
Podcast Guest Checklist 

update, & submit  bio/media
kit + Current Headshot

Before the show

listen to 2 full episodes
of podcast host

identify the audience
member & why they listen

note common questions
or "bits' the host uses

prepare at least 3
relatable Stories

prepare 3 tangible actions
a listener can implement

complete and Do any
requested pre-work early 



Podcast Guest Checklist 

if not recording in person
have the best audio set up 

during the show

Use the host(s) name

Keep answers concise

reference prior episodes if
relevant

have a Call to Action or
offer for listneners

don't ask for a do-over
unless it's extremely bad

be camera ready



Podcast Guest Checklist 

after the show

Promote the episode
online/social + Tag  Host

listen and evaluate
when podcast is live

offer to connect host
with other guests

gently ask the host for
other show appearance
referrals ( 2 weeks post)

send a thank you note to
the host

capture an image + video
with the host for

marketing materials


