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So you decided to start podcasting…Podcasting is its own animal. It is a
whole new way to listen to your favorite person talk about your favorite
topic. It's like listening to your very own customized radio. Only now, you
can pause it, play it back, relisten to it, and skip to the parts you want to
hear. Podcasting is truly amazing for content creators like me.

Launching your podcast is one of the best decisions you can make in your
creative business. But there is a bit of a learning curve to get it off the
ground. This checklist will help you get started.



Your Podcasting Checklist:
Before we begin…

Before you get started, commit to keeping things simple in order to avoid overwhelm.
You can start with a very basic setup and improve as you go.
Remember this as you head into your theme-development stage: Your content can
change just like YOU can!
It’s also worth making a promise to yourself at this point to commit to your podcast for a
set period of time to give this project time to grow. And remember, any plans you make
here today can and will change. This is a checklist to help you get started, but nothing is
set in stone.

The Concept: Flesh out your idea
This is where you figure out who you are serving, and who is your audience. This is thee most
important step and will determine the rest of the path of your podcasting journey.

Consider the goal of your podcast. Think about and try to answer these questions:

● Why are you starting your podcast?
● What are your goals?
● What is your show about?
● What is your niche? (A big part of attracting the right listeners and staying committed

to your show is when you choose and define the right podcast concept for your
podcast).

● What will be the thing that makes your show stand out?
● What will make listeners want to subscribe and tune in? A strong topic will make

things easier down the road, and it will be easy for listeners to understand what your
show’s about without too much thought.

Outline your category, mission, and goals for the podcast.
Make some notes on your target audience and what you want them to get out of the
podcast.
Time to brainstorm: write out all your episode ideas. Just start listing it out. One of the
biggest things people do wrong when they start a podcast is that they don’t think ahead
enough to 30+ shows in. Now, this isn’t a metric of success, but it’ll really help you when
the possible creativity drought appears.

Think long term: Ask yourself a few important questions to make sure you’re ready for
the commitment:
● Is this something you can keep going?
● Is the format you’ve dreamt up supporting a longer vision? Think about doing this for

2-10 years! Some podcasts have been around that long (the successful ones.)



● What’s something you’re not likely to get tired of talking about?
● What is a broad enough “theme” that would support you even as your content

changes over the years?
Decide on the episode format: solo episodes, interviews, etc.
Decide how long you’d like the episodes to be
When and how often will you release episodes?
Do you plan on working in “seasons”?
Create graphics for your podcast. (Canva is an easy place to create graphics)

Podcasting Equipment and Tech:
If you don’t have the budget for a microphone, start with something simple like iPhone
earphones with a built-in mic or recording with the Voice memos app (I’ve done this:)
If you want to buy a mic, consider something like the Blue Yeti, which plugs into your
computer via USB. I have the Blue Snowball & the NOS X500 (both are starters that
have decent audio quality).
Decide how you’ll record episodes (e.g. Skype or Zoom for interviews, Audacity, Anchor,
Riverside, Buzzsprout, etc. are all podcasting platforms).
Decide how you’ll edit episodes e.g. GarageBand (Mac) or Audacity (Mac, or Windows,
or another podcasting platform).
Do some test recordings in different places to check for sound quality/ echo (Audio
quality matters, so it is important that you record in a place where it doesn't echo).
If you’re going to do interviews, test the equipment and test the whole setup with them
ahead of the first interview.

Hosting your Podcast: This is where your podcast will ‘live’ on the
internet.

Set up hosting. It is similar to starting a blog or a website hosting domain. You need a
podcast hosting platform to host and store the media files for your show. The
hosting platform is where you upload your episodes once they are ready to air or be
scheduled. Your host treats a podcast RSS feed, which is how it gets to places like
iTunes or Spotify. I use Anchor as my podcasting host (It's free and easy to use).
If you have a website, set up a page on your website with links to your podcast
episodes/ links to subscribe.
Decide whether or not to create a separate website and/or social media accounts for
your podcast.

Recording Your First Episodes: Just start!
You don’t need a studio or the perfect mic or a soundproof office, you just need to begin.
Mostly you just need to get used to your voice and speaking to, honestly no one if you’re
hosting your podcast solo. Honestly, it’s going to take some getting used to. It’s probably going
to feel weird and vulnerable and just goofy at first. I know. But after a while I just leaned in and

https://anchor.fm


embraced it, I just wanted to get some episodes published. Also, what helped was having a
‘content outline’ to follow so you stay on track.

For Solo Episodes:
Start writing down any and all solo episode ideas in a notebook/phone/computer
Make a note of things people regularly ask you about and see if you can turn them into
episodes
Test a few recordings with and without reading from a script and see what you prefer

For Interviews:
Write a list of guests you’d like to interview (I call mine the ‘Naetif Jen Wish list.’)
Consider carefully who you ask: Do they have a unique perspective? Do you have a
diverse range of people? Can you ask different questions to other podcast hosts?
Send personalized emails to invite them to your show.
Sign up for Calendly to make scheduling quick and easy.
Send a few extra details to each guest before each interview, like some question topics,
tips for recording and how long you anticipate the interview to last, and general
expectations.
If you’re nervous, start with someone you’ve followed for a while, so you know you’ll
have plenty to talk about
Remember that awkward silences are easy to edit out!



Managing the Podcasting Workload:

This is just a summary of everything you need to do to get started.

Write down all the steps you take to release an episode so you can easily refer back to
this each time, or hand it over to an assistant.
Batch edit episodes to save time.
Create a recording, editing, and release schedule ahead of time.
Plan for breaks between seasons if that feels right for you.
Your podcast theme and purpose are set (or fairly set) and you could easily explain
what it's about to someone else.
You have your vision for your first several handfuls of episodes ready.
You have a podcast title, a description to lure new listeners, and an image to use so that
everyone can find you.
You have your recording equipment ready, whether that’s your iPhone or something a
little more professional, like microphones, pop filters, etc.
Release all fear of being bad at the tech. Remember, you are a beginner and are
allowed to not know all the things! You’re learning so give yourself some grace.
You know where you’ll record, somewhere quiet and comfortable with a strong wifi
connection. (Or, even better, an ethernet cord just to be on the safe side).
You have your episode notes, script, or whatever organization that helps you get in the
zone, to start and finish your episodes well. I also have a cup of water or tea on hand
because talking is tiring!
You have your phone and laptop notifications on silent.
Always ask for reviews and ratings, and encourage people to share your podcast.
If you have a guest, you’ve communicated with them the expectations, when to show
up, and reminded them of just how amazing they are.
Remind yourself that YOU are AMAZING too! Remember, this is about you sharing your
expertise and passion, learning in front of people, exploring something new, and just
having a good time. 🙂

Allow yourself to be a beginner because you are, and leave room to mess up, practice, and
just start to get things moving.

Always remember, done really is better than perfect.


