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 I understand the importance of connecting with my ideal audience on a 
more personal level—and that podcasts are perfect for making that 
connection

  I understand the power of leveraging my podcast host’s audience by being 
a guest on her show

  I understand I must make the experience a ‘win-win’ one for my host—and 
her audience

  I also understand that when I am a guest on her show, I need to:

  Make my host look good

  Delight her audience 

  Enhance her authority 

  I understand that to do that, I must develop a consistent preparation 
routine for being an informed and interesting guest

  I am making sure that I tell my unique authentic story—one that:

  Is relevant to my host and her audience

  Establishes an emotional connection

  Contains a strong hook

  Identifies a problem

  Makes a promise

  Offers a specific solution or step to resolve the problem

  I am ensuring that I offer to be interviewed on individual, focused topics 
with themes that connect
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  I am offering my story and my insights, but making sure that these connect 
with the fears, hopes and dreams of the audience

  I am making sure my podcast topic list has a strong title or description that 
promises all the above

  I am taking the time to package my topic proposal in a way that is totally 
customized and right for my host and her audience

  I am taking the time to familiarize myself with potential hosts by doing as 
many of the following as I can:

  Following them on social media

  Joining their Facebook or LinkedIn Groups

  Taking their courses or joining their membership clubs

  Subscribing to and following their blogs

  Engaging with them on their blogs and social media networks

  Supporting their launches

  Becoming an affiliate

  Listening to their podcast episodes

  Other________________________________________________

  I am following a consistent plan and routine for doing the above, assigning 
specific time blocks per day

  I have assessed what I can offer as a guest, including:

  Asking others how I have helped them
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  Reading my own testimonials and really paying attention to what 
they say about me

  Looking at and recognizing my lifetime achievements—no matter 
how small

  While assessing myself, I am looking for achievements and changes that 
the listener:

  Urgently wants for herself

  Has felt or experienced, and grappled with it

  Finds entertaining and interesting

  I understand that we all want to:

  Do something worthwhile or exceptional

  Be special

  Solve our big problems

  I am making sure that not just my content has quality, but that I am 
presenting myself professionally through the right equipment

  I am: 

  Using a noise-cancelling microphone, or microphone headset, that is 
not native to my computer

  Following best practices to eliminate all distractions and potential 
causes of noise contamination 

  Testing my equipment before joining a broadcast

  In my guest pitch, I am sharing with my host:
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  My stats and sites

  My power points

  My promotion promises

  My availability

  Where she can find my sound bites

  My pitches cover the basics of: 

  Who

  What

  Where

  When

  How

  Why

  I am using a professional Pitch Template to ensure, among other things, 
that I don’t accidentally omit important information

  I am customizing my Pitch Template to my potential host

  I understand I can use or adapt my “short version” web bio in my pitch

  I understand that if I don’t have an archive of past guest appearances on 
podcasts, I can simply:

  List my blog link

  Link to guest posts I have written

  Refer them to blog interviews featuring me as a guest
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  List the links to my YouTube and/or Vimeo channel

  Other________________________________________

  I understand that the purpose of the above links is not to demonstrate 
how famous I am, but to give them a ‘flavor’ of what I’m about and what I 
can offer, so they can decide if I am a good fit for their audience

  I am making sure I include relevant stats, such as: 

  How many interviews I’ve done

  Social media follower numbers (Facebook, Twitter, etc.)

  Email subscriber numbers

  Other_________________________________________

  I have created small audio clips for my potential host to listen to

  I am hosting them in the cloud, off my own site, for security and speed, on 
services such as:

  Amazon S3

  Libsyn

  I have made several sound bites to suit different types of shows 

  I am:

  Making a specific promise in my pitch to promote the episode 

  Detailing exactly how I plan to promote it, including:

  Where I will promote it

  How often I will promote it (before and after the episode)
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  Detailing exactly what resources I will provide in the way of 
handouts, images, etc.

  I have set up a system to ensure I don’t omit anything—that I keep my 
promises

  I have included a speaker section on my website

  I am making sure my presentations contain highly quotable sound bites or 
quotes

  I am following the 3 Ps:

  Position

  Prepare

  Practice

   I am following this specific checklist routine:

  Ensuring I have a strong internet connection before the broadcast

  Testing my equipment in advance to make sure it is working properly

  Closing all unnecessary browser windows and programs

  Turning notifications off for text, email, and social networks

  Being aware of all sources of sound contamination (wind blowing, air 
conditioning units, traffic noises, etc.) and doing what I can to 
remove them

  Keeping a drink ready at hand, in case my voice acts up

  Turning off phones
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  Kid-and-pet-proofing the room I am working from, and making sure 
they are taken care of by someone else

  Getting my cue cards ready

  Shutting doors and windows

  Smiling before I start speaking

  Other__________________________________________

  I am maximizing my message and staying focused

  I am paying as much attention to follow up as I did to pitching

  I have made sure how and where to reach me is included at every 
opportunity, during the whole guest process

  I am taking action and starting this today
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