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Do’s and Don’ts for Podcast Production 
Module 3: Democracy & Media, Zenica  
 

Do’s Don’ts 
Plan your content 
Make a short outline or script to stay focused. 

Don’t speak too fast 
Listeners might not follow. 
 

Speak clearly and slowly 
This helps all listeners understand you better. 

Don’t read everything 
Sounding natural is better than reading word 
for word. 
 

Record in a quiet place 
Reduce background noise for better sound 
quality. 

Don’t forget your audience 
Use simple language they understand. 
 

Test your audio 
Do a short recording to check volume and 
clarity. 

Don’t aim for perfection 
Small mistakes are okay and human. 
 

Be authentic 
Speak naturally and let your personality 
show. 

Don’t use copyrighted content 
Only use free or permitted material. 
 

 
Use music/sound effects carefully 
Only if helpful – not distracting. 

Don’t make it too long 
5–10 minutes is a good length for beginners. 
 

Edit for clarity 
Remove long pauses or big mistakes if 
possible. 

Don’t forget to save 
Always save and back up your work! 
 

 
Respect rights 
Use only music and media that you are 
allowed to use. 
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