
ONONDAGA 
COUNTY 
PRODUCTION 
INCENTIVE:
How to Organize your Deliverables for the QTE (Qualified Template of 
Expenses)
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PRIMED Guidelines

Non-Labor Issues

Labor Issues
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INTRODUCTION

The goal of this Powerpoint is to help PRIMED applicants 

easily and accurately complete the required QTE document 

and Expense Report, and addresses questions or mistakes 

frequently encountered by productions during the 

deliverable process.
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PRIMED 
GUIDELINES



PRIMED GUIDELINES: DELIVERABLES

Labor

-A completed Declaration of Onondaga 

County Residency form with a copy of one or 

more of the required documents for every 

worker.

-A list of payroll hours

-A proof of payment by way of checks paid 

to the employee or payroll reports showing 

payment to each employee.

-The address on the checks and payroll 

report MUST be within Onondaga County. 

Checks issued to a location outside of 

Onondaga County will not qualify.

Qualified Non-Labor

-Proof that the item was purchased in 

Onondaga County (except online purchases, 

which must be shipped to Onondaga 

County).

-Shipping costs do NOT qualify under online 

orders and must be excluded from the QTE.

-Proof of payment by way of receipt with 

card transaction or check. Invoices do not 

qualify. 

-Receipt total must match the QTE or they 

will be disqualified.
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DELIVERABLE 
ORGANIZATION



REQUIRED FOLDERS
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All Film Productions are required to turn in the  

following folders and documentation. When turning 

in documents please organize your folders as 

displayed on the right.



BUDGET

20XX PRESENTATION TITLE 8

A complete and total budget 
for the film production must be 
located within the folder.



CALL SHEETS

20XX PRESENTATION TITLE 9

Call Sheets for every day on set 

must be included. Call sheets 

will be cross referenced with 

other documentation to confirm 

the number of days filmed in 

Onondaga County and make 

sure filming and spending falls 

within the guidelines of the 

PRIMED program.



CAST LIST
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A complete and detailed cast list. This will be used to 
confirm DEAR incentive bonuses and the accuracy of pre-
production reporting to the county.



CREW LIST
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A complete and detailed crew list. This will be used to confirm 
DEAR incentive bonuses and the accuracy of pre-production 
reporting to the county.



GENERAL LEDGER
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The General 
Ledger of the 
production 
covering all the 
payments by 
the production 
company 
covering 
Principal 
Photography.



LABOR
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In the Labor folder separate 

both CREW and EXTRAS.



CREW AND EXTRAS
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Every Crew Member and Extra should have their own 

folder which contains all of their documentation including 

proof of payments and residency forms.



NON-LABOR
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Non-Labor folder should 
contain a multiple folders 
sorted by either Vendor 
or Account #. Vendor is 
preferred because of its 
simplicity. 

Inside each folder should 
contain all proof of 
payments  that were 
made at that vendor or 
fall into the specific 
account #.



PRODUCTION REPORTS
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Productions Reports and 
Call Sheets for all days 
of principle photography 
should be placed in this 
folder. This will be cross 
referenced with the 
Shoot Schedule to 
confirm days of 
production in Onondaga 
County.



SHOOTING SCHEDULE
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Professionally 
formatted Call Sheet 
covering all days of 
Principle 
Photography. 



NON-LABOR



WALMART EXAMPLE
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WALMART EXAMPLE
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When organizing the QTE you can take a 

couple of different approaches. The most 

common is to organize by vendor name, in 

this case, Walmart.

In addition to that each item has a check # 

which indicates which file the receipt 

resides in. 



WALMART EXAMPLE

20XX PRESENTATION TITLE 21



WALMART EXAMPLE
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WALMART EXAMPLE
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WALMART EXAMPLE
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INCORRECT WALMART EXAMPLE
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INCORRECT WALMART EXAMPLE
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This production chose to go with 

another method of organization 

which is to sort purchases by their 

NYS Acct #. This is a completely 

valid method of organization.



INCORRECT WALMART EXAMPLE
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Ideally, we would like the 

folders to be labeled, Labor 

and Non-Labor. CNY 

Rebate is a bit vague and 

could indicate that a lot 

things are inside the folder 

when only Non-Labor is. 

The Non-Labor distinction 

is better for organization.



INCORRECT WALMART EXAMPLE
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INCORRECT WALMART EXAMPLE
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Here is where we can see the first big problem with 

the file organization. On the left are the NYS Acct #s 

for each item listed in this section of the QTE. On the 

right are the folders organized by NYS Acct #s within 

the CNY Rebate folder. 

Despite all the listings here only 2 of NYS Accts #s 

from the QTE have corresponding folders. 119-78 and 

123-12. If the receipts for these purchases exist, they 

are not located in their corresponding folders which is 

creates issues in terms of organization.



WALMART EXAMPLE
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Upon opening folder 123-12 we notice another 

issue which is that the check # (Circled in blue) is 

nowhere to be seen on the PDF/PNG files. This 

makes things much more difficult to audit. Please 

make sure items inside folders are correctly 

labeled with their corresponding check #.

In addition, to keep things are organized as 

possible we would like each check # to 

correspond with a single item on the QTE and not 

lump multiple QTE items together in one larger 

PDF.

Additionally, despite there being only two items 

in the folder, their descriptions do not match. 

(Highlighted in yellow). 
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Opening the PNG files reveals that the two receipts for 

Walmart do not match the ones listed in the QTE in 

date or price (Circled in blue). They have different 

totals, items, and dates of purchase. 

To review, one of the only NYS Acct #s with a 

correlating folder does not have the matching receipts 

inside of it. This means either the receipts are 

organized in the wrong folder or do not exist.

On the next slide is a list of all the items that should 

be in 123-12 but are not.



INCORRECT WALMART EXAMPLE
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INCORRECT WALMART EXAMPLE
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As you can see there are a large amount of files unaccounted for. The fact that they are not colored green 

means that the auditors found none of these receipts in any folders. In addition, please take note of the 

highlighted item. This item was purchased in Central Square, NY.



INCORRECT WALMART EXAMPLE
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You may have also noted on one of the 

mismatching Walmart receipts the 

address was also highlighted to show it 

was from Central Square.

Central Square is located in Oswego 

County not Onondaga County. This 

means all purchases from Central Square 

do not qualify for the rebate. 

Please make sure the location you are 

purchasing from is within Onondaga 

County.



COMMON NON-LABOR ISSUES

Organization

Folder and file names need to 

match the QTE

Missing

Receipts are missing from what 

is claimed in the QTE.

Out of County

Purchases were made from out 

of Onondaga County. 
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LABOR



LABOR EXAMPLE

20XX PRESENTATION TITLE 37



LABOR EXAMPLE
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We do not require a Start Work form or a 

W9 from the crew. However, we must 

have both proof of payment and proof of 

residency (Highlighted in yellow).

The Deal Memo is useful but you can 

combine it with your time cards into one 

PDF which will save time.



LABOR EXAMPLE
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Only copies of checks and certified payroll reports qualify as proof of payment



LABOR EXAMPLE
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Another large issue found in Labor is the issue that hours worked listed on the QTE do not match 

what is on the provided timecards. 



LABOR EXAMPLE
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The first issue to note here is circled in blue which is the lack of the last 4 Digits of the worker’s 

SSN. This information is in the documents provided so we ask that you please include it in the QTE.

Next, we will concentrate on the line highlighted green, Mary.



LABOR EXAMPLE
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As you can see Mary is set to be paid $182 

for an 8-hour workday denoted by the 182/8 

under basic rate.

Looking at her hours she clocked in around 6 

hours and 15 minutes. 



LABOR EXAMPLE
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Looking at the example we can see that 

Mary’s hours are mislabeled. 1 hour instead 

of 6+ Hours in the QTE. Her gross pay 

however reflects an entire day’s pay. 

Was she paid for an entire day or 6 hours? 

This is unknown without the actual check, 

but we can confirm she worked for a day on 

set.



LABOR EXAMPLE
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Next, we will concentrate on the line highlighted red, Gia.



LABOR EXAMPLE
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Gia’s was set to be paid $364 for 8 hours of work as highlighted below. However, Gia only worked 

a total of 3 hours and 15 minutes. Her pay should be $147.88 based on this.



LABOR EXAMPLE
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Looking at the QTE we can see again that 

the number of hours worked is incorrect at 2 

hours instead of 3.25 (Highlighted in yellow) 

but also that her gross pay is substantially 

higher at $728 from what it should be, 

$148.88 (Highlighted in red). 

Without checks 

or a payroll 

report it is 

impossible to 

know what is the 

actual amount 

that was 

paid to the 

worker.



COMMON LABOR ISSUES

No Proof of Residency

PRIMED requires a Declaration of 

Residency form and matching 

verified document for each 

worker submitted to PRIMED.

No Proof of Payment 

Proof of payment in the form of 

a check to the Labor or an 

official payroll report is need. 

Inconsistencies with Hours 
and Pay

Information in the QTE is missing 

and/or does not match the 

timecards submitted and must 

be adjusted.
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IN CLOSING

We at CNY Arts hope that this presentation is a helpful 

guide as you work through assembling your expense 

deliverables for reimbursement. Please do not hesitate to 

call or email with any questions.

If you have any further questions, please email 

tfilosi@cnyarts.org.
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THANK YOU
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