
KEYMAN PRODUCER PLACEMENT OPERATIONS 08

Follow-Up Templates
How to use: replace every [bracket] with facts from the placement record. If a fact isn't in the record, don't guess.
Leave it out or ask for it. Reply on the same email thread whenever you can. Sign every email:

[Your name] Vox Nova Publishing, LLC

The follow-up clock (every request)

Day Action

Request sent Log it on the record

+3 business days, no reply Follow-up #1: same template, same thread

+3 business days after #1 Email 06 — Final Follow-Up (copy the producer's attorney)

+2 business days after #2 🚨  Escalate. Never send a third follow-up yourself.

Email 01 — Missing Contract
Subject: [Artist] — [Song] — Executed Agreement
Hi [Name],
[Producer]'s signed pages went over on [date]. Could you send the fully executed agreement, with all signatures,
once it's countersigned?
Thanks,

Email 02 — Payment Follow-Up
Subject: [Artist] — [Song] — Payment Status
Hi [Name],
Following up on invoice [#] for [amount], sent [date][, which you'd expected to pay by [date]]. Can you confirm
whether it's been paid and send the remittance advice with the payment date and amount?
Thanks,

Email 03 — LOD Request
Subject: [Artist] — [Song] — SoundExchange / LOD
Hi [Name],
Per the producer agreement for "[Song]," please prepare the artist's SoundExchange Letter of Direction in favor of
[payee company] at [% from agreement] and send it to [Artist legal name] for e-signature.
Once it's completed, please send us the signed LOD and the e-signature certificate of completion. [Producer] will sign
the producer agreement once both are received. Please also let us know who will submit it to SoundExchange.
Thanks,
Correction version: "We reviewed the signed LOD. One item needs correcting: [exact item]. Could you send a
corrected LOD for signature? [Producer]'s signature stays on hold until it's received."



Email 04 — Missing Signature
Subject: [Artist] — [Song] — Signature Needed
Hi [Name],
The agreement for "[Song]" is still missing [whose] signature on [page / exhibit]. Could you let us know when we can
expect it?
Thanks,
(For the other side's signatures only. Never use this to ask our producer to sign before the LOD is in.)

Email 05 — Release Confirmation
Subject: [Artist] — [Song] — Release Confirmation
Hi [Name],
Can you confirm the release date for "[Song]" and the ISRC, if it's been assigned?
Thanks,

Email 06 — Final Follow-Up
Subject: Follow-Up — [Artist] — [Song]
Hi [Name],
Following up again on the note below. We still need: - [item]
Copying [Producer's attorney] for visibility.
Thanks,

Email 07 — Paperwork Request (unpapered placement)
Subject: [Artist] — [Song] — Paperwork
Hi [Name],
Thanks for sending "[Song]." Before anything moves forward on [Producer]'s production, can you tell us: is it being
released and through which label; who's handling the producer paperwork; and the proposed terms?
Thanks,

Email 08 — Terms Confirmation
Subject: [Artist] — [Song] — Please Confirm Terms
Hi [Name],
Here are the terms for "[Song]" as we have them from [sender] on [date]. Please confirm each line, or tell us what's
different: - Advance: [amount] [all-in?], split [split] - Points: [total], split [split] - Publishing: [share] ([each / total]) -
Credit: "[credit]"
Also: were any samples or interpolations used, and did anyone else work on the production or writing?
Thanks,

Email 09 — Contracting Info (to the label)
Subject: [Artist] — [Song] — Producer Contracting Info
Hi [Name],
Contracting info for [Producer] on "[Song]": - Producer: [legal name] p/k/a [name] - Company: [company], [state] —
signer: [name, title] - Notice: [address / email] — Counsel: [attorney] - PRO / IPI: [PRO / IPI] — Publishing designee:
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[publisher] - Advance payee: [company] — SoundExchange LOD payee: [company]
Please send the artist's SoundExchange LOD along with the draft. [Producer] will sign once the artist-signed LOD and
certificate are received. Please also send the vendor forms for [payee company].
Thanks,

Email 10 — Vendor Setup
Subject: [Artist] — [Song] — Vendor Setup for [Payee Company]
Hi [Name],
To avoid delays at payment, can you send the current vendor/payee forms you need for [payee company]? We'll get
them completed and returned.
Thanks,
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