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Invoice & Payment Checklist
Our job is to track payment. The money goes to the producer's company. Vox Nova never receives, holds, or
redirects it.

Payment status

NOT INVOICED ──── vendor setup in progress
      ↓
INVOICE READY ─── vendor setup confirmed + ONE payment route + agreement fully executed
      ↓
INVOICE SENT ──── invoice sent and the label confirmed they received it
      ↓
PAYMENT PENDING ─ "OK to pay" / PO issued / "should land by…"   ← NOT paid
      ↓
PAYMENT CONFIRMED  remittance or bank record: amount + payer + date
      ↓
RECONCILED ────── amount = invoice = agreement; saved in the folder

Part A — Vendor setup (start at TERMS)
☐ Asked the label which vendor/payee forms they need (Email 10)
☐ Got the forms from the label this time (old versions get rejected)
☐ Producer completed and signed them (e-signature or ink — no pasted images)
☐ Tax form is current and in the payee company's exact name
☐ Label confirmed in writing that the vendor record is approved
"Looks good to submit" = still in progress.

Part B — One payment route
☐ Payee company on the invoice = payee in the agreement = vendor record
☐ Only one way this money is being paid
☐ Label confirmed the route in writing
A second payment letter, a new bank form, or a third party asking to be paid → 🚨  Escalate.

Part C — Invoice & payment card (one per payment)

What it's for ☐ Producer advance ☐ Legal fee ☐ Other

Amount $______ (from the fully executed agreement)

Payer ______

Payee company ______

Invoice # ______

PO # ______

Date sent ______

Label confirmed receipt ______



Expected payment ______

Payment evidence ______

NEXT ACTION ______

Clocks

Invoice sent, no receipt confirmation → standard clock (card 08)
No payment 10 business days after receipt was confirmed, or on the promised date → Email 02 (Payment Status)
Co-producer got paid and ours didn't → Email 02 the same day

Does NOT count as paid
"OK to pay" · PO issued · "should land Wednesday" · ACH notice with no amount · invoice sent · co-producer paid

🚨  Escalate if
amount received ≠ invoice · payer unclear · two payment routes · anyone asks you for bank details
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