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Employee Do / Don't
✅  DO

Save the proof before you change any stage
Copy terms word for word into the record, with the date and sender
Write UNKNOWN when no document says it
Keep every version. Make a new file; never overwrite
Open the attachment. Take facts from the document, not from the email describing it
Keep the producer's signature on hold until the artist's LOD + certificate are in
Ask every co-producer to confirm the split in writing
Start vendor paperwork early, at TERMS
Follow the clock: +3 days → follow-up · +3 → final follow-up · +2 → escalate
Reply on the same thread so the history stays together
Update "Next action" and "Due" every time you touch a placement
Review every open placement on Monday
Escalate the same day when a card says 🚨

❌  DON'T

Don't negotiate or suggest terms, even small ones
Don't pick between two conflicting numbers
Don't sign anything for anyone
Don't send or ask for bank details, tax IDs, or ID documents by email (they go on the label's own forms)
Don't change a payment route or accept a new one
Don't release signature pages before the LOD gate is cleared
Don't mark anything done because someone said so ("sent," "signed," "OK to pay")
Don't tell a label whether it can release a song
Don't give legal, tax, or accounting opinions. "I'll check with my manager" is always a good answer
Don't send a third follow-up. Escalate instead
Don't share placement records or contacts outside Vox Nova, the producer, and the producer's attorney
Don't "fix" a document yourself (spelling, payee, amounts). Ask the sender to correct it

When in doubt

STOP → DOCUMENT → ESCALATE
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