KEYMAN PRODUCER PLACEMENT OPERATIONS 04

Contract & Signature Checklist

I KEYMAN RULE: A signature request is not proof of execution.

Part A — Check the agreement (before anyone signs)

Put the agreement next to the confirmed terms (card 03). Check every line matches exactly.

O Correct artist and song

O Correct producer name (spelled right)

0 Correct advance

O Correct royalty / points

O Correct publishing

0 Correct credit

O Correct company name and payment information

O Correct signature blocks (right people, right companies)

O No page or exhibit says "to be provided separately" or is blank
O SoundExchange LOD included, with the correct payee and %
Anything different or missing — @ Escalate. Don't send the producer's signature.

Part B — The LOD comes first

O Artist-signed LOD received

O LOD certificate of completion received and checked (card 06)

Until both boxes are checked, the producer does not sign. Tell the producer and their attorney in writing: "Please
hold signature until the artist's signed LOD and certificate are in." If anyone pushes for the producer to sign first — ¥
Escalate.

Part C — After the LOD is in: signatures

O Producer signed (e-signature with certificate, or scanned ink — not a pasted image)

O The other side confirmed they received the producer's pages (ask after 2 business days; signed pages have gone
missing for weeks)

0 Other producer(s) signed

O Label / artist signed

O Every extra signature page signed (guarantee letters, payment letters, exhibits)

O Fully executed copy received — every signature line signed

O Executed copy uploaded to the placement (03_Agreement/fully-executed/)

What doesn't count

They say What it actually is

"Sending the contract now" Nothing yet
"He signed it" Nothing until the PDF is saved
A copy signed by the producers only Partially executed, not done

"OK to pay" / "we'll circle back with the executed copy" Not fully executed
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* No fully executed copy 10 business days after the producer signed — Email 01 (Executed Agreement)
e Then the standard follow-up clock (card 08)

Done when
Fully executed PDF saved — stage = INVOICE (card 05) and SOUNDEXCHANGE (card 06).



