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1: FOCUS AND FORMAT

✓ DECIDE ON YOUR TOPIC AND AUDIENCE

✓ RESEARCH SIMILAR, AS WELL AS POPULAR 

PODCASTS (Top 10 in your topic and in general)

✓ FROM THAT DECIDE ON STRUCTURE AND FORMAT 

OF EACH EPISODE (running time, number of 

hosts/guests, segments, intros and outros, etc.)



2: RECORDING LOGISTICS
WILL YOUR PODCAST BE RECORDED ONLINE OR IN PERSON?

WILL YOUR PODCAST BE PURELY AUDIO-BASED OR WILL 
THERE BE VISUALS TO ACCOMANY IT?

… AND WHAT WILL THAT MEAN 

IN TERMS OF EQUIPMENT? 

(Microsoft Teams, mics, camera)



✓ NAME (a phrase, three words)

✓ VISUAL IDENTITY: ALBUM 

ARTWORK

➢ Your Guide to Podcast Cover 
Art That Clicks with Listeners – 

Alex Clem and Logan Baker

✓ AUDIO IDENTITY: THEME 

TUNE/JINGLES

✓ EPISODE STRUCTURE AND 

FORMAT - CONSISTENCY IS 

KEY!

3: PODCAST IDENTITY

https://www.shutterstock.com/blog/podcast-cover-art
https://www.shutterstock.com/blog/podcast-cover-art
https://www.shutterstock.com/blog/podcast-cover-art


4: PRE-PRODUCTION

✓ RESEARCH TOPICS AND 

GUESTS

✓ INVITE AND SCHEDULE 

GUEST(S) (include a brief)

✓ WRITE SHORT SCRIPT 

(internal use ONLY)



5: TIME TO RECORD

BEFORE PRESSING RECORD IT'S GOOD TO…

✓ MAKE INTRODUCTIONS (build a rapport with guests, 

outline the structure, answer any questions, set the 

tone for the episode)

✓ CHECK AUDIO QUALITY

WHEN RECORDING IT’S GOOD TO …

✓ KEEP TIME-CHECKS/NOTES DURING THE 

CONVERSATION

✓ ADAPT AS YOU GO

ALL OF THIS IS MADE EASIER WITH A PRODUCER!



6: POST- PRODUCTION

THE OCTOPUS OF ENTERPRISE RECORDS FOR AN 

HOUR AND EDITS DOWN TO A 20-25 MIN EPISODE 

(record 2x longer than the running time of your episode)

EDIT TIME VARIES DEPENDING ON THE EPISODE (use 

editing software such as, iMovie, Premier Pro, Audacity)

RE-RECORDS ARE 

YOUR BEST-FRIEND 

(aids the structure and 

coherency of an 

episode)



7: DISTRIBUTION

FIND A SERVICE TO UPLOAD AND DISTRIBUTE YOUR 

PODCAST – WE RECOMMEND SPOTIFY FOR 

PODCASTERS  (formerly known as Anchor)

DON’T FORGET ….

✓ EYE-CATCHING 

EPISODE TITLE AND 

DESCRIPTION

✓ RESEARCH THE BEST 

TIME TO SCHEDULE A 

RELEASE



8: SHARE YOUR PODCAST

A PODCAST IS ONLY AS 

GOOD AS IT’S MARKETING

✓ POST AT IDEAL TIMES ON 

SOCIALS

✓ TRY OUT AND 

CREATE DIFFERENT 

FORMS OF ASSETS (i.e., 

graphics, stills, reels, etc.)

✓ HASHTAG/TAG GROUPS 

AND GUEST(S) TO 

ENCOURAGE SHARES AND 

LISTENS



ANY QUESTIONS?



LISTEN TO THE OCTOPUS 

OF ENTERPRISE NOW!


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14

