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VIDEO NOTES
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My number one takeaway from this video
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GETTING 
STARTED
Podcasting is one of the fastest growing outlets 

online. If you are working to establish yourself as 

an authority, then you don’t want to miss out on 

the opportunity to get into your customers heads 

and onto their phones. 

People listen to podcasts while they’re exercising, 

working, driving...which makes it easy to establish 

yourself as an authority in your niche. 

But, first things first. We’re going to dive into 

figuring out your hook, your niche, and your story.

BEFORE YOU START RECORDING, START HERE:

What are you trying to accomplish by creating a 
podcast? People start podcasts for a number of 

reasons, and it will be helpful for you to identify 

those reasons. Check the box or boxes that 

resonate with you below:

           Share your story, tips and techniques?

           Is this to expand your brand awareness?

           Gain clients?

           Improve notoriety and credibility? 

           Disrupt an industry?

           Drive business

Next, you need to identify which “space” you fit 

into. 
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       Music

       News & politics

       Religion & spirituality

       Science & medicine

       Society & culture

       Sports & recreation

       Technology, tv & film

       Arts 

       Business 

       Comedy

       Education

       Games & hobbies

       Government & organizations

       Health

       Kids & family

Select a Category that best describes your vision or niche (don’t worry about wrong 
answers, you can always change this later):

Now that you have those pieces, use the space below to help brainstorm ideas for your 
podcast topics (you’ll need this for the next lesson, so don’t skip it!!). We recommend 
that you start with 15-20 topic ideas. 
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Editorial Calendar

Now that you’ve got some topic ideas, let’s put them into action. Add your podcast topics 

to your editorial calendar. To use the calendar, make a copy into your own Google Drive so 

that you can fill it out:

http://bit.ly/podcast_editorial_template

Don’t worry about making this perfect, you’ll be editing your ideas soon.

PERSONAL BRANDING
Branding yourself is an integral part of how you’ll promote and handle your podcast. Your 

podcast branding should be somewhat tied to your business...but what if you don’t have 

one yet? What if it’s still an idea? 

That’s totally okay!! Don’t skip this part. You may find that you end up with a more solid 

understanding of your brand after this exercise. 

There are lots of podcasts out there that were started BEFORE the business idea was fully 

fledged. 

Let’s dive in!

Unique Things About YOU

Using the section below, list all of your uniqueness. 

We’re going to be focusing on your experiences, values and natural talents. Don’t worry 

if you feel like a specific unique thing overlaps into multiple categories. Instead challenge 

yourself to word it differently or come up with a new way to view it. 

These are things what will make you, your brand, and your offering special to your 

community. 

http://bit.ly/podcast_editorial_template
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You are the only person on the planet to have this specific combination.  

Experiences

1. 

2.

3.

4. 

5.

Values

1. 

2.

3.

4. 

5.

Gifts & Talents

1. 

2.

3.

4. 

5.
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Skills

1. 

2.

3.

4. 

5.

Knowledge & Learning

1. 

2.

3.

4. 

5.

Lessons You Have Learned

In the next section, you are going to create a list of the lessons you have learned in terms of 

your skill development, knowledge, and community.  

Again, these will be unique to you and pivotal in making a podcast that differentiates you 

from the marketplace.  

As you create the list of your learning experiences and unique takeaways, plan to use these 

stories for your podcast.
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Your Community

1. 

2.

3.

4. 

5.

For extra credit, go back to your editorial calendar and adjust it to include these pivotal 

items.

Once you’ve done that, do a review of your answers to this and the previous lesson. Do you 

need to adjust your category? Change your base idea? Take some time to really hone your 

vision for your podcast by answering these questions: 

What is the theme of your podcast? 
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What do you bring to the marketplace that is unique and original?  

What topics are you going to focus on?  

What category (or categories) does your podcast fit into?
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What are some podcasts in the same space?  

Let’s name your podcast! Use the space below to develop some naming ideas: 

How can you be different?  

NOW FOR THE FUN STUFF
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Take a look and circle the words or ideas that stand out. See if you can create a title for 
your new podcast using what you’ve circled and write it below: 

Now, take the rest of your ideas above and create a brief description of what your
podcast is about. What do you stand for? What lessons will you share? What do you hope 
to teach your audience or inform them on? 

Finally, adjust your editorial calendar to fit with this more defined definition that you’ve 

created for your new podcast.
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TYPES OF PODCASTS
There are 4 basic types of podcasts:

  

     1.       On Your Own (hardest)

     2.       Storytelling (because most people aren’t great story tellers. But doable if you plan out.)

     3.       Co-hosted podcast (easy)

     4.       Interview experts (Most effective for social media, network expanding)

Let’s take a look at each of these podcast types more in depth:

1. On Your Own

Have you ever listened to a podcast that is just one person talking to you? Likely they were 

telling a story, sharing a technique, or delivering a message.  

There aren’t a lot of single-host podcasts out there because these shows are ambitious to 

produce likely because it’s difficult to talk about your ideas and topics all alone. 

That being said, you can absolutely choose to create a podcast where you will be talking 

(on your own) the entire time.  

Successfully created shows like this are more often in the form of 5 or 7 minute snippets 

with a single story or point to them.  They are quick, high value and/or highly entertaining. 

Use the space below to record some ideas of how this type of format could benefit your 
audience: 
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2. Storytelling

Storytelling podcasts are very popular. The popular podcast Serial is a journalistic 

storytelling format that utilizes 12 highly researched and well-developed half-hour 

episodes to tell a story from start to finish. 

To be successful in this type of podcast, you need to methodically plan your story AND how 

you will deliver it. 

Will you tell the story in a single take? Will you have cliffhangers? Will you explore 

different viewpoints? 

These podcasts are produced similarly to a network television show. What is the hook of 

your story?  What will each episode in your first season be?  What will be the draw for the 

listener to come back and listen again?  

Use the space below to record some ideas of how this type of format could benefit your 
message and business: 
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Who could co-host your new podcast? Use the space below to brainstorm some ideas: 

Use the space below to record some ideas of how this type of format could benefit your 
community and business: 

3. Co-hosted Podcast

One of the simplest and most popular formats for podcasts are co-hosted shows.  

You and a friend or colleague can create a fun and interesting dynamic. By having another 

person to communicate with, ask questions, gather opinions and share stories, you increase 

the depth of information and ideas that you bring to your community.  

To be successful, your choice of co-host should be someone you can easily connect, 

communicate, and even banter back and forth with. They do not need to live near you.

Remember that when multiple people are involved in a podcast, you will need to collaborate 

on ideas and make sure that the goals of the podcast meet both of your audience’s needs. 
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4. Interview

This format is arguably the best podcast style in terms of ease of recording, creation, and 

networking. Interviews can also help to quickly build a platform if you do not have one 

already. 

This type of podcast allows you to connect and network with industry experts.  You’ll 

have an opportunity to learn different points of view, tips, tricks, and insider secrets all by 

simply asking your guests insightful questions about their expertise, growth and personal 

techniques.  

Personal stories from these experts offer a behind the scenes look into an otherwise 

unknown and mysterious world. When you interview others, this also gives you an 

opportunity to leverage their platforms in hopes that they will also promote they have 

been on your podcast to share their stories and insight

Make a list below of 10 industry experts that you’d like to interview: 

1. 

2.

3.

4. 

5.

6.

7.

8.

9

10.
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Use the space below to record some ideas of how this type of format could benefit your 
community and business: 

Which type of podcast will you create? Write your answer below:
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FORMATTING & TECH
While the stories and things you share within each podcast will vary week to week, most 

audiences enjoy and respond best to consistency.  Today’s most successful podcasts 

include at minimum an introduction and, an outro, or manner. 

Let’s dive in: 

The Standard Podcast Layout Includes:

     •    Introduction / opening statement

     •    Starting by saying the goal of each show

     •    Quick story

     •    Have 1-3 guests per show with a clearly defined purpose

     •    Your favorite quote or quick story at the beginning or end of each episode

     •    Have a Call to Action in the middle and end of each show

     •    Outro

You will need to create a standard length of time for each podcast episode.  Keep in mind 

your ideal audience, the length of time they have to commit to listening in.  

Depending on your audience, you may have podcast episodes that are quick tips and are 

only 5 minutes long or extended up to 90 minutes.  Keep in mind that the industry standard 

is between 20 and 60 minutes.

Record what your standard podcast episode length will be here:          minutes
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Introduction

Every episode should have an introduction 

stating the title and tagline of your podcast. 

Use the space below to develop your podcast’s 

tagline and introduction:

If you need some inspiration, use this template 

as an example: 

 This is the (title of podcast) with (host   

 name) of (location).

 The purpose of this podcast is to                 . 

 Once you’re done listening you can go to  

 (your website link) for (something free   

 and valuable for them). 

 Thank you for listening in.  I know you’ll   

 enjoy the conversation! 

Once you’ve settled on your tagline and intro, 

make your brand unique. 

Will you add royalty-free music?  

      yes       no 

Will you include licensed podcast music? 

      yes       no 

Hire a voice actor?            

      yes       no 

Now that you have a plan, record your intro 

(yes, right now). 

Don’t stress if you’re technically challenged. 

You can find quality production teams on 

platforms like Fiverr or Udemy to create the 

intro for you.  

http://track.fiverr.com/visit/?bta=23407&nci=5490
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Main Point

After your intro, you’ll want to state what the episode’s main takeaway will be. This can 
be a further explanation of the episode title. 

Tell your listeners where this episode’s journey will take them. Many podcasts use similar 
language for this section each week. 
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Use the space below to brainstorm some compelling language that is also concise and to 
the point: 

Quick Story

Not every episode needs a story, but it helps. It’s much easier to talk about something 

when you can illustrate the point. 

Interviews

Now that you’ve shared the episode’s main point, you’ll want to introduce your guest or 

guests if you have them. It can be helpful to have all of the information for a guest ready to 

go.

Take a few moments to write down how you’d like to introduce your podcast guests: 
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Sponsors or Call to Action 

If you have a sponsor or you want your audience to take action, be sure to mention them. 

Give your listeners something to do-send them to your landing page, a mailing list, a free 

download, or your product. 

Outro

This is another way to pitch your audience and reinforce your hook. Review the episode’s 

takeaway and sign off. 

Many successful podcasts have a set outro, and you can use the same music or pre-record 

much like your intro. 

Now that you’ve done the hard work, it’s time for the fun stuff-equipment and set up. 

 

Equipment 

     •    Microphone: Two well-respected brands are: Blue Yeti USB Microphone and Blue 

            Snowball iCE Condenser Microphone, Cardioid

     •    Wind Screen Pop Filter

     •    Recording software:  Zoom or GarageBand

     •    Editing software: GarageBand or Audacity

     •    Publishing software: SimpleCast or BluBrry

Jot some ideas for your outro below

https://amzn.to/2I4loPq
https://amzn.to/2K64fFx
https://amzn.to/2K64fFx
www.amzn.to/2IqlPam
http://www.zoom.com
https://www.apple.com/mac/garageband/
https://www.apple.com/mac/garageband/
http://www.audacityteam.org/
http://simplecast.com
https://create.blubrry.com/resources/podcast-media-hosting/?code=insights
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You’ve already worked on some ideas for your podcast title and theme. Take a moment to 

go back and review them to make sure that they really resonate, then record them below: 

Podcast Title:   

Podcast Theme:  

Podcast description (be sure to use keywords for Google!): 

Artwork

Now that you know what you’re going to call your new podcast, you’ll want to create your 

artwork. 

Since the podcast is about you and your business, you’ll want to use a headshot or good 

photo of yourself to help your audience find you and to reach new subscribers. 

The image should be bright and square. You’ll want to check with your podcast service 

(we’ll talk about that in a minute) for the exact dimensions for this image. 

Take a moment to create a few mockups using a free graphic design software like Canva. 
You can always hire a professional if you’d like as well.  
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Inviting Guests to be on Your Show

If you plan to interview guests on your podcast, you’ll want to develop a way to reach out 

to them. Draft a message below that clearly states what your podcast is, what you would 

like from them, and work to get a yes. 

     •    If you need some inspiration, here’s a sample pitch email: 

 Hi                        , 

	 My	name	is	(insert	name).		I	am	big	fan	of	yours!		I	love	how	you	(enter	specific	reason	on		 	

 why admire this person and/or the work they have done.). 

 Now I am hosting a podcast (insert title) where we feature                    .  We would love to   

 feature you on the podcast. 

 All that’s required from you is getting on the line with me for 30-45 minutes to discuss   

 (your topic).  

 Just say YES! And we’ll make the scheduling as easy as possible
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Requirements for guests 

When you have guests, you want to make them shine, so once they’ve said yes, make sure 

that you send them instructions, including a few very important items:

     •    They must call in using a microphone or their earbuds from their phone.  

     •    Must call from a quiet location.

     •    The time of their scheduled call in THEIR time zone

     •    The call in number or link

     •    You can set a requirement that they have to agree to post socially about being on   

            your podcast.  

     •    This is also a good place to consider any disclaimers or legal documentation that your 

            lawyer might want you to use.

Recording and editing

You’ll want to make sure that you practice recording your podcast before you go live with a 

guest. Once you’ve got the recording down, you’ll want to practice editing to see if you are 

able to do it or if you need a professional. 
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Uploading a new podcast to iTunes or other podcast host

After you’ve recorded and edited your podcast, you’ll want to upload it to your host. 

Here you will enter in your:

           Episode Number

           Episode Title

           2 line summary of the podcast

           A description of the podcast with your call to action

           Author

           MP3 file

           Podcast Artwork

Outsourcing checklist

It’s okay to not be an expert. When you are starting out all of the tech can be 

overwhelming. We recommend that you outsource the following items: 

           Your music (purchased from a third party)

           A voice over actor to record intro, outro, call to action.

           Editors to cut out the Ummm and Ahhhs. 

           Uploading and promoting episode release
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PODCAST LAUNCH
You’re almost there!! You’ve created your artwork, recorded a few episodes, and you have 

guests booked out. 

Now you need to launch. 

You will need to market your podcast as you would launch any new venture or product, 

but there are a few things podcast specific things you need to be aware of (and plan for) to 

ensure that your podcast has a better chance of success. 

Bulk Load Episodes

It sounds crazy, but you’ll want to upload 3 podcasts a a time while you’re getting your 

podcast out to the masses. To do this, make sure that you have at least 3-5 episodes pre-

recorded when you launch. 

Keep Working Ahead

Because you’ll be publishing 3 episodes at a time, plan to record on set days so that you can 

keep up with your posting schedule. 

Gain Fans

Start with who you know. Get your friends to listen to your podcast and download 

episodes. Ask them to share it with anyone they think would be interested. Post about your 

new episodes on social media. 

Get Reviews

Reviews mean more listeners, credibility, and moving up the podcast rankings. 

Remember to ask your listeners to leave you a review each and every episode. 

And of course, you’ll want to promote promote promote and then promote some more. 

Talk to your acquaintances, and others in your niche to share the information and get 

attention.
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Your marketing plan

Telling people isn’t enough. You need to market your podcast. 

For each podcast episode you’ll want to get as much attention as you can.  

You should strongly consider using content marketing to drive traffic and listens to your 

podcast.  

Below are some strategies that are used by the most successful podcasts:

     •    Create a blog post for each episode.

     •    Consider having a download for each podcast episode to understand who is listening 

            and to further develop client relations.

     •    Send links and artwork to guests who have been on the show.  The more guests you 

            have, the more opportunities you have for them to share on social media.

     •    Send quotes from the episodes to news organizations

     •    Collaborate with other shows

     •    Send your social platform

Choose 2-3 strategies that you’ll employ for your podcast and detail how you’ll use them 
below:
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Generating income

Podcasting is its own form of public relations. 

The results of traditional PR were hard to track. With digital marketing and podcasting 

specifically, you can drive traffic business by creating offers or supporting like-minded 

companies.

As you increase your readership there are a number of ways to generate revenue and 

increase your income with your podcast:

     •    Sponsorships and advertisements from companies and products that are useful to  

            you audience.

     •    Create a specific offer for your audience.

     •    Refer to like-minded companies and offer a discount or special coupon code.

     •    Offer coaching or consulting services

Choose one income that you would like to focus on and develop a strategy for it below: 
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