Podcast Planning Sheet

PODCAST NAME

HOST NAME/S

DATE

TODAY’S TOPIC
What is your episode about?



WHO IS YOUR AUDIENCE?
Who would enjoy listening to this?


EPISODE TITLE
Create a fun or interesting title.


INTRO PLAN
What will you say at the start?
☐ Introduce yourself
☐ Say the podcast name
☐ Introduce the topic
Notes:


HOOK
What will grab the listener’s attention?
Examples:
· A question
· A bold opinion
· A funny statement
Write yours here:



MAIN TALKING POINTS
Point 1


Point 2


Point 3



FINAL THOUGHTS
What do you want listeners to remember?





OUTRO PLAN
How will you end the episode?
☐ Thank listeners
☐ Mention next episode
☐ Say goodbye clearly
Notes:



RECORDING CHECKLIST
BEFORE RECORDING
☐ Quiet room
☐ Water nearby
☐ Notes ready
☐ Device charged
DURING RECORDING
☐ Speak clearly
☐ Stay on topic
☐ Keep good energy
☐ Don’t rush
AFTER RECORDING
☐ Listen back
☐ Save correctly
☐ Upload file


SELF-REFLECTION
What went well?


What can improve next time?




