e Name:

e Audience:

e Applications:
Google Workspace (G-suite): Email, Calendar, docs, sheets, etc.
Slack: Team communication
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e Tools:

® Team:

Podcast Business Plan:

Last Pass: Password Organizer

Podcast: Podbean, Spotify, Apple

Recording: Streamyard

Social: Meta (FB, Instagram), YouTube, TikTok
Website: Squarespace

Calendar Booking: Calendly
Automations: Zapier

= Connect: G-suite, Slack, Calendly, Etc.

Mic: Blue Yeti
Any Webcam

Fiverr: https://www.fiverr.com/

= Graphic design, Intro/outro, Press Release, Any Misc. Services

Virtual Assistant (VA):

= https:

etmagic.com

=  How to work with a VA

Book: The 4-Hour Workweek by Tim Ferris
Book: The Art of Less Doing: by Ari Meisel

Book: Your World Class Assistant by Michael Hyatt
Book: How to set up your business for under $1,000 by Dan Fleyshman

Book: How to set up your personal brand for under $1,000 by Dan
Fleyshman

= VAtask flow:

Schedule Guest
Guest research report if necessary
Set up Streamyard link (send to host and guest)
Remind: Host & Guest via Email
o Include FAQ, Links, Etc.
Record Episode (audio, video)
o VA takes notes, time stamp topics, mistakes, cuts, tec.
Download episode and edit (if necessary).
Create social media collateral.
Upload full episodes to podcasting platforms.


https://workspace.google.com/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=na-US-all-en-dr-bkws-all-all-trial-e-dr-1605018&utm_content=text-ad-none-any-DEV_c-CRE_595072123137-ADGP_Desk%20%7C%20BKWS%20-%20EXA%20%7C%20Txt%20~%20G%20Suite%20~%20Core_G%20Suite%20Core-KWID_43700060153385076-kwd-7564271891&utm_term=KW_g%20suite-ST_g%20suite&gclid=Cj0KCQiA8t2eBhDeARIsAAVEga2xqRWyZk1M4WzjB08_S205HDWQbOuWRQUoc50Bx71m1bqfVxXKVoUaAlfiEALw_wcB&gclsrc=aw.ds
https://slack.com/
https://www.lastpass.com/
https://www.podbean.com/
https://podcasters.spotify.com/
https://podcasters.apple.com/
https://streamyard.com/teams/ziGvBAN03y86Cl39qdz4heBj/broadcasts
https://www.squarespace.com/
https://calendly.com/
https://zapier.com/?utm_source=google&utm_medium=cpc&utm_campaign=gaw-usa-nua-search-desktop-trademark-brand_exact&utm_adgroup=brand_trademark_zapier&utm_term=zapier&utm_content=_pcrid_605859591573_pkw_zapier_pmt_e_pdv_c_slid__pgrid_139732742362_ptaid_aud-809502765494:kwd-298647606221_&gclid=Cj0KCQiA8t2eBhDeARIsAAVEga0WC8jZsjX5bvIin_g-qCnuHMjCV6wdi6fPxYNDhh3qnCoE3El35f8aAvpUEALw_wcB
https://www.amazon.com/Microphone-Recording-Streaming-Podcasting-Adjustable/dp/B00N1YPXW2/ref=sr_1_1_sspa?crid=3M89T3NHFL6MF&keywords=blue+yeti&qid=1675108043&sprefix=blue+yeto%2Caps%2C140&sr=8-1-spons&psc=1&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUExU0hSV1VPOVM0RkdFJmVuY3J5cHRlZElkPUEwNjM2MjUyMUVSN1lBMThETVVHWSZlbmNyeXB0ZWRBZElkPUEwMzY2OTg5MzhSTFdaOTA4WFdZNCZ3aWRnZXROYW1lPXNwX2F0ZiZhY3Rpb249Y2xpY2tSZWRpcmVjdCZkb05vdExvZ0NsaWNrPXRydWU=
https://www.fiverr.com/
https://getmagic.com
https://www.amazon.com/The-4-Hour-Workweek-audiobook/dp/B000PKG4DM/ref=sr_1_2?crid=I2PX5EJNO8D0&keywords=4+hour+work+week&qid=1675107420&s=audible&sprefix=4+hour+work+week%2Caudible%2C80&sr=1-2
https://www.amazon.com/Art-Less-Doing-Entrepreneurs-Beautiful/dp/B01INOGJRM/ref=sr_1_3?crid=24I9DF83WG36E&keywords=ari+meisel&qid=1675107444&s=audible&sprefix=ari+meisel%2Caudible%2C85&sr=1-3
https://www.amazon.com/Your-World-Class-Assistant-leveraging-Executive/dp/1733970126/ref=sr_1_1?crid=1SEVKMJA2PXO6&keywords=michael+hyatt+world+class+assistant&qid=1675107493&s=audible&sprefix=michael+hyatt+world+class+assistant%2Caudible%2C82&sr=1-1-catcorr
https://www.amazon.com/Set-Up-Your-Business-Under-1000/dp/0997420316/ref=sr_1_2?keywords=Dan+Fleyshman&qid=1675107537&s=audible&sr=1-2-catcorr
https://www.amazon.com/Set-Up-Your-Business-Under-1000/dp/B01FGEDZV0/ref=sr_1_1?crid=39ULJ0XBOBBVI&keywords=dan+fleyshman&qid=1675107519&s=audible&sprefix=dan+fleyshman%2Caudible%2C87&sr=1-1
https://www.amazon.com/Set-Up-Your-Business-Under-1000/dp/B01FGEDZV0/ref=sr_1_1?crid=39ULJ0XBOBBVI&keywords=dan+fleyshman&qid=1675107519&s=audible&sprefix=dan+fleyshman%2Caudible%2C87&sr=1-1

Upload clips to social media (ie. Instagram Reels, TikTok, YouTube Shorts,
etc.)

Upload links to website

Send Guest links and collateral to co-promote



