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Placement Overview
Your job
Your job is not to negotiate the placement.
Your job is to track what happened, collect the proof, do the next approved step, and keep the placement
moving.

The loop you run every time

SEE → ACT → PROVE → ADVANCE

1. SEE — What am I looking at? Which stage is the placement in?
2. ACT — What's missing? Do the next step on the card for that stage.
3. PROVE — Save the document that proves it happened.
4. ADVANCE — Move the stage forward only when the proof is saved.

When a card says 🚨 , you STOP → DOCUMENT → ESCALATE (card 09).

Placement lifecycle

# Stage What happens Card

1 INTAKE Something came in 02

2 TERMS Advance, points, publishing, credit, splits, all confirmed in writing 03

3 CONTRACT Agreement received and checked against the terms 04

4 ARTIST LOD The artist signs the SoundExchange LOD first 06

5 SIGNATURE Only then does the producer sign; then everyone signs 04

6 VENDOR SETUP Label payment paperwork (start early, at TERMS) 05

7 INVOICE Sent after the agreement is fully executed 05

8 PAYMENT Confirmed only by remittance or bank proof 05

9 SOUNDEXCHANGE LOD submitted and confirmed active 06

10 RELEASE Tracked the whole time; checked before release 07

11 RECONCILIATION Amounts received match the agreement 10

12 CLOSEOUT Every box checked, placement CLOSED 10

The rule that changes the order

The artist signs the SoundExchange Letter of Direction BEFORE the producer signs the producer
agreement.



Once the producer signs, the artist side has no reason to hurry on the LOD. So the producer's signature
waits.

Three sentences to remember

A request is not proof. "Sent," "signed," and "OK to pay" are claims. The document is the proof.
Never choose between two versions. If two documents say different things, 🚨  escalate.
Never touch money or signatures. You don't sign, send bank details, or agree to terms.

The cards

# Card Use it when

02 New Placement Intake Something new comes in

03 Deal Terms Checklist Terms arrive or change

04 Contract & Signature Checklist A draft or signature request arrives

05 Invoice & Payment Checklist Vendor forms, invoices, payment

06 LOD / SoundExchange Checklist From contract through SoundExchange confirmation

07 Release Tracking Checklist Any time a release date is known

08 Follow-Up Templates Anyone owes you something

09 Common Problems & Escalations Anything feels off

10 Placement Closeout Final checks

11 Employee Do / Don't Before your first placement

12 Placement Record Template Every placement

13 Manager/Admin Reference Managers only
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