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Copyright Notice

Copyright © NAMS, Inc. All rights reserved worldwide.

No part of this material may be used, reproduced, distributed, or transmitted in 
any form and by any means whatsoever, including without limitation 
photocopying, recording, or other electronic or mechanical methods or by any 
information storage and retrieval system, without the prior written permission 
from the author, except for brief excerpts in a review.

This material is to provide general information only. Neither the author nor the 
publisher gives any legal or other professional advice. If you need expert advice, 
you should seek advice from the appropriate licensed professional. This material 
does not provide complete information on the subject matter covered. This 
material is not to address specific requirements, either for an individual or an 
organization.

This material is to be used only as a general guide and not a sole source of 
information on the subject matter. While the author has undertaken diligent 
efforts to ensure accuracy, there is no guarantee of accuracy or no errors, 
omissions, or typographical errors. Any slights of people or organizations are 
unintentional.

Any reference to any person or organization, whether living or dead, is purely 
coincidental. The author and publisher shall have no liability or responsibility to 
any person or entity. A result of this disclaims all liability, including without 
limitation, liability for consequential damages regarding any claim, loss, or 
damage that may be incurred or alleged to have committed, directly or indirectly, 
arising out of the information provided in this material.
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Add these tasks in your calendar to make sure you allow time for you to complete 
this Profit Planner.

Week 1

Monday
If you haven’t completed your workbook, do that first.

Brainstorm a list of topics you can talk about. Choose the ones that you are 
passionate about and know so well, you never get tired of talking about.

Determine the following:

 Your main, key message and why you want to focus on this message right 
now.

 Your big WHY message

 What one thing do you want listeners to take away

 What one big benefit your interview will give your host

 What one big benefit giving this interview will do for you

Create your:

 Hook

 Promise

 Takeaway
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Tuesday
Dedicate time today to listen to at least 3-6 podcasts that interest you.

Get the feel for:

 Common elements they include

 The guests and hosts that you enjoy

 Which guests don’t appeal to you, leaving the podcast not know the ‘why’

 Take note of tips or advantages you take away

 Vocal mistakes the guests make, for example vocal quirks, stammering, 
body sounds or other distractions

 Note what you enjoyed about that podcast done by the host and by the 
guest

Wednesday
List at least five podcast you would like to be a guest.  Research your potential 
hosts and begin engaging with them and schedule time on your calendar to 
interact daily.

Ways to engage:

 Follow their Facebook pages

 Follow on Twitter

 Follow on any other social media platform they are active

 Begin reading their blog posts

 Purchase their book or take one of their courses

 Join their list and pay attention to how they communicate to their list

 Begin interacting
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Thursday
Dedicate time today to listen to at least 3-6 podcasts that interest you.

For each host you listen to, take notes:

 What excites the host

 What they say about the listeners and their concerns

 Conversation style

 Repetitive elements in the episodes

 Segues

 Other things that will help you be the perfect guest for them

Friday
Look at social media and blogs for new posts from your potential host. Comment 
and interact on their feeds and posts. Create a database for each host and 
document relevant points.

Include fields for your potential host’s:

 Contact information

 Website URL

 Podcast primary focus

 Podcast time and interval, such as Wednesday at 10am Eastern

 Podcast series name and URL

 Additional notes you took

Review your week and plan next week’s podcast activities and research
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Week 2

Monday
Find a pitching template that you like and download it.

Finalize your research on your top five favored potential host. 

Begin writing custom, personalized pitches to specific hosts, using your template 
as a base. Do not send – yet.

Tuesday
If you don’t have and online calendar, choose and set one up to include 
designated interview time slots.

Wednesday
Decide what extras or gifts you can provide

 Look at what you already have created and can easily repurpose

 Something you can quickly create

 Something of value to your host’s listeners

Determine:

 Will you allow your host to brand the gifts?

 Will the gifts be downloaded directly from you or from your host?

Determine how you will promote your interview. How much time will you 
dedicate to promoting each interview? Determine how you will promote it (email, 
social media, etc.)

Thursday
Finalize your pitches and send them. Do this today – no more procrastinating. Hit 
send or call the potential hosts you know well enough to call.

https://nams.ws/trial
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Research your new batch of potential hosts. Interact with all of them and their 
audience on social media.

Friday
Review your week.

 Did you manage to follow your calendar schedule so far?

 If not, what do you need to do in order to finish or do differently next week.

If you don’t have a recording method, choose one and download and practice. 
Take the time to feel comfortable with using it before your interviews.

Make a few sample clips without thinking about the content. This process for less 
than a minute to test your voice.

 Pretend you are talking to someone you’re comfortable with

 Repeat this process, pretending you are talking to a strange, unknown 
audience

Note the differences, if any, between the two recordings. Did you develop 
stuttering or freeze with the ‘imaginary audience?’

Determine what you need to work on, to improve your sound and vocal fluency.
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Week 3

Monday
If you have decided you need to improve your voice:

 Spend your morning or afternoon reading articles on the topic, watching 
YouTube videos on voice, and practicing exercises you learn

 Sign up for a voice coaching course

Plan and write cue cards for original sound bites you want to create. Record at 
least six sample sound bites.

Check to see if you have any responses from pitch letters you sent out.

Tuesday
Decide where you’re going to store your sound bites: 

 Amazon S3

 Libsyn

 Other

Upload them and test your upload links. Have them at hand, in case a host 
contacts you, especially unexpectedly, by phone!

Your aim is to be as organized and ready-to-go as possible

Wednesday
Review your recording hardware, software, and apps, if you haven’t already done 
this.  Research and purchase whatever you need.

If possible, go to an electronics store that you trust and converse with someone 
knowledgeable in recording. 

Keep it simple. Keep bringing the focus back to your most immediate purpose and 
specific need. Don’t let them get carried away!

https://nams.ws/trial
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Prepare a list of questions you want answered in advance. Use your list! 

 KEEP IT SIMPLE. (That’s worth saying again!)

 Familiarize yourself with your new recording hardware, software, or app.

 Find someone to do a test “interview” with you. PRACTICE.

 Re-do any sound bites you are not happy with and re-upload. Did your new 
equipment make a difference?

Check for pitch responses.

Thursday
 Work on vocal exercises

 Perfect your presentation points

 Updates your podcast notes or database

 Check for pitch responses

 Work on creating more pitches

Friday
Check pitch responses.

 Check your potential hosts’ social media and blog posts. Interact.

 Work on any courses you have undertaken, related to podcasting or 
networking

 Create email templates for a basic promotion series

Review your week. Table anything undone for as early as possible the next week.
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Week 4

Monday
Check your pitch responses. Create or refine more pitches. Send them out.

 Interact with potential hosts and their followers on social media and your 
potential hosts’ blogs

 Refine your topic ideas or create/update resources and bonuses you plan to 
offer

Tuesday
Congratulations! You got a nibble—a potential host is interested!

Do more research on them and solidify your terms and time slot. Work out your 
terms and time slot with them.

Determine:

 The topic they want

 What they need/expects you to do

 Will they provide you with: 

o List of questions she plans to ask you

o An opportunity to promote something of yours

Get to work creating the best interview you can. Define or confirm for this specific 
interview:

 Your big WHY

 Your listener’s big PROBLEM

 Your PROMISE

 Your SOLUTION

 Your BIG TAKEAWAY
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Make a list of questions you’d like to ask your host. Clarify everything that needs 
to be clarified with your host.

Wednesday
Create any specific resources you have promised to create for your host and their 
followers.

Write your promotional material and emails (or outsource it!). Plan for your 
interview.

Thursday
Check for other responses. Start to promote your upcoming interview as arranged 
with your potential host.

If you haven’t already done so, create or update:

 Your Speaker Section on your website

 Your Speaker Sheet

 Proof, double-proof and send your completed Speaker Sheet to your host 
or her assistant

Friday
Review your month of podcast preparations. Schedule and do anything yet 
undone. Update anything that can be updated.

Make a checklist for your upcoming interview that includes:

 Making sure you have a strong internet connection

 Test your equipment in advance

 Closing all unnecessary browser windows and programs

 Turning off notifications for text, email and social networks

 Eliminating noise contamination

 Providing yourself with a glass of (preferably warm) water

 Turning off phones or putting them in airplane mode
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 Kicking pets and kids out and make sure they are taken care of by someone 
else

 Getting your cue cards or notes laid out at hand

 Shutting doors and windows

 SMILING before you start to speak

Make a commitment to do at least two interviews per week
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