Idea Capture System
How to use this guide
This is a practical Bandmate Academy guide for Idea Capture System. Read it with your band, customize fill-in moments, and treat the DOCX as the working copy you mark up together.
System for capturing and organizing song ideas. Work sections in order, write answers for your lineup, and leave with owners and dates.
Suggested workflow: (1) skim alone, (2) fill in a 30–45 minute band meeting, (3) store next to calendar and money rules, (4) revisit after lineup or goal changes.
Ideas die in voice memos and chats nobody searches. One inbox beats five forgotten threads.
One place to capture
Use a shared doc or board with tags for song, show, merch, and ops. Multiple inboxes equal lost ideas and repeated arguments about “I sent that.” — namely, use a shared doc or board with tags for song, show, merch, and ops. Multiple inboxes equal lost ideas and repeated arguments about “I sent that.”.
Everyone can add. Fewer people can greenlight spends or setlist changes—say so; namely everyone can add. Fewer people can greenlight spends or setlist changes—say so.; hence everyone can add. Fewer people can greenlight spends or setlist changes—say so.; thus everyone can add. Fewer people can greenlight spends or setlist changes—say so.
Triage on a schedule
Capture continuously so ideas do not vanish after a good hang, but decide on a weekly triage so the inbox does not become a graveyard of almost-songs. Continuous deciding is exhausting; continuous capturing without triage is digital clutter with emotional attachment that blocks new work.
Block thirty minutes each week to sort captures into ship-this-quarter, experiment-later, and archive without shame or drama. Triage protects creative energy by making room for the few ideas that actually serve the current goal and shared calendar.
Connect ideas to goals
Ideas that never map to quarterly goals stay hobbies; That can be fine—just name it so they do not crowd the critical path — namely, ideas that never map to quarterly goals stay hobbies. That can be fine—just name it so they do not crowd the critical path.
That can be fine—just name it so they do not crowd the critical path. Ideas that never map to quarterly goals stay hobbies — next, that can be fine—just name it so they do not crowd the critical path. Ideas that never map to quarterly goals stay hobbies.
Fill-in: Idea inbox rules
Where: ________
Triage day: ________
Who greenlights: ________
Putting it into practice
Create one idea inbox and triage it once this week.
Reopen this filled guide after lineup changes and before busy seasons. Keep profiles current so opportunities can convert, and use the directory when the next step is finding people.
A thirty-day implementation sprint
Week one: read alone and mark real disagreements. Week two: 45-minute meeting—fill blanks, assign owners. Week three: use the rules on real rehearsals or outreach. Week four: amend one page and set the next quarterly revisit.
FAQ
Where should ideas live?
One shared inbox (doc, board, or drive folder) with tags: song, show, merch, ops. Multiple inboxes equal lost ideas.
How fast should we triage ideas?
Weekly ten-minute review. Capture continuously; decide on a schedule.
Who can add ideas?
Everyone. Who can greenlight spends or setlist changes is narrower—say so.
How do we kill ideas kindly?
Mark “not now” with a reason and date. Infinite maybe lists demoralize.
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