PODCAST CHECK LIST

Publishing

Choose a Podcast Host (EG: Buzzprout, Captivate)
Distribution

o List on top directories (Apple, Spotify, Google)
© Alternative more niche directories

Podcast page on company website

Written content

o Podcast descriptions
Show notes

Metadata

Transcription (optional)
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Production

Equipment
o Different budgets and format needs

Format

o Podcast design and length
© Number of speakers
Other reference podcasts
Structure and script for:

® |ntro and outro

= Episode presentation

= Episode

o

(@]

Recording

o Software

o Set up and recording process

© Good recording practices for best sounding results

Visuals
o Artwork design
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Post production

*  Music

* Editing

* Mixing and mastering
* Metadata

Promotion

* Creation of posts
o Audiograms
o Sound bites
© Quotes
* Posting on social media (IG, FB, Twitter)
* Newsletter and email promo to clients
* Advertising
° Blogs
o Qther specialized websites and media



