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1	Introduction


Independent Talent Group is a theatrical and literary agency representing actors, writers, directors, producers and their production companies, presenters, below–the-line talent, casting directors, voiceover, comedians, voiceover artists and others involved in all aspects of the media business. 







































2	BUSINESS PROCESS OVERVIEW



This business process document is designed to details the variety of process required from signing a client, through to payment allocation. 

Historically written documentation of the business processes has not existed. This has lead to issues when training new members of staff that in turn has lead to errors in bookings, invoices and therefore payments.

It is felt that going forward maintaining a physical record will have many benefits for the company. 

Each section of the Business Process is the responsibility or one or more employee of the company.  For this reason, each process will identify the key personnel involved at each stage. For clarity, individuals involved in this process are listed by job title rather than name, and they are:

· Agents
· Assistants	
· Accounts Personnnel



























3.	WORK FLOW
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4. SIGNING THE CLIENT 

	Key Personnel
	Agent / Assistant




	Process ID
	SC001

	Version
	1

	Process Name
	Client Signing Procedure

	Author
	Karen Hurley

	Created On
	1/10/15

	Description
	The client signing procedure describes the steps that should be taken upon signing a client

	Goal
	Correctly collate and enter in client information in order to correctly book and invoice for client work



Once a client has agreed to be represented by Independent, (this may be verbally or in writing) there are a number of steps which should be undertaken immediately:

1. Terms of Business should be issued to the client for signature. This should be untaken as soon as possible. (A copy of the current terms of business is attached see appendix A).

2. Upon receipt of the signed Terms of Business the clients details are then entered onto the systems, into the client file.

The following fields are included in the client file:

· Name of the client
· Trading Entity / Entities
· NI Number
· NI Exemption date
· UK VAT Registration number, and effective date 
· European VAT Number if client is registered in any applicable country (a list of which is attached in the appendix)
· Accountants Details – Company Name, Address, Contract Telephone Number, Email
· Manager Details - Company Name, Address, Contract Telephone Number, Email
· Details of any other person who may be looking after the clients affairs
· Tax Office Address
· Self Assessment Number
· If trading as a loan out entity then any relevant company details to include – Certificate of Incorporation, Company Name, Registered Address…****??
· Details of any membership numbers and dates of joining (a list of various membership groups is attached in the appendix)
· Address details for where any statements need to be sent
· Bank details for where any payment are to be sent 

3. In addition to issuing the Terms of Business, if the client has previously been represented at another agency, you will need to obtain a Letter of Protection from the former agent. This letter provides details of any deals undertaken with the previous agent where commission may become due (see appendix)

4. You will also need to obtain a copy of their passport and 2 utility bills as proof of their address. ???



5. JOB LOG / PROVISIONAL BOOKING / CONTRACT TRACKING

	Key Personnel
	Agent / Assistant




	Process ID
	JL002

	Version
	1

	Process Name
	Provisional Booking / Contract Tracking

	Author
	Karen Hurley

	Created On
	1/10/15

	Description
	Logging of provisional details on bookings secured for the client.  

	Goal
	To create a log to enter as much initial data as possible. Often payments or documents are issued before the contract has been finalised. The job log allows for easier tracking of any paperwork received or awaiting signature



As soon as a job has been secured for a client, the job should be logged by either the agent or assistant into the Job Log / Contract Tracking file. This ensures the contract does not get overlooked and that the various stages of signature are met to ensure that there are no delays in paying the client. 


Example Job Log / Contract Tracking

	Client Name
	Company Name
	Provisional Dates
	Deal Memo 
Received
	Contract Sent
Status
	Contract Received Status

	Alan Rickman
	RSC
	February 2016
	Yes
	Sent
	Awaiting

	
	
	
	
	
	











6. BOOKINGS

	Key Personnel
	Agent / Assistant




	Process ID
	BK003

	Version
	1

	Process Name
	Bookings

	Author
	Karen Hurley

	Created On
	1/10/15

	Description
	Logging of provisional details on bookings secured for the client.  

	Goal
	To capture the terms of the deal in order to make payments.
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