PODCAST 101: CAN YOU HEAR ME NOW?
Podcast Planning Sheet


Why do I want to host a podcast? 


What are some of my questions/concerns/fears?
 

TIME TO DREAM!
· Who do I want to reach with my podcast?


· What problem(s) do I want to help them solve?


· What are some possible names for my podcast?


· Do I want to have a co-host for my podcast? Pros/Cons


RESEARCH: Listen to three podcast episodes. Write down the name of the podcast and summarize their vision statement. Make note of any parts of the show that appeal to you.

Example:  Podcast: Clutter Free Academy with Kathi Lipp
Vision Statement: Helping you live clutter-free in your heart, your home and your mind.

Podcast #1:


Podcast #2:
 

Podcast #3:
 

What kind of HARDWARE do I need to kickoff my podcast?
___ USB microphone	___ Laptop/tablet			___ Pop filter			

Which RECORDING software do I want to use?
___ Garage Band 	___ Skype Recorder ($)	___ Zoom
___ Zencastr ($)	___ Google Hangout	___ Other: 

Questions/Challenges? 


Which EDITING software do I want to use?
___ Garage Band	___ Audacity		___ Adobe Audition ($)
___ Other: 

Questions/Challenges? 


Where do I want to HOST my podcast?
___ Blubrry ($)	___ Libsyn ($)	___ Podbean ($)
___ Buzzspout ($)	___ Other: 

Questions/Challenges? 



iTunes check list
___ Sign up for Apple ID (if necessary)
___ Created graphics within iTunes requirements
___ Submitted my podcast feed to iTunes

More info at itunespartner.apple.com and look for podcast info.

How do I want to DISPLAY my podcast episodes on my website?
___Media player (Smart Podcast Player or Blubrry player)
___ In a blog post with embedded audio file



How do I want to INVITE/SCHEDULE GUESTS to be on my podcast?
___ Email invite	___ Use Google Calendar		___ Calendly ($)
___ Other: 

WHO would I LOVE to invite as a guest on my podcast?
Idea: If you want start slow, create a team of four and then interview each other (like a blog tour, only it’s a podcast tour)


Outside of the normal “tell me about yourself” questions, what questions can I ask that incorporate the vision of my podcast?
How do I want to FORMAT my podcast?
___ Intro music	___ Devotional	___ Commercials/Announcements
___ Paid sponsors	___ Co-host		___ Ice-breakers/Fast five
___ Same question for each guest (“How do you lighten up?” – Melanie Dale)
___ Bloopers/Out-takes			___ Video podcast


It’s RECORDING time! 
· Where (location) do I need to record my podcast?


· How much time should I block for recording a guest?


· How do I create connection/”warm the room” before the interview?


· How long will my podcast episodes run?



STEPS TO PRODUCING A PODCAST
1. Transfer raw mp3 file to sound editing program.
2. Listen to interview to write show notes, script introduction and close.
3. Edit interview, add intro, music and close.
4. Export mp3 file to computer.
5. Create show graphics.
6. Upload full show, graphics and show notes to podcast server.
7. Publish podcast to website, iTunes and other distributors.
8. Distribute podcast via social media and email mailing list.
9. Send link to guest with graphics and a few social media messages that he or she can use.

How will I PRODUCE the podcast?
___ I (or someone I know) will do my own editing and uploading.
___ I will hire a freelancer (Example: www.Fivrr.com)
___ I’m not sure…
___ Other: 

Questions/Challenges? 
[bookmark: _GoBack]What PODCAST GRAPHICS do I want to have?
___ Show graphic	___ Episode graphic	___ Blog graphic
___ Other:


How will I CREATE THE PODCAST GRAPHICS?
___ Canva/PicMonkey/Adobe	___ Graphic designer/freelance
___ Other: 

Questions/Challenges? 


What do I want to include in my SHOW NOTES?
___ Entire transcript of the episode
___ Topic and guest information only
___ Show summary and takeaways
___ Printables or other downloadables
___ Giveaways
___ Other:

What LEGAL MUSIC will I use?
___ Free Music Archive	___ Instant Music Now	___ Opuzz
___ NEO Sounds	___ Create my own	___ Other:


LAUNCH CHECKLIST:
___ Launch date set: _________________
___ Send out 1st notice to email list
___ Create launch team
___ Send test episode to launch team
___ Record 3-4 episodes and upload to iTunes
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