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	In order, take the following steps:

	Set objectives
	Objectives include
☐  Increased awareness
☐ Increased credibility
☐ Broader network of business contacts
☐ Increased interaction with customers and prospective customers
☐ Increased involvement in market and industry conversations
☐ Relationship development
☐ Lead generation


	Establish a social media username
	Issues to address:
☐ Incorporate your business or domain name if it’s not too long, too hard to type, or already reserved by others on social networks
☐ Keep your name to 15 characters or less
☐ Be sure the name you want is available across the major social media networks 
☐ Go to a site like namechk.com to reserve your name on all networks you may ever want to use


	Establish your social media introduction
	Issues to address:
☐ Include what you do and for whom; what makes you trustworthy, distinct, and likeable, and a sense of the messages those following you on social media can expect to receive
☐ Keep your description to 160 characters or less
☐ Include keywords or terms people will use when searching for businesses like yours
☐ If you’re the primary player in your business, include both your business and personal names in your description so that people searching for either name will be led to results for both
☐ Be sure your social media introduction is an accurate reflection of how you introduce yourself in person and in offline marketing communications for a unified brand image


	Set up an online home base
	Be prepared to direct interest you generate online to a website or blog you control and keep updated. Issues to consider:
☐ If you don’t have one already, establish a website or blog
☐ Include a page or site area featuring an online media center where people can access information and reproducible photos and materials about your business and its owners and top managers
☐ Include the address for your website in social media descriptions and content you develop and share through social media participation


	Establish presence in select social media networks 
	Issues to consider:
☐ Find out which networks customers, key associates, and competitors of your business use
☐ Create pages on such major networks as Facebook, LinkedIn, Google+, and Twitter
☐ If your business has a physical location that serves walk-in consumers, encourage check-ins by creating a presence on sites such as Foursquare (check-ins are through Swarm by Foursquare) and Yelp, plus list your Facebook page as a “local business for check-in capability”
☐ If your business is likely to be reviewed by customers, establish presence on the review and rating sites those in your clientele are apt to use.
☐ If your business generates video, photos, publications, or presentations to share via social media, establish presence on sites like YouTube, Flickr, and many others listed in a frequently updated list by Traffikd.com/social-media-websites
☐ Follow the blogs and social media feeds of sites such as www.socialmediaexaminer.com and www.mashable.com to stay on top of social media news, including new networks or changes in the networks you already use.


	Announce your social media presence to acquire a social media following
	Steps to take:
☐ Invite employees, suppliers, clients, friends, and family to join and interact with your pages
☐ Promote your pages by including invitations to join you online in all your marketing communications
☐ Cross-promote your profiles on each of your social media pages, for instance, by adding your Facebook and Twitter addresses on your LinkedIn profile
☐ Add “Join us on” icons or widgets to your website so people can click to join you on social media
☐ Include “Join us on” signage at key points in your business
☐ Include your Facebook and Twitter page addresses in your email signature and on your business card
☐ Like and follow other social media users and their followers both to benefit from their updates and to achieve visibility in their networks


	Participate in your social media networks
	Steps to take:
☐ Develop content that supports your social media objectives
☐ Create and commit to a posting schedule to assure activity and visibility on social media
☐ Post updates that link to content you’ve generated, automating the process of posting across multiple networks by using free tools such as Hootsuite
☐ Post updates that share links to content others have generated
☐ Interact with others by “liking” posts, retweeting tweets, and adding comments to status updates
☐ Acknowledge and extend thanks for mentions of your business by others and for sharing or retweeting information you’ve generated
☐ Participate in groups, forums, and social media conversations relevant to your business, products, or interests


	Monitor your social media program
	Steps to take:
☐ Set up alerts that notify you when your personal name, business name, product name, or other relevant terms are mentioned online, using services such as alerts.google.com, and socialmention.com
☐ Measure the effectiveness of your social media efforts. Use the monitoring tools on major social media networks to monitor which posts and content generate the most user response.
☐ Use Google Analytics to monitor inbound traffic to your website to determine which networks and posts are generating site traffic
☐ Establish landing pages on your website to capture social media click-through traffic with no additional clicks necessary and to ease effectiveness monitoring




