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Guest Intake Process 
· Scheduling system (link)
Form for guest submissions

Form Title: Podcast Guest Submission

Questions:
1. Your Name (short answer)

2. Email Address (short answer)

3. Phone Number (short answer)

4. Proposed Topic/Episode Theme (paragraph)

5. Why do you want to be on the OCS podcast? (paragraph)

6. What message do you want to share with military families? (paragraph)

7. What will you "plug" during the episode? (e.g., book, website, organization) (short answer)

8. Length of plug needed (multiple choice: 1 minute / 2 minutes / 3+ minutes)

9. Any topics you prefer NOT to discuss? (paragraph)

10. Best days/times for recording (checkboxes: weekday mornings / weekday afternoons / weekday evenings / weekends)

11. Do you have reliable internet and a quiet recording space? (yes/no)
APPROVAL CRITERIA

· Guest is APPROVED if:
· ✅ Topic aligns with OCS mission (supporting military families)

· ✅ Guest has relevant expertise or lived experience

· ✅ Message is non-partisan and inclusive

· ✅ Guest agrees to 2-minute plug limit

· ✅ No obvious red flags (check their social media/website for values alignment)

Guest is DECLINED if:
· ❌ Topic is off-mission or promotional only

· ❌ Guest's public positions contradict OCS values

· ❌ Requesting excessive "plug" time (entire episode as ad)

· ❌ Poor tech setup (can't be heard clearly)

Decision-maker: Hilari Luck hluck@ocsusa.org 
Episode Prep Checklist
PRE-INTERVIEW FORM (email template)
Send to approved guests 1 week before recording
Subject: Your OCS Podcast Episode - Quick Prep

Hi [Name],

Thanks for joining us on the OCS podcast! To make our recording smooth, please answer these quick questions:

1. How do you pronounce your name? (phonetic spelling if needed)

2. Your title/credentials for intro: (example: "Author of [Book]" or "Military spouse and advocate")

3. Your 2-minute plug: What specifically do you want to mention? (website URL, book title, organization name)

4. 3 talking points you want to cover:

5. Anything you DON'T want to discuss? (topics to avoid)

6. Recording tech check: Do you have headphones/earbuds? (yes/no)

Recording details:
· Date/Time: [Insert]

· Platform: [Zoom/Riverside/etc.]

· Length: 30-45 minutes

· Link: [Insert]

See you soon!


TECH CHECK REQUIREMENTS

Minimum requirements for guests:
· Audio: Headphones or earbuds (prevents echo)

· Internet: Stable connection, hardwired preferred

· Location: Quiet space with minimal background noise

· Backup plan: Phone number in case connection drops

Host/moderator checks before recording:
· Test audio levels (can you hear them clearly?)

· Check video framing (if recording video)

· Confirm recording is active before starting

· Have guest do a 10-second test sentence

RELEASE FORM LANGUAGE

Simple version to include in confirmation email:
Podcast Release Agreement
By participating in the Our Community Salutes podcast, I agree to the following:

· OCS may record, edit, and publish this episode across all platforms (website, social media, podcast apps)

· I grant OCS permission to use my name, voice, likeness, and story

· I will not make defamatory, discriminatory, or partisan political statements

· I understand my "plug" will be limited to 2 minutes

· I will not hold OCS liable for how the episode is edited or distributed

By joining the recording, you acknowledge acceptance of these terms.


MODERATOR SCRIPT SNIPPETS

OPENING (set expectations): "Welcome! Before we start, a quick reminder: we'll keep your plug to about 2 minutes near the end so we have plenty of time for your story. Sound good?"

WHEN SOMEONE GOES LONG ON THEIR PLUG: "That's great—let's bookmark that and circle back after we hear more about [topic]. I want to make sure we get your full story."

WHEN SOMEONE DERAILS INTO OFF-TOPIC: "I love that energy—let's hold that thought and make sure we cover [original topic] first so listeners get the full picture."

WHEN SOMEONE GETS TOO PARTISAN/POLITICAL: "I appreciate your passion. OCS serves families across the political spectrum, so let's focus on [the universal aspect of what they said]."

GENTLE TIME CHECK: "We're about halfway through—let's make sure we hit [key talking point] before we wrap."
HOLDING PHRASES (For Moderator)

Use these to redirect without shutting someone down:

1. "Let's bookmark that..."
2. "I want to circle back to..."
3. "Hold that thought—first let me ask..."
4. "That's fascinating, and before we go further..."
5. "Great question for another episode—for today, let's focus on..."
Post-Production Workflow
· Who edits: 

· Who schedules publication:

· Who promotes and how:

· Archive/categorization system:
Special Cases
“Daughter in Love” holiday content: 

pre-recorded in batches

Recurring guests: 

standing scheduling link, quarterly check-ins 

