Comprehensive checklist for podcast guests

Before the Episode
[ ] Respond to invitation within 2 days
[ ] Provide availability or set up scheduling system 
[ ] Send press guest information to host
[ ] Schedule prep call with host if needed

Research and Preparation  
[ ] Listen to 2-3 past episodes of the podcast
[ ] Review podcast's social media accounts
[ ] Research the host and their background
[ ] Prepare talking points on agreed topic
[ ] Create cheat sheet with key stats/quotes
[ ] Practice answers to common questions
[ ] Prepare 2-3 relevant stories or anecdotes
[ ] Review any prep documents from host

Technical Setup
[ ] Test internet connection speed 
[ ] Set up external microphone and headphones
[ ] Test recording software/platform
[ ] Find quiet, well-lit location for recording
[ ] Close unnecessary programs/browser tabs
[ ] Silence phone and notifications


Day of Recording
[ ] Join call 5 minutes early
[ ] Have water nearby
[ ] Have notes and cheat sheet accessible 
[ ] Dress appropriately, even for audio-only
[ ] Sit in comfortable position
[ ] Do audio check with host

During the Episode
[ ] Listen actively and provide value
[ ] Avoid being overly promotional 
[ ] Use host's name occasionally
[ ] Keep answers concise 
[ ] Reference past episodes if relevant
[ ] Mention agreed call-to-action for listeners

After Recording

[ ] Thank the host
[ ] Send any promised follow-up info
[ ] Ask how you can help promote the episode
[ ] Share episode when published

By following this checklist, you'll be well-prepared to be an engaging and professional podcast guest. Remember to bring your unique perspective and enjoy the conversation!
Let us know if you need anything before the show.
Enjoy

