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Manager / Admin Reference
For managers only. The employee cards (01–12) are short on purpose. The full rules, evidence standards, and
reasoning live in the master SOP: Vox Nova Producer Placement Operations SOP v1.0 (52 pp). If a card and the SOP
ever disagree, the SOP wins. Fix the card.

Settings

Setting Value

Escalation owner ____

Backup ____

Placement folder location ____

Follow-up clock +3 BD → #1 · +3 BD → final · +2 BD → escalate

Release escalation ≤10 BD with any release-check item open

Payment check 10 BD after the invoice is acknowledged, or the promised date

Fully executed copy check 10 BD after the producer signs

SoundExchange active check every 10 BD; escalate after 3

Weekly review Monday

Employee stages ↔ master SOP statuses

Card stage SOP status

INTAKE / UNPAPERED P0 NEW / P0-U UNPAPERED

TERMS P1 TERMS REVIEW → P2 TERMS CONFIRMED

CONTRACT P3 CONTRACTING → P4 EXECUTION VERSION RECEIVED

ARTIST LOD P5 LOD GATE — HOLD → P6 LOD RECEIVED

SIGNATURE P7 PRODUCER SIGNED → P8 FULLY EXECUTED

VENDOR SETUP / INVOICE / PAYMENT Payment Track (vendor → route → invoiced → promised → paid-confirmed)

SOUNDEXCHANGE SX Track (submitted → active-confirmed)

RELEASE P9 RELEASE READY / RELEASED WITH OUTSTANDING ITEMS

RECONCILIATION + CLOSEOUT P10 COMPLETE

Decisions only a manager makes

Decision Where it comes up

Accept any difference between the agreement and the confirmed terms Card 04 Part A

Set "LOD not required" (with the reason written down) Card 06

Approve invoicing before full execution Card 05



Decision Where it comes up

Accept "payment will follow release" for the release check Card 07

Approve an "open items" email to a label before release Card 07

Mark any release-check item N/A Card 07

Close a placement as NOT PLACED Card 02

Every 🚨  on card 09 Card 09

Anything that needs a legal, tax, or accounting judgment goes to the producer's attorney or accountant. These cards
are operations controls, not legal advice.

Escalation priority

Priority Situations Respond

Urgent Producer asked to sign before LOD · release ≤10 BD with items open · second payment route ·
anyone asks staff to sign, give bank details, or take funds

Same business
day

High Term conflicts · new collaborator · sample · agreement ≠ terms · amount mismatch · LOD
problems · disputes

≤2 BD

Normal Identity/entity questions · splits don't add up · no reply after final follow-up · misspellings ≤2 BD

Weekly manager review (Monday)
☐ Every open placement has a next action + due date + owner
☐ No request is past its escalation day without an escalation
☐ Every release ≤10 BD shows READY or an escalation
☐ No placement shows "paid" without proof in 06_Payment/
☐ No producer signed before the artist's LOD (check dates on the record)
☐ Spot-check one closed placement with the six-month test (card 10)

Later (not built yet)
Placement economics. Once enough placements are closed with confirmed payments, the payment records can
feed a placement P&L (revenue → advance → admin/commission → producer share → expenses → net). Payment
tracking comes first. Don't build the P&L before the data exists.
Keyman app module. These cards become screens: a home work queue (🔴  needs action / 🟡  waiting / 🟢  moving)
and a placement cockpit (stage, next action, deal snapshot, progress, evidence, and actions: Send Follow-Up ·
Request LOD · Upload Evidence · Add Note · Escalate).
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