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Woods WRX Media Scheduling Policies
            Effective Nov 11, 2025

Purpose: To promote and maintain consistency and efficiency in the scheduling and file submission(s) for the clients of Woods WRX Media podcast segment and special event recording services.  

Procedure: Scheduling and file submission(s) for any recording service provided by Woods WRX Media will be done via contact through phone (text is available) at 916-318-7065 or email at connect@woodswrxmedia.com.  

The following guidelines are to be used when scheduling or submitting a file:

1. Podcast Recording

a. Woods WRX Media current hours of recording availability are weekdays after 7p with 24 hours open availability on both weekend days.  Woods WRX Media will schedule a podcast segment or an event recording for a client when a request is submitted by the client through contact via phone (text is available) at 916-318-7065 or via  email at connect@woodswrxmedia.com.  Any podcast segment or special event recording request scheduled by a client must be scheduled 48 hours prior to the date and time the client would like their podcast segment or special event recorded.  
b. When a client schedules a recording for a podcast segment or special event via phone (text is available) at 916-318-7065 or via email at connect@woodswrxmedia.com, an exact date and an exact time must be provided by the client requesting the service.
c. If a scheduled recording for a podcast segment or special event needs to be cancelled or rescheduled for any reason, a 24-hour notice is required.

2. File Submission

a. When a client schedules a podcast segment or special event to be recorded and would like to have a file played or presented during the recording, that file must be submitted through contact via phone  (text is available) at 916-318-7065 or through email at connect@woodswrxmedia.com and the file must be submitted 48 hours prior to the date and time the client would like their podcast segment or special event recorded.  Any file submitted on the day of podcast segment recording or special event recording will result in a charge of $25.   

             *** This policy may be subject to change or updated as needed ***
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