CHEAT
SHEETS

Podcasting Cheat Sheet

Planning & Pre-Production

Content Strategy

A quick reference guide for creating, editing, and distributing podcasts, along with tips for audience engagement and growth.

Equipment Essentials

Define Your Niche: Identify a specific topic area to focus on. This helps
attract a dedicated audience.

Example: Instead of ‘Technology,’ focus on ‘Al in Healthcare.

Target Audience: Determine who you're trying to reach and tailor content to
their interests.

Example: ‘Entrepreneurs aged 25-40 interested in sustainable business
practices.’

Episode Format: Choose a format (interview, solo commentary, panel
discussion, narrative) that suits your content and style.

Examples: Interview with industry experts; solo deep-dives into specific
topics.

Episode Length: Consider your audience’s listening habits. Shorter episodes
(20-30 mins) may be better for commutes; longer (60+ mins) for deeper
dives.

Tip: Consistency is key. Try to maintain a relatively consistent episode length.

Scheduling and Frequency: Decide how often you'll release episodes
(weekly, bi-weekly, monthly). A consistent schedule builds anticipation.

Tool: Use a content calendar to plan topics and release dates.

Research and Scripting: Prepare thorough research and create an outline or
script for each episode, ensuring a smooth and coherent presentation.

Note: Even with interviews, prepare questions in advance.

Recording & Editing

Recording Best Practices

Microphone:

Headphones:

Audio
Interface/Mixer:

Recording
Software (DAW):

Pop Filter & Shock
Mount:

Acoustic
Treatment:

Editing Techniques

Condenser mics (e.g., Rode NT-USB, Blue Yeti) are
popular for their sensitivity and sound quality. Dynamic
mics (e.g., Shure SM58) are robust and good for noisy
environments.

Closed-back headphones (e.g., Audio-Technica ATH-
M50x) prevent sound leakage and allow for accurate
monitoring during recording.

Interfaces (e.g., Focusrite Scarlett) connect your mic
to your computer and improve sound quality. Mixers
(e.g., Yamaha MG10XU) offer more control over audio
levels and inputs.

Audacity (free, open-source), Adobe Audition (paid),
GarageBand (free with macOS) are popular options for
recording and editing audio.

A pop filter reduces plosive sounds (‘p’ and ‘b’ sounds),
and a shock mount isolates the microphone from
vibrations.

Treating your recording space with acoustic panels or
blankets minimizes echo and reverb for a cleaner
sound.

Find a Quiet Space: Record in a room with minimal background noise. Close
windows and doors, and turn off noisy appliances.

Tip: Closets or small rooms with soft surfaces can work well.

Microphone Technique: Position the microphone correctly (usually 6-12
inches away from your mouth, slightly off-axis) to avoid plosives and ensure
consistent sound levels.

Note: Experiment to find the sweet spot for your microphone.

Record in Short Segments: Break your recording into smaller segments. This
makes editing easier and reduces the risk of losing long takes to errors.
Example: Record introductions, main segments, and conclusions separately.

Monitor Audio Levels: Keep an eye on your audio levels to avoid clipping
(distortion caused by sound being too loud) or recording too quietly. Aim for
peaks around -6dB.

Tool: Most DAWs have visual level meters.

Eliminate Distractions: Minimize interruptions by turning off notifications,
silencing your phone, and letting others know you're recording.

Tip: Use a ‘Do Not Disturb’ sign.

Take Breaks: If you're recording for a long time, take regular breaks to rest
your voice and stay focused.

Note: Hydrate regularly.
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Noise Reduction:

Compression:

EQ
(Equalization):

Audio Ducking:

Removing
‘Umms’ and
Pauses:

Mastering:

Use noise reduction tools to remove background hiss,
hum, and other unwanted sounds. Be careful not to
overdo it, as it can degrade audio quality.

Compressors reduce the dynamic range of your audio,
making quiet parts louder and loud parts quieter,
resulting in a more consistent sound level.

EQ allows you to adjust the frequency balance of your
audio, boosting or cutting specific frequencies to
improve clarity and tone.

Example: Reduce muddy bass frequencies or enhance
vocal presence.

Automatically lowers the volume of background music
or sound effects when a speaker is talking, ensuring the
voice remains clear.

Edit out unnecessary filler words (um, ah, like) and long
pauses to improve the flow and pacing of your podcast.

The final stage of audio production, involving subtle
adjustments to overall volume, EQ, and compression to
ensure your podcast sounds professional and consistent
across different playback devices. Consider using a
mastering service.
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Distribution & Promotion

Choosing a Hosting Platform

Promotion Strategies

Key Considerations: Storage space, bandwidth, analytics, ease of use, and
pricing are all important factors to consider when choosing a podcast
hosting platform.

Popular Platforms: Libsyn, Buzzsprout, Podbean, Anchor (free but with
limitations).

Generating an RSS Feed: Your podcast hosting platform will generate an
RSS feed, which you'll use to submit your podcast to directories like Apple
Podcasts, Spotify, and Google Podcasts.

Note: The RSS feed contains all the information about your podcast,
including episode titles, descriptions, and audio files.

Submitting to Podcast Directories: Manually submit your RSS feed to each
major podcast directory. This makes your podcast discoverable to a wider
audience.

Tip: Follow each directory’s specific submission guidelines.

Optimizing Podcast Metadata: Use relevant keywords in your podcast title,
description, and episode titles to improve search visibility. Choose a
compelling cover art that represents your podcast’s brand.

Note: Podcast directories use metadata to rank podcasts in search results.

Creating Show Notes: Write detailed show notes for each episode, including
summaries, links to resources mentioned, and guest information. This
provides value to listeners and improves SEO.

Tip: Transcripts can be helpful for accessibility and SEO.

Monetization & Growth

Monetization Methods

Social Media
Promotion:

Guest
Appearances:

Email Marketing:

Cross-
Promotion:

Paid Advertising:

Engage with
Your Audience:

Share your podcast episodes on social media platforms
like Twitter, Facebook, Instagram, and LinkedIn. Use
engaging visuals and compelling captions to grab
attention.

Appear as a guest on other podcasts in your niche to
reach a new audience and promote your own show.
Reciprocate by inviting other podcasters onto your
show.

Build an email list and send out regular newsletters to
announce new episodes, share behind-the-scenes
content, and engage with your audience.

Partner with other podcasters or businesses in your
niche to cross-promote each other’s content. This can
involve mentioning each other's shows, running joint
contests, or collaborating on episodes.

Consider running paid advertising campaigns on
platforms like Facebook, Instagram, or podcast
advertising networks to reach a wider audience. Target
your ads based on interests and demographics.

Respond to comments, emails, and social media
messages from your listeners. Ask for feedback and
suggestions to improve your podcast. Create a
community around your show.

Growth Strategies

Sponsorships: Partner with businesses or brands to promote their products
or services on your podcast. Charge a fee based on episode downloads or ad
placement.

Tip: Find sponsors that align with your podcast’s content and target
audience.

Affiliate Marketing: Promote products or services and earn a commission on
sales made through your unique affiliate link.

Note: Disclose your affiliate relationships to maintain transparency with your
audience.

Donations: Accept donations from listeners through platforms like Patreon
or PayPal. Offer exclusive content or perks to encourage donations.

Tip: Clearly communicate how donations will support your podcast.

Merchandise: Sell branded merchandise like t-shirts, mugs, or stickers to
your listeners. This can generate revenue and promote your podcast.

Tip: Use a print-on-demand service to avoid holding inventory.

Premium Content: Create exclusive content for paying subscribers, such as
bonus episodes, early access, or ad-free listening.

Tip: Use a platform like Memberful or Patreon to manage subscriptions.

Courses and Workshops: Offer online courses or workshops related to your
podcast’s topic. Leverage your expertise and audience to generate income.

Tip: Use platforms like Teachable or Udemy to create and sell courses.
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Analyze Your
Metrics:

Optimize for
SEO:

Engage with
Other
Podcasters:

Run Contests
and Giveaways:

Repurpose Your
Content:

Stay
Consistent:

Track your podcast’'s downloads, listener demographics,
and engagement metrics to understand what's working
and what's not. Use this data to inform your content and
promotion strategies.

Use relevant keywords in your podcast title, description,
and episode titles to improve search engine visibility.
Build backlinks to your podcast website from other
websites.

Connect with other podcasters in your niche. Collaborate
on episodes, cross-promote each other’s shows, and
share insights and best practices.

Host contests and giveaways to attract new listeners and
engage your existing audience. Offer prizes related to
your podcast’s topic or brand.

Repurpose your podcast content into other formats, such
as blog posts, social media updates, or YouTube videos.
This allows you to reach a wider audience and maximize
the value of your content.

Consistently release new episodes on a regular schedule.
This keeps your audience engaged and coming back for
more. Consistency is key to long-term podcast growth.
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