and Omissions insurance does not qualify. 

 
INTRA IL TRAVEL 

Miles claimed for each trip: 
  Starting point (business/residence/location name and address) 
  Ending point (business/residence/location name and address) 
  Purpose of travel for each trip 
  Total miles traveled for each trip 
  Amount per mile identified 
  Total miles traveled 
  Legible mileage log 
 

LABOR HIRES - INVOICES / DEAL MEMOS/ TIMECARDS: 
  Applicant and project name per the Accredited Production Certificate 
 Physical address for IL hire (crew/talent/extra) is required.  A PO Box address does not qualify. 
 Work date(s) – month/day/year are required  

a. Work dates are required on the payroll documents such as payroll reports, invoices, 
deal memos and timecards.  

b. Considering payroll reports, IFO acknowledges and will accept date(s) in the form of a 
date range.   

 Clear/detailed description of work or service(s) provided is required.* 
 Job descriptions are not generic. Generic titles (consultant, coordinator and technician, etc.) 
must be clarified. 
*An invoice from a casting or talent agency is excluded from this requirement. 
 

 
 
 
 
 
 



 

Page 4 of 5  

 
PER DIEM or REIMBURSEMENT 

Per diem qualifies if either occurrence below is met: 
• IL Hires/Residents – Is included in the earnings of the IL hire (crew/talent/extra). 
The per diem is reported on timesheets, payroll report and/or invoices for Illinois residents will 
suffice to qualify the expense.   
• Non-IL Hires/Residents 

 Only taxable per diem may qualify.  
 If it is reported as taxable income (both 1099 and W2), then it is eligible.  

• Reimbursed expenses must be identified and have proper support documentation. 
• Treated as petty cash whereby a receipt or invoice that provides details of the qualified 

expense(s) from an IL vendor. 
 

PETTY CASH ROSTERS 
  _ Line items on the roster shall be listed in ascending chronologically order. 
____ Each transaction identifies the production use/type – prop; crafty, wardrobe, etc. 
____ The font on the roster shall be no less than 12 points, preferably in Arial. 
  _ Adding tape included on the roster to verify included claimed amounts. 
  _ Only qualified expenditures are included. 

 
QUALIFIED FRINGES 

Fringes paid by employer (applicant) on behalf of employee (hire – crew/talent/extra) 
  Taxes – FICA, Medi, FUI and SUI qualify 
  Benefits 

• Pension including 401K 
• Health, dental and vision insurance 
• Life insurance 

 
SCRIPT/STORYBOARD 

  Identify final storyboard or script date – month/day/year 
 

TALENT (non-IL) 
• Voice-over talent qualifies.   
• Reality/non-scripted ‘talent’ does not qualify. 
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VENDORS and PETTY CASH* 
  All invoices and receipts have vendor name; address; date of purchase or date(s) service 
provided; itemized list/details of purchase and all amounts paid (taxes, tip and total). 
Neither PO BOX nor REMIT TO addresses qualify 
Secure a timely dated W9 in absence of a compliant invoice or receipt. 
   All invoices/receipts are legible 
   All invoices/receipts are not cut diagonally 
   All invoices/receipts are not folded 
   Uber/Lyft documentation has pick-up and drop-off addresses 
   Adding tape included on invoice/receipt when amounts are not included 
        An itemized detailed list of production service(s) provided, including a breakdown of functional 
classifications (e.g., labor, facility, equipment).  The details must include who provided the service, 
when the service was provide, how long service provided such as hours and days and the rate of 
service such as hourly or daily rate or cost per quantity. 
 
   VENDOR: Within the description column, each line item on the spreadsheet identifies the 
spend type (prop; crafty, wardrobe, etc.) 
___Equipment Purchases – Any items with a useful life beyond the production: 

• Items including, but not limited to, appliances, electronics, and furniture. 
• Documented proof items were donated or sold is required; if no proof, then the 

cost will be disallowed. 
• Any items deemed “broken” will be disallowed. 

 
W9 

• A W9 may be used as proof of address for vendors and/or petty cash transactions. 
• W9 must be dated timely to the production cycle with emphasis on the year. 

 
Common vendor or petty cash expenditures that do not qualify include: 

• Alcohol 
• Cigarettes 
• Donations and gifts of any kind, on behalf of or for any person or entity. 
• Interstate airfare (outside of IL) 
• Interstate shipping (outside of IL) 
• Postage to include stamps, shipping, etc. 
• Any expenditure related to development, marketing and/or promotion. 
• Tickets – Parking, speeding, no standing, red light, etc. 
• Penalties – Late fees for tolls, lack of payment, etc. 

 
 Any fine that is being imposed by the state of Illinois does not qualify. 
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