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Every day someone tells me they want to start their podcast. They ask if they are
late to the party. My answer? Absolutely nof!

Podcasting is growing and it's one of the best ways to connect with your target
audience.

The most common reason for not getting started. “| don't know where to begin.”

| was in that place a few years ago and | postponed for so long my mastermind
group threatened to kick me out if | didn't go public with my recorded content.

| don't think they would have, but it was moftivating. Plus, they were right. | had to
stop planning and get it done! | researched and googled and manage to get all the
parfs completed and hit the publish button.

You can podcast too. It's not too late, and with the addition of cool new resources,
that weren't around when | began, it's easier than ever.

The SoundAdvice Team has figured out the easiest, fastest and most effective way
to get your podcast from the planned to published.

Use this guide to prepare and publish your podcast. Everything you need is here.
Once you're live, email us af podcast@soundadvicestrategies.com and let us know.
We'd love to check it out.

Have a question or need help? We're here for that too!

© SoundAdvice Sales Strategies soundadvicestrategies.com



mailto:podcast%40soundadvicestrategies.com?subject=
https://www.soundadvicestrategies.com/

Podcast Start-Up
Checklist

PLANNING AND STRATEGY . .. e e e ettt e e 05
Identify Your Target AUdIENCE . .. .. 06
Create a Compelling Podcast Name .. ... ... 08
Identify Your Keywords and Phrases. ... ... . 09
Write a Compelling Podcast Description. ... 1
Create Your Cover Image . ..o 12
Design Templates for Podcast Images and Headers .................. ... ... . ... .. ... 13
Purchase Domain URL . ... 14
SETUPANDRECORDING . . ... e ettt 15
Select Equipment SetUp . 16
Test and Select Recording Software. .. ... . o 19
SetUp Storage for Your Files . 2
Select Music Track(s) for Your Infro/Outroand Transitions ......................... .. 22
Invite and Schedule GUESTS. ..o 23
Plan Episode One . 24
Send Guest an Email with Day of Recording Info. ... .. o o o 26
Create a List of Questions and Show Segments ... ... o oo 27
RECORD AUDIO ..o e e e et e e e e ettt 28
Write and Record Ad Copy and/or ContentUpgrade. ... ... 0 .. 29
Write and Record Evergreen Introand Oufro ... 30
Edit Musicwith Infro/Outro ... 31
Record Episode One and/or Batch Record Episode 1-3 .............. ... . ... .. ... .. .. 32
POST PRODUCTION .. e e e et e e ettt e 34
Episode Title Summary/Notes and Transcription .................... . .. . .. .. ........ 35
Edit Episode One with Intro/Outro . ... 36



DISTRIBUTION AND PROMOTION . ... e 37
Set Up a Libsyn HOSHING ACCOUNT . 38
Upload and Schedule Episode One. ... . o 40
SUDMITRSS Feed o 471
Send Email to Your Guest with Show Link and Images for Social Media. ............. .. 42
Set Up Social Media for Your Podcast ... .. o 43
Create a Podcast Page onYourWebsite ... 0 44
Promote Promote Promofe. ... 45
ASK TOr REVIEWS . . oo 46



PLANNING &
STRATEGY




Identify Your Target
Audience

This is the MOST important step.

Using your podcast as part of your business marketing strategy, you likely have several
types or categories of customers.

To leverage your podcast Info new business revenue, if's key fo know fthree things.

Who are you serving?
What issues and concerns does your podcast help to solve?
How do you specifically help your clients solve that problem?

Once you've identified your target audience, everything else will focus on adding value.
Podcasting educates, informs, and entertains your audience. | like fo think of it as a
conversation as well.

Yes, you'll be providing the content and they'll be tuning in and that's step one. But the
best podcasters also listen to their audience. They answer questions, provide resources,
and make real connections.

Bonus: You'll be recognized as a leader in your industry.

Podcasting is an effective lead-generation strategy when you build your podcast around
solutions that help your audience.

If you are in the B2B space, one of the best ways to connect with potential clients is to
invite them fo be your podcast guest. This is a great way to establish a relationship, and it
allows you fo feature their expertise. You get to put them in the spotlight and help them
connect with others. It's a great step in building a sincere partnership.



Your most desired clients should be listening to your show.

Branding your podcast fo speak directly to their needs is step one. Creating content that
provides value is step fwo.

Making it easy for them to connect with you beyond the podcast is step three.

N >\ >\
Record Provide Value Build Trustand  Gain New Client
Relevant to Your Core Connection Opportunity
Content Audience



Create a Compelling
Podcast Name

Your podcast name should give your audience an idea of the type of content you’ll be
sharing. The name is searchable, so start by thinking of key words and phrases that
will resonate when your audience is searching for resources.

What search terms are used to find your company/products and services?
What are you best known for?

Ask your clients and pay special atfention to the words and phrases they use fo
describe what working with you is like for them.

Here are a few other ideas that we've used successfully.

e Use the industry name and title of your most desired customer
The Front Row Podcast for Entrepreneurs
Women in Wealth Management

e Useanindustry specific how-to
Building Great Teams in Healthcare
Partners in Renewable Energy

o Combine how to + what you do for your clients
The Uncluftered Office Podcast
Creating Workplace Programs for Moms

Use primary keywords and phrases. If you are well-known in your industry, it can be
helpful fo use your name as well.

Example: Spin Sucks with Gini Dietrich

Lead to Win with Michael Hyatt and Megan Hyatt Miller

You want your target audience to know this is about them. That’s what your title will
do.
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https://podcasts.apple.com/us/podcast/the-spin-sucks-podcast-with-gini-dietrich/id1356305060
https://podcasts.apple.com/us/podcast/lead-to-win/id1294885433

Identify Your Keywords
and Phrases

Podcasts are indexed and searchable. It’s a huge benefit because it will make it
easier for your target audience to find you.

Below is a screen capture for search results “women and ADHD"
The first few results are the usual links. Below that are the podcast results.

Notice that three audio files show up! Listeners can click and listen from the search results
page.

ADHD for Smart Ass Women with Tracy Otsuka | Listen via Stitche...
https://www.stitcher.com/podcast/.../adhd-for-smart-ass-women-with-tracy-... =
ADHD for Smart Ass Women with Tracy Otsuka. Listen via Stitcher for Podcasts.

You've visited this page 2 times. Last visit: 4/29/19

ADHD for Smart Ass Women with Tracy Otsuka on Apple Podcasts
https://podcasts.apple.com/.../podcast/adhd-for-smart...women.../id144367... =

% % v % % Rating: 5- 84 votes

ADHD for Smart Ass Women with Tracy Otsuka Tracy Otsuka. This podeast is for smart. high-
ability ADD/ADHD (diagnosed or suspecting) women who see their symptoms as more positive
than negative. I'm Tracy Otsuka your host and I'm committed to changing the conversation
around ADHD.

Podcast - ADHD for Smart Ass Women - Tracy Otsuka

https:/www tracyotsuka.com/podcast =

This podcast is for smart, high-ability ADD/ADHD (diagnosed or suspecting) women who see
their sympltoms as more positive than negative, and in fact ..

You've visited this page 2 times. Last visit: 3/319

Podcasts
s ADHD for Smart A #RealWomenGoli_. Smart Women Talk Radio
 Mov 19, 2018 Feb 16, 2019 Api 2, 2013
Tracy Otsuka Shares her From Fear to Fun with Dr. Alicia Maher, author of %
ADHD Story and her ADH Tracy Otsuka the self-help guide for...
{® 28m (& 19m (&) 56m



Key search ferms help your audience find you. If you've optimized your website for SEO,
then it's likely that similar ferms will work for the podcast as well.

If SEO is new fo you, here are a few fools that can help. You can start with the free
resources and if you need to get more in depth, you can upgrade fo the paid versions.

If you are new and don't have much search history fo work with, several of these tools
allow you fo put in a competitor's name and they will provide you with the competitors
keywords and rankings.

Google Keyword Planner

Ubersuggest

Wordtracker

SEMRush

For podcast purposes, the top 20 or so results will be helpful. You'll want fo work those
info your podcast description (that's next) and info episode tfitles and descriptions as well.

0 i


https://ads.google.com/intl/en_us/getstarted/
https://app.neilpatel.com/en/ubersuggest/
https://www.wordtracker.com/
https://www.semrush.com/

Write a Compelling
Podcast Description

This is where you'll use your list of keywords and phrases.

Most podcast apps allow any length description. The first couple of sentences are what
will show up in a search.

Make them count!
Grab your audience by offering a killer description using your keywords and phrases.

Here's an example that does a good job using keywords in a compelling way. It's clear
who she's falking to, and what you can expect from the podcast.

Space for Magic Podcast Show Description:

Spiritual, emotional and financial abundance for
the woman who is ready to create space for magic ' D

in life and business. Host Patty Lennon, a former ‘Unu S‘A([(m
type A Corporate Banker furned intuitive coach S
and speaker, is breaking the mold for personal
development podcasts using a blend of common
sense, brain science, and a dash of magic. —— PODCAST

with Eq-[iiq \osmon

Format Examples:

1. Guest Name and Host Name talk about
keyword, keyword and keyword...
Ruth King: Transforming Racism from the inside out

2. Hot topic or industry name + your relevant
take

Building Mental Toughness for the New Season

with Coach Rebecca Smith



https://www.goodlifeproject.com/podcast/ruth-king/
https://performhappy.libsyn.com/building-mental-toughness-for-the-new-season-with-coach-rebecca-smith
https://performhappy.libsyn.com/building-mental-toughness-for-the-new-season-with-coach-rebecca-smith

Create Your Cover
Image

Your cover image sets the tone for your podcast, especially for those who don’t
know you. It’s a first impression and it matters.

When you extend an invitation to a guest, they'll check out your podcast and the cover
Image Is going fo be a big part of the criteria for them. Does it look like their kind of
podcast?

I should be original and created to appeal fo your farget audience. Remember, your
podcast is about them!

AFFORDABLE e/ e
INTERIOR [l {Belier
DESIGN

with Kate Hanley

Because the image becomes part of your show's RSS feed, there are required dimensions
and file criteria.

Podcast image.

Cover art must be in the JPEG or PNG file formats and in the RGB color space with a
minimum size of 1400 x 1400 pixels and a maximum size of 3000 x 3000 pixels.

Lastly, remember that most people will see this image on their phone in a thumbnail size.
Make sure it's easy to read and recognize in the app icon format.

TIP: If you use Libsyn as your host, we've found that the 1400 x 1400 size works

best. )
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https://www.affordableinteriordesign.com/podcast
https://katehanley.com/podcast/
https://www.tracyotsuka.com/podcast

Design Templates for
Podcast Images and
Headers

While you are in design mode, this is a good time
to create episode specific templates forimages to
promote your podcast.

You'll use this on your website and social media #SURRRFORY SIRLEMONADE
accounts to promote this show specifically.

It's a good idea fo create a template for pull quotes The Rock Star
and Following
Your Dream

(short quotes you'll “pull” from your podcast to use
In markefing materials) as well. You can use these fo
highlight guest quotes or your own insighfts.

You'll also want to use these to support content that
complements your podcast episode. Repurpose this

content in written form on your website, Medium, or THELONG OAME
LinkedIn. It's an easy way to reach more of your farget
audience. heides

story.
[PODCAST]

Inferesting graphics will make your article scroll-worthy
and keep your readers engaged o the end.

We recommend these basics for your femplate:

Podcast URL

Episode Number

Guest Name

Show logo or element from show cover image
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Purchase Domain
URL

It’s worth purchasing a domain URL even if you podcast is going to live on your
existing website. It can re-direct to your podcast page.

If the URL isn't available, try adding “show" or "podcast” to the name or a qualifier like The
or An.,

Example: thelonggamepodcast.net goes

to a page on the main sife sandrasky.com/ @ GoDaddy.

podcast

| purchase domains at GoDaddy or Host

Gator, but there are lots of providers. E H@StGat@r
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https://sandrasky.com/podcast
https://sandrasky.com/podcast
https://sandrasky.com/podcast
https://www.godaddy.com/
https://www.hostgator.com/

SET UP AND

RECORDING




Select Equipment
Set Up

You don’t need to spend a lot of money to get good quality sound. We recommend a
few set up steps in the beginning that will save you tons of time later. Follow these
steps to the perfect (for you) podcast recording set up.

One of the best things about podcasting Is
that you don't need fo pay for studio time
or spend a forfune on gear. In fact, most of
our podcasters record in their home offices
or workspace. If your recording space has
primarily hard surfaces (like mine does)

It may be worth investing in an isolation
shield.

If you are recording in a space with carpet
and drapes, you probably won't need to worry about this.

Manage the background noise as best you can. Turn off phones and close the door if
you need fo.

Practice. | realized that | fapped the table when trying to “emphasize” something.
Oops. Practicing will help you manage and eliminate these distractions.

Because your audio will be edited, you can cough, fake a sip of water, or stop falking
if there is an unexpected noise. When the sirens stop or the coughing fit passes then
you can resume, and editing will remove that in post-production.

o Check out my recording set up here.



https://amzn.to/3nSWo59
https://amzn.to/3nSWo59
https://www.soundadvicestrategies.com/home-office-podcast-set-up

When you record, a microphone will be helpful. Here are 3 we recommend, all of which

are reasonably priced.

Want to hear the difference?

Neewer NW35 Microphone with table mount,
windscreen foam and mic pop filter.

Pro: This is a budget friendly option that will give you
good audio. If's easy to set up and plugs into your USB
port.

Con: It can have a very low level hum (not usually
notficeable when recording) that can be removed in
edifing.

Audio-Technica AT2005USB

Pro: Great sound quality. USB and XLR capable.

Con: | found it difficult (for me) fo use the stand that
comes with the microphone. It's table- top style and |
seem fo move around foo much. Lofs of our clients use
this microphone and like it and gef good results.

MXL BCD-1Dynamic Microphone

Pro: Great audio sound and comes with a case which
Is helpful if you need to fravel with your gear.

Con: It requires a power source. (not USB capable)
Thisis the set up  use, and if's outlined in detail in this

post.

Check out the demo we created for you.

Listen and see which microphone sounds best to you


https://amzn.to/32DnuoI
https://amzn.to/32DnuoI
https://amzn.to/3xrn14g
https://amzn.to/32DvaHx
https://www.soundadvicestrategies.com/home-office-podcast-set-up
https://www.soundadvicestrategies.com/home-office-podcast-set-up
https://www.soundadvicestrategies.com/podcast/microphone-tests-and-recommendations

Headphones

You will need to use earbuds or headphones. | use inexpensive Skullcandy earbuds and
fhat works well for me.

Kelvin (husband, biz partner and chief editor) likes fo use headphones.
Use what works for you.

If you're doing an inferview headphones or earbuds are a necessity to prevent audio
bleed. That's what happens when your microphone picks up your guests voice via your
speakers.
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https://amzn.to/3ler27f
https://amzn.to/3DZ7Dyr

Test and Select
Recording Software

Audacity

Audacity is free and makes single-person
recording simple. It's reliable and easy fo use. It

requires a download to your laptop or PC/iIMac M AUdaCity@

but only takes a minute or two.
Pro: Free, easy fo use.
Con: Must download to a PC/Macs or laptop. There is no support for mobile devices.

Download Audacity Here

Garageband

Garageband is free software for Macs and Macbooks. I1's easy to use and offers editing
capability as well. It is a great option for single person podcasts.

Pro: Free, easy fo use.
Con: Must download to Mac. supports use on an iPad.
Zencastr

Zencastris a web-based resource that allows you

to schedule and connect with your guest(s). It has a 2 Mt"'

free and a paid version.

You'll need the paid version ($20/month) if you
want fo record more than 2 people at one fime. Recording with video is in beta right now
(limited release) with a waiting list. No pricing for video has been announced yet.

Pro: Web-based, no cost option, easy to use interface.

Con: Does not work for international recordings (US based only). Not available for mobile
or tableft.
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https://www.audacityteam.org/download/

Get Zencastr Here

SquadCast

Many of our clienfs use SquadCast. They \8} SquadcaSt

have an easy fo use scheduler for guests and

provide great audio quality. There is video for

collaboration purposes, and recording video is

now possible.

SquadCast provides good quality audio with excellent support.

Pro: Web-based, easy fo use, great audio quality. Supports mobile on Android devices.

Con: Free frial only, then paid options.

Get SquadCast Here

Riverside

Riverside is what we use and recommend most ,\/ rIUE rs I d E.fm

offen. It allows for up fo 8 people fo record, and

also accommodates a producer and audience

member(s) who are not recorded. It allows video recording, adding sound fracks,
broadcasting live and more. It is web-based only af this fime.

Pro: Web-based, easy to use, multiple options.
Con: Free trial only, the paid optfions based on recording volume.

Try Riverside for Free (no card required)

Zoom

The popular video conferencing platform, can be
used for your podcast audio. Because their focus
Is video and collaboration first, the audio quality is
not quite as consistent as other options.

Z200Mm

There are a few settings that we recommend changing that will help improve the audio
quality.

Pro: Easy to use, familiar platform, recorded video option. Web-based with apps.
Con: Audio quality.

Get Zoom Here

You can get our recommendations with how-to videos for best setfings here.

For more details, check out the short podcast we recorded about why we use and
recommend Riverside.fm
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https://zencastr.com/
https://squadcast.fm/?ref=phyllisnichols
http://bit.ly/Riversidefm
https://zoom.us/download
https://www.youtube.com/channel/UCQd5wS7QqoXJ6Adv_Ji1Riw
https://www.soundadvicestrategies.com/podcast/riverside
http://bit.ly/Riversidefm

Set Up Storage for
Your Files

Create a place to store your audio files and a way to share them with others. We
recommend Dropbox, but you can also use Google Drive, One Drive, or your
company storage solution.

You'll want to set up a few folders:

UNEDITED | EDITED \ | \ ‘ \
AUDIO AUDIO IMAGES DOCUMENTS

Some software like Zencastr and Zoom require a location fo save files once they've been
completed. SquadCast and Riverside.fm provide links for downloading when it's fime to
edit and/or publish.

You'll want to have a file location ready for all of your audio files. Some may be used
more than once, like an infro or an adverfisement so creatfe a system that makes it easy o
refrieve the right file when you need it

In addition, you'll want fo use guest images (when applicable) and brand images as one
way fo promote and repurpose your podcast confent.

Show notes, another part of your confent, include the fitle of the episode, the show
summary, and an episode summary. Some people also publish a complete franscription
aswell.

Al Transcription Services
Otter Al
Scribie

Trint

Rev


https://otter.ai/
https://scribie.com/
https://trint.com/
https://www.rev.com/

Select Music Track(s)
for Your Intro/Outro
and Transitions

Music provides you with a way to “brand” your podcast with your unique sound. We
recommend adding music as part of an evergreen intro and evergreen outro. It can
also be helpful when you transition into/ out of ads or show segments.

The podcast apps require that you have royalty free music. This means that you have
permission to use the music on your podcast without paying the artist each time it is

MUDIOHERO

While you can geft free music as well, be sure you understand if it's okay to use in
your podcast. For example, it's common to require attribution if you aren't paying for
the frack.

We provide our clients fracks from AudioHero.

Track length of 90 seconds minimum is
recommended.

A distinctive sound can help your audience remember your podcast, and it gives you a
chance to set the fone and energy of your show.

2 b


https://www.audiohero.com/

Invite and Schedule
Guests

It’s time to get your recording sessions set up! If you have guests, you’ll need to
arrange a time with them. We recommend using booking software to prevent the
back and forth between you/your team and your guest/their team.

We use Book Like A Boss.

When booking, let your guest know:

How long the recording will be

The fopic or focus on the episode

How fo connect fo your recording soffware

Sample questions

The guest bio information you need for the infroduction

A photo and links fo share your guest’s information

What to do if they need fo reschedule. We recommend having a reminder email sef to
go out the day before.

You can automate all of this so when they pick their time slot, they can enter everything
that you need and you can provide them with links to docs/videos and so on that show
them the easiest way to sef up.

Some of your guests may be used to doing interviews, but many may not. Make sure they
are comfortable. It will help you both have a great experience.

Tip: Start with people you know. You'll both be relaxed, and it will help you getf used to
the recording process.

Podcasting is forgiving since it will be edited. You can pause, stop and even re-state
something and it will be fixed in post-production.

Listen: How to be a great podcast host
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https://www.booklikeaboss.com/
https://www.soundadvicestrategies.com/podcast/how-to-be-a-great-podcast-host-in-7-easy-steps

Plan Episode One

Think about your show structure. Will it always be the same? Will you always have
aguest, ordo you plan to go solo? It's okay to mix things up. Do what works for
you. Many podcasters have guest episodes that run 30 to 60 minutes and do solo
episodes that are shorter.

It’s all about what works for you and your audience.

Will you have ads or sponsors? Will they run af the beginning, middle or end of your show
or a combination of all three? Will you “live read” the ads or will a frack be provided for
you? These are the kinds of questions to consider as you plan your episodes.

Here are the 3 most popular ways to structure an episode.

Short episode intro (no music) > Evergreen intro w/ music > interview segment/primary
episode confent > evergreen outro w/ music.

Evergreen intro w/ music > episode (inferview/solo) > evergreen outro with/ music

Ad > evergreen infro w/ music > segment one > ad > segment fwo > evergreen outro w/
music

Plan. When planning your episode, think about how long you want it to last. Also, will you
be reading from a set script or talking from bullet points?

You'll want to direct your audience to connect with you oufside the podcast so you can
learn more about them, and provide more value via email, and ofher points of connection
like social media and on your website. Think about how you will invite them.

Practice. Audio recording isn't hard, and most of us are comfortable talking about
confent we know well. Still, something happens when you know you're recording. Even
the smoothest presenter will benefit from doing a few practice runs.

Listen back. Are you talking foo fast? Is the sound level foo low? Was there background
noise? When I'm recording, | don't hear things like the AC kicking on, or my paper
shuffling so I listen back fo ensure these sounds aren't part of the published recording.

Equally important, when you listen back, you put yourself in the shoes of your audience. I
helps you understand the experience from their perspective. Practicing makes you better,
It's that simple.
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Few of us are perfect on our first fake. That's ok! Practice and get comfortable with your
sef up and settings.

A final note: even the most practiced podcasters with hundreds of episodes under
their belt will tell you that their first few episodes weren’t great. They didn’t let that
stop them. They hit record and they got better. You will too.
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Send Guest an
Email with Day of
Recording Info

You may have shared some of this at the time they scheduled. I1’s still a good idea to
send a reminder email since your guest may have had their VA or admin handle the
booking process.

An email the day before to remind them of the time, topic, questions and so on, will help
your guest feel comfortable.

We provide our clients with a template that has links to how-to info for the software we
use when recording. It helps eliminate day-of problems and will help your guest feel
confident and ready fo go.

You can also share:

Past recordings for them fo check outf the show

A text/phone number to reach you in case of emergency on the day of recording

Links fo past promofions so they can see how you market your podcast

Questions or key topics especially if it's fime-sensitive (current events, news-related)

Create an environment so your guest will be relaxed and prepared fo for a great
conversation. Everything you can do fo support them ahead of fime helps day of recording
go smoothly.
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Create a List of Questions
and Show Segments

| have a spreadsheet of topics and people. Anytime | come across an interesting
story that | think might be a good fit, it goes on the list.

That way, | always have plenty of show ideas, topics, and guests.

Do you want fo ask the same questions fo all guests? Some people have one or fwo key
qguestions they ask everyone and that can work well.

Do you want to have a recurring segment?

Our clients Laura Vanderkam and Sarah Harf-Unger of The Best of Both Worlds podcast
have a "Love of the Week" segment af the end of each episode. It's a fun way to wrap

things up and it gives each host a chance o share something fun and personal.

If you're going to have a guest who's promoting a book, business event or something else,
do a bit of homework and be ready with relevant questions. Jen Lehner surprised her
guest Ash Ambirge by asking her fo read a selected section from her book. It set up great
follow-up questions and context for listeners.

You'll get lofs of yes's when asking guests fo come on your podcast if it's clear you have
checked out their info and can deliver a good platform where they can shine.

Do a bif of research before asking and your potential guest won't be able fo resist!
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https://jenlehner.com/043




Write and Record Ad Copy
and/or Content Upgrade

Will you advertise on your podcast? One method is working with an agency or
directly with a company that pay for podcast hosts to do live-read ads. It can also be
helpful to have an ad promoting your business or organization.

Here are examples of a live-read ad, and promotion ads.

Write up your ad and record it so It can be used when/where it's appropriate. You can also
hire others to do the ad read for you if you want if fo have a unigue sound.

Check Out Ad Examples Here

It's a good practice to extend an offer to your listeners - something that's just for them.
One option is to provide a confent upgrade, a resource related fo a single episode or the
enfire podcast in general.

Let your audience know where they can get access o the content upgrade. A special
landing page on your sife is works well. Once af the landing page, people canfill in a
form to opt in via email and to get the download. Content upgrades allow you to send
additional information and provide more value to your listeners.

This checklist is an example of our confent upgrade that we offer on our podcast.
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Soundadvicestrategies.com/podcasts-ad-examples-live-read-and-pre-recorded
https://sasmresourcedownloads.s3.us-east-2.amazonaws.com/BeforeYouRecordChecklist2019.pdf

Write and Record
Evergreen Intro and Outro

If you plan to have an evergreen intro/outro you’ll need to write and record it so it is
ready for your first episode.

The intro should be 15 seconds to 60 seconds long. If's the first impression for your
listeners. Make sure it's engaging and lets them know who you are and what to expect.

If you're not sure exactly what to say, listen fo some of your favorite podcasts. What do
you like about their infros? Get inspired, write it up and hit record!

ADHD for Smart Ass Women Intro

Perform Happy Intro

Your outro should be no more than 60 seconds. It's a great way fo remind your audience
where they can find you, how to access episode notfes and the best way to connect.

Thanking them for checking outf your information Is always a good idea. If's the perfect
fime to ask for a review since they've just finished an episode.

Perform Happy Outro

Best of Both Worlds Outro
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https://www.dropbox.com/s/4w49dzjgjltfbl1/Intro_ADHD%20for%20Smart%20Ass%20Women.mp3?dl=0
https://www.dropbox.com/s/780fm3ndwe26f4l/Intro_PerformHappy.mp3?dl=0
https://www.dropbox.com/s/xpa99fcwnkt0kwd/Outro_PerformHappy.mp3?dl=0
https://www.dropbox.com/s/mopj9eqa2jb0gtd/Outro_Best%20of%20Both%20Worlds.wav?dl=0

Edit Music with Intro/
Outro

Most people don’t want to edit music on their own. But, if you have basic editing
skills, you can use Audacity or Garageband and create an mp3 for each. Both have
free software for editing.

You'll want to leave some music at the end of your infro - 10 seconds or so - fo fade out
as the episode begins.

Do the same thing af the end with your outro. This fime, you'll want about 10 seconds of
music before the outro sfarfs so it can fade in as your podcast is ending.

Our team does this for our clients. You can also hire an audio editor fo do it for you. Since
the infro and outro are evergreen, you only need to do this once.

We do suggest updating your infro now and then especially if circumstances change, you
update the format or you add a host for instance.
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Record Episode One
and/or Batch Record
Episode 1-3

Record your first episodes!

Batch recording is going fo be a huge help. If possible, set aside a couple of hours to gef
your episodes recorded. It's a much more effective way to record episodes thandoing
them one at a time, and will save you fons of fime.

With batching, you only need to set up the microphone and software once. Do a quick test
recording to make sure levels are set and you're good to go.

Episode One

We recommend recording an infro episode. This is a great tfime fo intfroduce yourself
and co-hosts if applicable. You can lef your audience know what to expect, and how to
connect with you. If gives people a chance fo gef fo know you.

Here’s a basic outline:
Welcome and introduce yourself and the name of the show.

Give listeners a few bifs of info about you. Not your resume, but some context so they
know who they are listening to.

Share your company, or organization's info and your reason for podcasting.

Let them know what to expect. Specifics are great, for example, this weekly 30-minute
podcast is for (realtors, moms, student athlefes etc.)

If you already know some of your first few fopics and guests share that foo.

Let the audience know how to reach you via email and share your website URL and
social media handles.
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Episodes 2-3

Depending on your format, have your outline/nofes, scripfs, and questions ready. If you're
doing an interview welcome your guest and review the process with them.

Here are a few questions that you might want to ask before the interview to make sure

your guest is all seft.

Do you have anything you specifically want to cover?
Is anything off limits~?
Do you have questions about anything before we start recording”?
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PRODUCTION




Episode Title
Summary/Notes and
Transcription

Every episode should have a compelling title. It’s one of the things that is searchable
in podcast apps. Google indexes titles for search queries as well. Write a title that
makes people want to listen.

Use your guest's name when appropriate.
Example: 17 Ways to Gain New Clients with Seth Godin
Or make the topic the star: How tfo Make Killer Connections on LinkedIn

Each episode will need a short description (512 characters or less) that engages the
listener. This shows up on all the apps. You can also have additional information with links
and images that will appear in the <more> fab on the podcast apps.

Show notes are offen used as a post on the podcast website. We recommend a well-
writfen summary that lefs your audience know what tfo expect, without being a full
franscript.

Thisis also a great place to link to your guest's information and any resources shares
during the conversation.

You can use franscription services like Rev or Temi for a full document with the entire
show.

Check out how these 3 podcasters handle their shownotes/ summeries.

EFIS00E a X5

What it Takes to be el i
S e aiot s s L FROM CHRONIC WORRIER
TO BADASS WARRIOR
iil‘mq'!‘_":a ’I-...rl - o : - -
Your Employment Matters The Long Game Podcast From the Heart of a

Renegade .
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https://www.youremploymentmatters.com/lifestyle-changes/
https://sandrasky.com/the-long-game-is-bringing-your-a-game-as-we-age/
https://www.empoweredhealersacademy.com/blog/episode-30-from-scarcity-to-generosity
https://www.empoweredhealersacademy.com/blog/episode-30-from-scarcity-to-generosity

Edit Episode One
with Intro/Outro

Depending on the style of your podcast, you’ll have an evergreen intro/outro
that will play with each episode. You might also have a short intro that’s episode
specific, ads, sponsor info and multiple segments.

Editing puts the show together.

The simplest editing process add on the infro/outro (or music/effects) and save it as a
complete mp3file.

You can use the editing software you prefer. Our edifors us Adobe Audition. Here are a
few other popular options:

Audacity
Garageband

Logic Pro X
WavePad

This is the SoundAdvice Editing Process:

If you have editing notfes, those are checked before editing begins so any changes or
updates are communicated

Our edifors listen to every second of each episode. They fake out ‘'ums and ah's and
any breaks you don't want fo sfay in.

Infros, oufros and sponsored messages are added based on your standard
Noise reduction and audio cleaning is done

Sound is balanced for the best quality and fo ensure multiple fracks (if applicable) are
even for playback

Full ID3 Tagging is done and uploaded fo Libsyn

Editing is a podcasters best friend. It gives your show a consistent sound, so your confent
Is the star of the show.
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https://www.audacityteam.org/
https://www.apple.com/mac/garageband/
https://get.output.com/arcade/music
https://wavepad.en.softonic.com/

DISTRIBUTION
AND PROMOTION

Now that you’ve got an
episode (or two) ready
to go, it’s time to get it
published and out to the
podcasting platforms so
listeners can subscribe and
check out your show.




Set Up a Libsyn
Hosting Account

Your podcast files need a place to “live”. We recommend using Libsyn to host your
show.

This is key for a successful podcast. Apple Podcasts, Spofify, Stitcher and other podcast
apps are essenftially catalogs and access points only. Your host will store the files so when
a listener accesses an episode via an app (or on your website) it is available and plays
properly.

You can starf a Libsyn account for as little as $5. per month. A typical podcaster that has 4
episodes a month will be at the $20 to $30 level depending on the length of your files.

Libsyn also allows you to track your stats and see what episodes are most popular.

~ Stats Snapshot

Downloads Jul30  Aug  Aug 13 Aug20 Aug 27
AUE 38,271 5.000
Jul 47,494
Jun 43973 4,000 -
ME}" 37,450 I Se.l. Up Your
Befﬂre 3.000 :
NOVT, e ose Libsyn Host
2017 i 2,000 - Account Here
(Legacy)
After 1,000 -
Nov 1, 317416
2017

All Time 362435

dl VIEWALL STATS

Use code soundadvice when you sign up and get your first month free.
To set up your account you'll need:

Your official show ftitle
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https://libsyn.com/

Podcast show description
Podcast cover image
Preferred contact email

Host name(s)

Link fo your podcast page URL
Episode categories

Using the dropdown menu, you'll enfer categories info Libsyn that best describe your
show. Select what best fits your podcast’s topic/area of interest.

Different apps allow you to tag more options.

Here’s a detailed explanation of how categories work, and how to choose the one(s)
that are best for your podcast.
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https://www.soundadvicestrategies.com/podcast-directories

Upload and Schedule
Episode One

You need a “live” episode to submit to the

apps for approval. The Rock Star
_ _ and Following
Libsyn - Sign In Your Dream

How to Find Your RSS Feed

Here's what you'll need:

Episode mp3 file

Show title and description
Episode art

Link fo URL

Hex color (to customize the player for your | ' BBHS[:"]US RfM"ﬂ”SH’PS

website — fthis is provided by Libsyn so

Anphe Po

listeners can hit play and listen from your
site without navigating to an app) Cﬁﬁﬁﬁ
Mo

EFISODE J

FIERCE OR FLAKE: WHAT'S
YOUR PERSONAL BRAND?
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https://login.libsyn.com/?_ga=2.63724271.1350235304.1638130411-360274375.1596564571
https://www.loom.com/share/b1a1f3c691094511ac7d90b5270379b1

Submit RSS Feed

We recommend submitting your RSS feed to Apple Podcasts (iTunes), Spotify,
Stitcher, Google, Tuneln.

] ."ﬁ.;:'ar:-lu.'a. Podcasts yotify | Bl | S'II'I.TCHEF!

How to Submit How to Submit Howto Submit How to Submit How to Submit

to Apple to Spotify to Stitcher to Google Link to Tuneln
Podcasts

Each app has it's own process for submission. Apple Podcasts can fake up to 5 days for
approval and addition to the app. Other platforms take 24-48 hours maximum.

How to Find Your RSS Feed



https://www.loom.com/share/b1a1f3c691094511ac7d90b5270379b1
https://itunesconnect.apple.com/login
https://itunesconnect.apple.com/login
https://itunesconnect.apple.com/login
https://podcasters.spotify.com/home
https://podcasters.spotify.com/home
https://partners.stitcher.com/
https://partners.stitcher.com/
https://support.google.com/podcast-publishers/answer/10315648
https://support.google.com/podcast-publishers/answer/10315648
https://help.tunein.com/how-do-i-add-my-podcast-to-tunein-rkYge9R9_vz
https://help.tunein.com/how-do-i-add-my-podcast-to-tunein-rkYge9R9_vz

Send Email to Your Guest
with Show Link and
Images for Social Media

Make it easy for your guest to help you promote the episode.

You can provide them with a direct download link that

they can use in emails, their own website or blog and -
social media. BeSt .

®
This link allows people fo listen without going fo an Lq I d

app. It's a great way fo get people interested in your

Plans

with

Listen Here | Listen Here Sarah Hart-Unger

Send a graphic (or two) with a pull quote or create an
audiogram they can share. It's one of the best ways to
share your show.

It's also a great idea to send a thank you. A gift of
appreciation doesn't have to be expensive. Even a
hand-written thank you will let your guest know that
you value them and fthe fime they shared with you. PHYLLES NICHOLS

b

Soundadvice
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https://traffic.megaphone.fm/SAS3155126593.mp3?updated=1635243627
https://traffic.megaphone.fm/SAS8489507368.mp3?updated=1636381246

Set Up Social Media
for Your Podcast

If you have a strong social media presence for your brand and/or yourself, you can
incorporate your podcast there.

Facebook Instagram Twitter

Preere ey -— [ |
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Create a Podcast
Page on Your Website

Your audience will listen on their favorite app, but it’s still important to have space
you “own” as well. You’ll want to send traffic here for resource links and show notes.

IT's an easy page fo set up since you'll already have the
elements you need.

Podcast cover image

Your show description

Subscribe buftons (link)

Podcast player with most recent episodes

A short video or audio with your/your host talking about
the podcast is a nice extra. It will help visitors get a feel
for the show.

podcast u’,»h*

SoundAdvice Podcast Page
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https://www.soundadvicestrategies.com/podcast

Promote Promote
Promote

It’s time to grow your audience. Promoting your podcast will be an ongoing part of
your outreach but it's extra helpful to start off with momentum.

Send an email to your list

Post on social media everywhere!

Update your LinkedIn profile with podcaster and link fo your show
Write a blog post abouft it

Send a press release

Run a confest for subscribers

Ask at least 10 close contacts (friends and family count!) to subscribe on launch day
and share it on their social media platforms

Do a Facebook Live or YouTube Live about your podcast

Put your podcast link in your email bio

Put a link fo your podcast page on your website menu

Put your podcast image with link in your website sidebar and/or footer

Be a guest on someone else's podcast; share a special offer for their audience
Cross promote podcasts with peers

« Submit your show to additional directories

e Publish your show as a YouTube Video
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https://rss.com/blog/podcast-directory-list/

https://help.libsynsupport.com/hc/en-us/articles/360041221051-YouTube

Ask for Reviews

Third party reviews build credibility for you ;
and your podcast. Apple Podcasts reward Leave Us a Review

shows that are consistently reviewed. -
@ Open Apple Podcasts POCCAST

Asking for reviews should be partf of an on-going Search for the title
Uncluttered Office
strategy but it's also super helpful to get as many

. . o Click on the podcast
asyou can in the first week of your podcast.

o Click ratings and reviews

The easiest way to get reviews — ASK. & Click 5stars
o Then click "Write a review”
Lef listeners know if's appreciated and helpful to o Than click sard)

the growth and success of your podcast. People ——y

who like your show will want to help.

You can ask at the beginning or end of each show (some people have this ask as part of
their evergreen outro). You can also ask all your guests if they'd leave a review for you as
well.

Good Karma. Leave reviews for others foo. Paying it forward is always a good idea.

More review ideas here.
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https://www.soundadvicestrategies.com/podcast/grow-your-audience-with-reviews

That’s a wrap!

Our goal for this guide is fo help you see the possibilities podcasting can bring to
your business. We hope the how-fo info makes it easier fo gef starfed.

You may still have some questions and we want to help.

Send them fo podcast@soundadvicesales.com

If you don't want fo do it all yourself but still want to get your podcast launched, we
can help. For more information on how we can support you, let's chaf!

You can sef up a call here.

Audio conftent enhances communication and the all important know, like and frust
factor required in foday's personalized marketing strategies.

Telling stories allows you to establish frust and real connection with your audience.

We work with business owners, industry leaders and enfrepreneurs who want to
communicate directly with their audience.

Your message matters. Your audience is waiting. We'll help you reach them.

SoundAdvice Strategies | Phyllis Nichols | Kelvin Nichols

Email: podcast@soundadvicestrategies.com

Let's Connecton LinkedIn : SoundAdvice Strafegies | Phyllis Nichols | Kelvin Nichols

Your vision, Your voice 6”“ Amplified



mailto:podcast%40soundadvicesales.com?subject=
https://bookme.name/soundadvice/lite/podcast-discovery-call
https://www.linkedin.com/company/65013156/
https://www.linkedin.com/in/phyllisnichols/
https://www.linkedin.com/in/kelvinnichols/




