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List your active platforms and set a realistic posting frequency for each

Choose three to five content themes that reflect what you want to

communicate

Set up a spreadsheet with columns for date, platform, theme, format,

caption, and status

Mark fixed dates — launches, events, and awareness moments — in the

calendar first

Assign a theme to each remaining slot using a simple rotation

Add a rough caption note to every slot before the week begins

Set creation deadlines for any post that needs design, filming, or

approval

Run a short weekly review to shift outdated slots and check the next

fortnight is ready

Review monthly which themes and formats performed well and adjust

your rotation accordingly
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