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DESKTIME STORIES Podcast Prep Checklist

Use this checklist to prepare for the podcast.

☐ Send Your Short Bio (at least 1 day before). So, I can introduce you clearly.
Your bio can include:
· What you do today (or your current focus) 
· Key areas of experience or industries 
· Previous roles, projects, or businesses 
· Anything you’re working on or are known for 
· Where people can find you 

☐ Choose What You’d Like to Share and Email along with your Bio
· Use the Desktime Stories Guest Interview Preparation Guide to assist you with this. 
☐ Setup 
· Best option: use a laptop or computer and air pods (prevents echo) 
· If no air pods: lower speaker volume and sit a bit away from your computer 
· We’ll do a quick check before we start 
· Remember this is a video podcast, so choose your background where you feel comfortable and camera-ready



THE DAY OF THE PODCAST
Once you join, we’ll do a quick sound check, walk through the plan, and make sure you’re comfortable, including the option to request edits before publishing. Then we’ll start.

☐ Intro
· I’ll introduce the podcast
· I’ll introduce you using your bio and I’ll welcome you and set the stage 

☐ Interview
· I will ask you the questions you choose from the Preparation guide
· I will ask: What happened, What you learned, and What someone else can take away
· The flow is relaxed — we can go deeper or shift as needed 

☐ What You’d Like to Promote/Share
At the end, you’ll have time to share:
· A project, a book, podcast, product, service, or idea you’d like to promote
· Where people can find you 

✨ That’s it. You are ready, now let’s enjoy and have fun! 
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