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Introduction

This comprehensive guide is designed to help small and medium-sized businesses (SMBs) 

establish and maintain an effective social media presence. Whether you're just starting your 

social media journey or looking to optimize your existing strategy, this checklist provides a 

structured approach to social media marketing.



This guide is organized into different sections, each focusing on a crucial aspect of social 

media management. You can use it in several ways

 As a step-by-step guide when setting up your social media presenc

 As a regular reference for maintaining and improving your social channel

 As an audit tool to evaluate your current social media effort

 As a training resource for new team members

Foundation Setup

Platform Selection and Setup

□ Research where your target audience is most active


□ Create business accounts on selected platforms


□ Complete all profile sections with consistent information


□ Upload high-quality profile and cover images


□ Add business hours, location, and contact information


□ Enable relevant platform-specific features (e.g., shopping, on Instagram, appointments on Facebook)

Brand Guidelines

□ Define your brand voice and tone for social media


□ Create a visual style guide (colors, fonts, image styles)


□ Establish hashtag strategy (branded and industry-relevant tags)


□ Document response guidelines for customer interactions


□ Set up saved responses for common questions
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Content Planning

Content Strategy

□ Define content pillars (3-5 main topics)


□ Create content calendar with posting schedule


□ Plan content mix (educational, promotional, entertaining)


□ Establish content creation workflow


□ Set up content approval process

Asset Creation

□ Build a content asset library


□ Create templates for regular content types


□ Establish photo/video guidelines


□ Set up tools for content creation and editing


□ Document sizing requirements for each platform

Engagement and Community Management

Daily Tasks

□ Monitor mentions and tags 


□ Respond to comments and messages 


□ Engage with relevant industry content 


□ Share user-generated content (with permission) 


□ Track and address customer service issues

Weekly Tasks

□ Review scheduled content


□ Analyze engagement metrics


□ Participate in relevant industry conversations


□ Update content calendar


□ Engage with partner businesses
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Analytics and Optimization

Monthly Review

□ Track key performance indicators (KPIs)


□ Analyze top-performing content


□ Review audience growth and engagement


□ Assess competitor activities


□ Update strategy based on insights

Quarterly Assessment

□ Conduct comprehensive performance review


□ Update content strategy if needed


□ Review and adjust posting schedule


□ Evaluate platform performance


□ Set new goals and KPIs

Risk Management

Safety Measures

□ Set up two-factor authentication


□ Document password management protocol


□ Create crisis communication plan


□ Maintain backup of important content


□ Review platform security settings regularly

Compliance

□ Review platform-specific guidelines


□ Ensure FTC disclosure compliance


□ Document copyright and attribution procedures


□ Maintain records of permissions and licenses


□ Review privacy policy and terms of service
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Growth Initiatives

Advertising

□ Set up business advertising accounts


□ Define advertising budget and goals


□ Create target audience profiles


□ Develop testing strategy for ad content


□ Establish ROI measurement process

Cross-Platform Integration

□ Link social media accounts where relevant


□ Add social media to email signatures


□ Integrate social feeds on website


□ Create cross-platform content strategy


□ Set up social sharing buttons on website

Best Practices Tips
 Consistently monitor industry trends and platform update

 Maintain a content buffer of at least two week

 Regularly engage with your audience beyond promotional conten

 Keep track of successful campaigns and strategie

 Document lessons learned and areas for improvemen

 Stay updated with platform algorithm change

 Network with other businesses in your industr

 Regularly train team members on new features and best practices
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Remember: This checklist is meant to be adaptable. Not every item will apply to every business, and 

you should modify it based on your specific needs, resources, and goals. Start with the most crucial 

elements for your business and gradually implement more advanced strategies as your social media 

presence grows.

Take your social media to the next level with quso.ai 

Create AI videos, leverage AI influencers, and generate 

engaging content - all in one place.

Sign Up Today!
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