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Small Business Social
Media Strategy
Checklist




Introduction

A strong social media presence is vital for small businesses in today's digital landscape. This

comprehensive checklist will help you develop, implement, and maintain an effective social

media strategy that drives engagement, builds brand awareness, and contributes to your

business goals. Use this checklist as your roadmap to social media success, checking off

items as you complete them and revisiting them regularly to ensure your strategy stays

current.

Foundation Setup

Platform Selection and Setup
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Research where your target audience spends their time online
Identify 2-3 primary social media platforms to focus on
Create business accounts on chosen platforms

Complete all profile information sections

Upload high-quality profile and cover images

Add business hours and contact information

Include relevant business category and keywords

Write compelling bio/about sections

Add website links and location information

Brand Guidelines
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Define brand voice and tone for social media
Create brand hashtag strategy

Establish visual style guide

Color palette

Font choices

Image styles

Logo usage guidelines

Develop response templates for common interactions
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Content Strategy

Content Planning
Define content pillars (3-5 main topics)
Create content calendar

Plan content mix ratio (promotional vs. value-add content)

O
O
O
O Schedule regular content brainstorming sessions
O Identify key business moments to highlight

0 Plan seasonal and holiday content

O

Create backup content for emergencies

Content Creation

Develop content templates
Create image templates

Set up content creation tools
Plan video content strategy
Establish photo/video guidelines

Create branded hashtag list
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Develop user-generated content strategy

Engagement Strategy

Community Management

Set response time goals

Create engagement tracking system

Develop crisis management plan

Plan community engagement activities

Create customer service protocol for social media

Set up monitoring for brand mentions
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Plan influencer collaboration strategy
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Posting Schedule
0 Determine optimal posting times
[0 Create posting schedule for each platform
0 Set up content scheduling tool
O Plan content recycling strategy
0 Create holiday/special event calendar

0 Develop weekend posting strategy

Growth Strategy

Audience Building

O Set follower growth goals
Create follow/unfollow strategy
Plan audience engagement tactics
Develop cross-promotion strategy
Create social media advertising plan

Plan contests and giveaways
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Identify collaboration opportunities

Advertising
[0 Set advertising budget
Define target audience parameters
Create advertising calendar
Plan A/B testing strategy
Set up pixel tracking

Create custom audiences
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Plan remarketing campaigns

B quso.ai



Measurement and Analysis

Analytics
O Set up tracking tools
Define KPIs
Create monthly reporting template
Track competitor metrics
Monitor hashtag performance

Analyze best-performing content
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Track engagement rates

Regular Review
[0 Weekly metrics check
Monthly performance analysis

Quarterly strategy review

Content audit (every 6 months)

O
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0 Annual goal setting
O

[0 Competitor analysis (quarterly)
O

ROl assessment

Tools and Resources

Essential Tools

O Content scheduling tool
Image editing software
Video editing tool
Analytics tracking tool
Social listening tool

Content creation apps
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Project management tool
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Team Management

[0 Assign roles and responsibilities
Create approval workflows
Set up team communication channels
Develop training materials
Create access management protocol

Plan backup coverage
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Schedule regular team meetings

Maintenance Tasks

Daily Tasks
0 Check messages and comments
O Monitor brand mentions
O Engage with followers
O Share scheduled content

[0 Monitor trending topics

Weekly Tasks
[0 Review analytics
O Plan next week's content
O Engage with industry influencers
[0 Check competitor activities

[0 Update content calendar

Monthly Tasks

Review and adjust strategy
Analyze performance metrics
Update content templates
Clean up old content

Audit engagement activities

Review and adjust posting schedule
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Update advertising campaigns
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Emergency Procedures

Create crisis communication plan
Establish backup posting protocol
Set up emergency contact list

Create response templates for issues
Document escalation procedures

Plan backup content strategy

OO o oo0oaogod

Set up monitoring alerts

Remember to regularly review and update this checklist as your business grows and social
media platforms evolve. Success on social media requires consistent effort, authentic
engagement, and regular strategy adjustments based on performance data and audience
feedback.

Ready to take control of your social media strategy
and grow your business online? Try quso.ai today
and make managing your social presence a breeze.
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