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Deal Terms Checklist

Use when: terms arrive, or any email changes a number.

Step 1 — Fill in the terms snapshot

Copy the exact sentence for each term into the record, with the email date. Label it TS-1. If terms change later,

make TS-2. Never overwrite TS-1.

Advance Total $, and "all-in" yes/no

Producer split Each producer's share of the advance

Producer points Total points/royalty + each producer's share

Publishing Our producer's % — and does it say each or total?

Credit Exact wording ("Produced by X & Y")

Master rights Who gets rights to the recording, if stated

Exclusivity Any exclusive-use language, if stated

Payment party Who pays (label/company) and who gets paid (producer's company)
Samples Producer's written answer: none, or a list

Other collaborators Producer's written answer: none, or names

What the colors mean
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o Written down and confirmed in writing by every producer Continue
Confirmed
Missing Not stated anywhere yet, or unclear ("25%" without saying Find it: ask using Email 08 (Terms
each/total) Confirmation)
@ conflict Two emails or documents say different things @ Escalate. Do not pick one.

Step 2 — Get confirmations in writing

O Our producer confirmed TS-__ in writing

O Each co-producer's team confirmed the split in writing

O Producer answered: samples? __

O Producer answered: other collaborators? __

"Looks good" on a different email, a call, or an emoji does not count. Ask again, quoting the terms.

@ Escalate immediately if

. any @
e anew producer, writer, or collaborator appears

e asample or interpolation is mentioned



e a co-producer's team won't confirm the split (this once stalled a contract for 63 days)
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Done when

Every row o - stage = CONTRACT — send the contracting info (Email 09) — card 04. Also start vendor setup now
(card 05, Part A).



