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A practical checklist to ensure effective and error-free automated content scheduling.

Checklist Items:

1. Verify Core Accounts and Access
Ensure that you have admin access to the CMS, social scheduler, analytics property, teamwork tool,
and API console.
Reference Section: What You'll Need (Prerequisites)

2. Conduct a Scheduling Audit
Export CSVs from the CMS schedule, scheduler queue, and published logs, ensuring all datasets are
normalized to UTC for comparison.
Reference Section: Step 1 — Conduct a Scheduling Audit

3. Identify Mismatch Flags
Analyze the exported data to create flags for inconsistencies such as time zone drift, duplicates, and
missing posts.
Reference Section: Step 1 — Conduct a Scheduling Audit

4. Enforce Metadata Standards
Set requirements for content metadata like titles, slugs, and publish times to avoid conflicts and issues
across platforms.
Reference Section: Automation Pitfalls and Governance

5. Implement Recovery Patterns for Failures
Establish clear recovery work processes for any failed automated posts to ensure timely resolution
and rollback options are available.
Reference Section: Recovery patterns for failed automated posts

6. Regularly Review Scheduled Content
Schedule regular audits (e.g., weekly) to assess the integrity of the publishing windows and
integration health.
Reference Section: Step 1 — Conduct a Scheduling Audit

7. Limit Changes to Routing Rules
Create governance rules that restrict who can modify routing rules to minimize human errors that
cause automation failures.
Reference Section: Governance rules to reduce human-induced automation breakage
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8. Ensure Time Zone Consistency
Make sure all content is set to the correct time zones, particularly differentiating between UTC and
local office times.
Reference Section: Skills and time estimates

9. Set Up Automated Preflight Checks
Implement automated checks to confirm that all scheduled content is ready for publication before the
actual time.
Reference Section: Governance rules to reduce human-induced automation breakage

10. Monitor Analytics for Blind Spots
Regularly check analytics reports for any anomalies or blind spots that could suggest issues in the
automated processes.
Reference Section: Automation Pitfalls and Governance
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