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EPISODE PLANNING SHEET
Plan one episode with clarity — topic, structure, talking points, and your call to action — before you step in front of a mic.

The best studio sessions start with a clear plan. Use this sheet to lock in your episode topic, map your talking points, and arrive ready to record — not ready to figure it

out. One episode, fully forged.

0 1 E P I S O D E  B A S I C S

W O R K I N G  T I T L E

H O S T  N A M E G U E S T  N A M E  ( I F  A P P L I C A B L E )

E P I S O D E  F O R M AT

Solo / Monologue Interview / Guest

Co-Host Panel / Multiple Guests

C O N T E N T  T Y P E

Expertise Education / How-To

Perspective / Opinion Story / Case Study

O N E  K E Y  TA K E AWAY  F O R  T H E  L I S T E N E R

0 2 O P E N I N G  H O O K  —  E A R N  T H E  F I R S T  6 0  S E C O N D S

O P E N I N G  S TAT E M E N T  O R  Q U E S T I O N  T H AT  P U L L S  T H E  L I S T E N E R  I N

0 3 T A L K I N G  P O I N T S  —  T H E  C O R E  O F  Y O U R  E P I S O D E
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0 4 C L O S E  &  C A L L  T O  A C T I O N

K E Y  TA K E AWAY  /  C L O S I N G  T H O U G H T C A L L  T O  A C T I O N  —  W H AT  D O  Y O U  WA N T  L I S T E N E R S  T O  D O ?

0 5 P R E - S E S S I O N  C H E C K L I S T

This planning sheet completed Guest confirmed + briefed on topic

Studio Prep Form submitted Intro / outro language drafted

Add-ons selected for this session Wardrobe / on-camera branding ready
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Use this page to capture anything that does not fit neatly in the structure — guest research, episode angles to revisit, quotes to reference, or ideas for future episodes

that surface while planning this one.

N O T E S E P I S O D E  N O T E S  &  A D D I T I O N A L  I D E A S

N O T E S

I D E A S F U T U R E  E P I S O D E  I D E A S  —  C A P T U R E  W H I L E  T H E Y  A R E  F R E S H

E P I S O D E  I D E A S

F o r g e  Yo u r  Vo i c e .  B u i l d  A u t h o r i t y.
Podfo rge  S tud ios    ·    110  W Greenv i l l e  S t ree t ,  Anderson ,  SC 29621

Page 2  o f  2


	Episode Planning Sheet

