
KEYMAN PRODUCER PLACEMENT OPERATIONS 07

Release Tracking Checklist
We track the release. We never tell a label whether it can release. Songs often come out before the paperwork is
done. Our job is to spot that early and escalate.

When to check

As soon as a release date is known or changes
Every Monday for any placement with a release date
Every day once release is 10 business days away or less
On release day

Release date

Release date _-_- ☐ announced ☐ actual

Where it came from ______ (save it to 07_Release/ )

Business days away ______

If the release date is unknown: search the artist's socials/DSP pages and ask with Email 05. Record UNKNOWN until
you have proof.

Release-ready check
☐ Terms confirmed (card 03 all 🟢 )
☐ Every producer identified
☐ Publishing confirmed in the executed agreement
☐ Points confirmed in the executed agreement
☐ Samples cleared / confirmed none
☐ Other collaborators identified
☐ Artist LOD + certificate received before the producer signed
☐ Agreement fully executed
☐ Payment confirmed — or invoice + vendor + route done, and the manager has accepted in writing that payment
will follow release
☐ LOD submitted to SoundExchange
☐ Documents saved
☐ No open escalation

Result
All checked → stage = RELEASE READY
Anything unchecked →

BLOCKED — DO NOT MARK RELEASE READY
Missing: ______   Owner: ______
Release: ____-__-__  (__ business days)



More than 10 business days out → keep working the follow-up clocks
10 business days or less → 🚨  Escalate the same day
Already released → mark RELEASED WITH OUTSTANDING ITEMS, list them, keep going

Send the label an "open items" email only if your manager approves it.
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