
KEYMAN PRODUCER PLACEMENT OPERATIONS 02

New Placement Intake
Use when: an email, text, file, or message says a producer's beat is being used, or a label/attorney asks about a
producer.
Do it: the same business day it arrives.

Step 1 — Check it isn't already in the system
Search the placement tracker for the artist, song, and any other spelling of the title ("Luv U" / "Love You").

Found → add this email to that placement. Don't create a second one.
Watch for same title, different song. Check the artist and date.

Step 2 — Create the placement
Placement ID: KM-YYYY-NNNN (year + next number, e.g. KM-2026-0014)

Artist

Field Enter

Artist name

Song

Project album / EP / single / UNKNOWN

Label

Manager

A&R

Producer(s) every producer named

Placement

Field Enter

Placement date date of first evidence

How it started who sent what (label email, attorney, artist, audio file…)

Current stage INTAKE

Owner you

Priority 🔴  release date known / 🟡  terms in hand / 🟢  early

Evidence (save at least one)
☐ Email ☐ Text ☐ Contract ☐ Beat/stem delivery ☐ Deal memo ☐ Other: ______
Save it to the placement folder: 99_Correspondence/YYYY-MM-DD_<subject>.pdf

Step 3 — Are there terms in writing?



What you have Stage Next action

Advance / points / publishing written in an
email or document

TERMS Card 03

Only an audio file, a title, or "we're using the
beat"

INTAKE —
UNPAPERED

Send Email 07 (Paperwork Request) from card 08.
Recheck weekly.

UNPAPERED means we don't assume a deal exists. Fill in "What should be verified next" on the record.

Done when
☐ Placement ID created ☐ All known fields filled (UNKNOWN for the rest) ☐ Evidence saved ☐ Next action + due
date set
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