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1.
Agree order terms on insertion orders to terms entered into MSG advertising system.  (i.e. p/o number, issue date, special position instructions)

2.
Agree frequency on insertion orders to contract frequency analysis reports generated by MSG.

3.
Agree display prices in MSG to display rates cards.

4.
Recalculate agency discounts (i.e. 15%).

5. Recalculate corporate discounts for the Advertiser Savings Program and the Product Continuity Program.  Review discounts given based on corporate spending levels and insertion levels.

6. Verify ads are run in other publications and were entitled to receive network discounts.

7. Review invoices and agree terms to insertion orders/MSG orders.

8.
Review/recalculate short rates/rebates where applicable for frequency changes/revenue adjustments.

9.
For ‘free’ ads – such as make-good ads or good-will ads – determine appropriate internal controls are in place for authorization and approval?  

