" | SOCIAL MEDIA\

T8I AUDIT CHECKLIST

Social Account: Date:
Audit Performed By: Job Title:
Profile & Branding Notes

Profile picture / logo uploaded

Cover/banner image is branded & current

Bio/About section clear & includes keywords

Username consistent across platforms

Contact info and website link included

Content & Posting Notes

Posting consistently (daily/weekly/monthly)

Mix of content types (images, videos, reels, carousels)

Branding is consistent (colours, fonts, tone of voice)

Captions include clear Call To Action’s

Posts are proofread/free from errors
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VIRTUAL EXECUTIVE
SERVICES

Engagement Notes

Responding to comments & messages promptly

Encouraging interaction (polls, questions, quizzes)

Sharing or reposting relevant content

Tracking likes, shares, saves, follower growth

Links & Website Notes

Website link in bio is correct and working

Links are clickable and trackable

Landing pages are optimised for conversions

Ad/Promotions (Optional) Notes

Running paid campaigns
Target audience defined

Budget and Return On Investment tracked

Actions
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