Tips and Procedures for Creating a Podcast

•

Download a free version of audio recording and editing software:
o

Audacity from: http://audacity.sourceforge.net/

o

Power Sound Editor from: http://www.free‐sound‐editor.com/

o

WavePad Sound Editor from: http://www.nch.com.au/wavepad/index.html

•

Use a good quality microphone

•

Choose a quiet room to work in, with no interruptions
o

Turn off your cell phone and email.

o

Avoid recording in places with hard walls that create an echo.

o

You may need to record your final version early in the morning or late in the day, to
avoid background noise.

•

Know what you are going to speak about, make a script if necessary, and practice two or three
times
o

Informational, educational, training, and marketing podcasts should be between ten and
fifteen minutes long.

o

If you choose to use a script: print or write the script on one side of paper, lay the
papers flat in front of you, in the order you will present the information. (This will avoid
the microphone picking up the noise of rustling papers.)

o

If you choose to use an interview format for either a portion or the entire podcast:
provide your questions to the interviewee well before your podcast recording. Ensure
the interviewee is familiar with the podcast recording techniques.



If you are conducting the interview through the phone: either (1) set up a time
for the phone interview, and let the interviewee know you will be recording as
soon as she/he answers, or (2) call the interviewee beforehand to brief she/he
on the podcast recording procedures, and call a second time to begin recording.

•

Make a couple of practice versions of your podcast
o

Speak close to the microphone for the best results.

o

Avoid breathing heavily into the microphone, using umms and ahhs, and moving away
from the microphone.

o

Keep the recording level constant, so the listener doesn’t need to change the listening
volume.

•

Review the podcast; ensure there is no background noise and that the volume is appropriate
o

You may need to find a different room to record in, or make adjustments to the
equipment.

o
•

You may also need to rerecord podcast interviews, if the sound quality is not up to par.

Record the final version of your podcast

