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Pre-Need Licensing and Certification Enforcement (PLACE) Division -
Licensee Responsibilities

The Pre-Need Licensing and Certification Enforcement (PLACE) Division in the lllinois Office of Comptroller
(I0C) licenses privately operated cemeteries that accept care funds, crematories, along with businesses, such
as cemeteries and funeral homes that sell pre-need funeral goods and services to consumers. Specifically, the
division ensures consumer dollars collected by these businesses are annually reported and accounted for, so
they are available when consumers need them.

All of our licensees have three main statutory responsibilities:

1. To inform the Office of Comptroller of any licensee changes;
2. To submit an Annual Report; and

3. Renew licensure every 5 years if licensee is a crematory authority or selling pre-need contracts.
Licensees who are also licensed as Preneed Cemeteries or Preneed Funeral Homes must also:

4. Submit a Pre-Need Cemetery (815 ILCS 390/22a) or Funeral (225 ILCS 45 1a-2) Consumer Protection
Funds Fee Payment record every six months for each pre-need contract sold or a zero report if no
contracts were sold.

l. Licensee Changes

o PLACE must be notified in writing of any changes of business name, ownership, structure or
physical location of the licensee.

o Those licensees who are incorporated must have a valid tax id number registered with the lllinois
Department of Revenue and be in good standing with the Office of the lllinois Secretary of State (IL
SOS).

o Upon completion of an application, the license must be posted in the place of business for which it
was issued. If a license is lost or misplaced, a Lost License Affidavit must be filed with the PLACE
Division in order to issue a replacement.

o If alicensee owns more than one separately licensed business and would like them merged into
one main location with branch affiliations, a written request is necessary.

o Inthe event of a SALE or CLOSING:

e The licensee must notify PLACE at least 21 days prior to the sale and/or closing date for a pre-sale
compliance audit.

e Upon receipt of a licensee’s letter of intent, a packet containing all necessary forms will be sent to the
licensee.

¢ Any audit findings, fees or penalties MUST be resolved before a sale will be considered final.
e If the business is to be sold, a new license or a branch location license must be issued.

¢ Only upon the completion of the application/and cancellation paperwork will the prior license be cancelled
and the new or branch location license issued.
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Il. Annual Reports

O

Every licensee must file an Annual Report with the Office of the Comptroller within 75 days after the
fiscal year end that was chosen by the licensee on their application.

A request for the 60-day extension to file the Annual Report shall be emailed to
place@illinoiscomptroller.gov, or faxed to 312-814-3464, or mailed, post-marked no later than the due
date of the Annual Report.

Licensees holding care funds or preneed trusts/insurance greater than $100,000 are required to
electronically file their Annual Report via the PLACE Division Online E-file program using their
individual Password and Login ID (supplied by PLACE).

A filing fee of $10 ($25 for crematories) is required to be submitted with the Annual Report. An Annual
Report is not considered to be ‘submitted’ until the filing fee is received. The check or money order
must be made payable to: ‘Comptroller-State of lllinois.’

For every day that the Annual Report and the applicable filing fee is late, a reporting penalty
accrues as follows:

e Cemeteries and crematories - $5 per day

e Funeral homes and pre-need cemetery sales: $5 per day for the first 15 days past due, $10 per day for days
16 through 30, $15 per day for days 31 through 45, and $20 per day for the 46th day and every day
thereafter that the licensee remains delinquent in submitting the annual report.

lll. License Renewal every 5 years

O

Per the Pre-Need Cemetery Sales Act (815 ILCS 390/8(g)), the Funeral or Burial Funds Act (225
ILCS 45/3a-5(f)), and the lllinois Crematory Regulation Act (410 ILCS 18/10(i)) licensees of those acts
are required to renew their license every 5 years and pay the $100 renewal fee.

IV. Consumer Protection Fund Reports & Payments

O

Every licensee engaging in the sales of pre-need contracts for cemeteries and funeral or burial
services or products must report each contract and remit $5.00 per contract, to the Comptroller semi-
annually. This report and the associated fees shall be remitted within 30 days of the end of each June
and December for those contracts entered during the previous 6-month period.

e Pre-Need Cemetery Sales - fees from these contracts shall be paid into the Cemetery Consumer Protection
Fund. Checks should be made payable to: ‘Cemetery Consumer Protection Fund’

e Pre-Need Funeral and Burial Funds — fees from these contracts shall be deposited to the Pre-need Funeral
Consumer Protection Fund. Checks should be made payable to: ‘Funeral Consumer Protection Fund’

For more information, please visit the IOC website at
https://illinoiscomptroller.gov/constituent-services/public-services-community-programs/place
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E-File Quick Tips
This reference provides Annual Report filing tips and addresses
common questions that our users have.

1. To submit your Annual Report by E-File, login at PLACE.lllincisComptroller.gov. Contact our office if you
need assistance logging in with your username or if you need your password reset. The “Forgot Password”
option on the login page can also be utilized with a valid email. Email us at
PLACE@lllinoisComptroller.gov, call our hotline at 877-203-3401, or fax us at 312-814-3464.

2. Be sure to have the correct license and fiscal year you are filing for selected in the top drop-down menus.

3. Starting with Fiscal Year 2025, reports will be automatically set to an Open status, but the final Close/Save
step is still required. For previous reports, to open the report and to remove the “READ ONLY” status in
your annual report filing, open the report on the “Annual Report Completion/Submission” page:

Fiscal Year 2019 v
Record Type Licensee v
» General Administration
) Licensee Management Displayed is the status of your Annual Report
» Security Management
» Reports OPEN CLOSE / SAVE SUBMIT - 10C

Available for Editing Ready for Submission Annual Report has been transmitted to 10C
» PDF/Print AnnualReport

» Administration
'w Annual Report Completion/Submission Open

4. To be able to print your annual report, follow these steps:
a. First, click “Annual Report Completion/Submission” on the left-hand side menu.
b. Then, click “PDF/Print Annual Report” on the left-hand side menu.
c. Finally, click the “Print” button in the middle of the page. You may need to wait up to 40 seconds for
the PDF to generate. Check your downloads if you cannot locate the generated PDF.

5. Once the report is complete, reviewed and correct, the “Close / Save” button can be clicked on the Annual
Report Completion/Submission” page. Review the info displayed and click the checkbox to then be able to
click the final submission button. With “Go to Payments” you'll be able to check a box(es) to select from the
available payment(s). Reporting fees will not populate until the reports have been submitted.

Once you click submit, you will no longer be able to update and modify this Annual forms. Please confirm by clicking on the check box below.

: J 1 confirm and understand that once | submit the Annual forms, they will no longer be available for me to edit and the forms will be locked.:

\ Go to Payments \

6. If you would like to request a one time 60-day extension for your annual report, please send a request in
writing (include your license number and fiscal year end) to Elvira. Guzman@illinoiscomptroller.gov or call
our hotline at 877-203-3401. This request must come in before your Annual Report due date.
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Important:
An e-filed annual report alone does not completely satisfy your reporting requirements. Your annual report is
not completely acknowledged as received until all required supporting documentation and fees are submitted
to the Comptroller's Office, postmarked/delivered by the obligatory due date. These items include but are not
limited to:
e Submit the $10 annual filing fee.
Completed, signed and notarized Licensee Certification.
Completed, signed and notarized Independent Trustee Certification (where applicable).
Bonds, letters of credit and/or trust agreements (where applicable).
Reports of financial activity bank or trust reports, etc.
Any written remarks or explanations that you may wish to include as part of your annual report.

For Crematory Reporting Only
e Submit the $25 annual filing fee.
e Completed, signed paper copy of the annual report form.

Consumer Protection Reports E-File Quick Tips
To submit your Consumer Protection reports through E-File, login at PLACE.lllinoisComptroller.gov. Contact
our office if you need assistance logging in with your username or if you need your password reset. Email us at
PLACE@lllinoisComptroller.gov, call our hotline at 877-203-3401, or fax us at 312-814-3464.

Be sure to have the correct license and fiscal year you are filing for selected in the top drop-down menus, then
select the correct reporting period from the left side menu for the consumer protection report you are
submitting.

If the amount of contracts exceeds 25, the excel template must be used. Additional lines will only be added
when the upload of the excel file occurs. Be sure the excel you upload matches the exact cell format and font
of the template and that all added numbers and contract details are correct.

Click “Consumer Protection Reports Submission” on the left-hand side menu above the reporting period
you are submitting. Next, click the “OPEN” button in the center of the page. The pages will update and the
“‘READ ONLY” status will disappear, allowing you to complete the report. You will return to the same
“Consumer Protection Reports Submission” page when it is time to submit your report. Once the

Close/Save button is clicked an additional checkbox will appear, confirm by clicking it and then submit the
report.

w Consumer Protection Reports

w Consumer Protection Reports Submission

» Jan 1 - Jun 30 (Licensee)

w Consumer Protection Reports Submission

» Jul 1 - Dec 31 (Licensee)
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