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List every social account your brand controls, including dormant ones

Record username, platform, email address and login access for each

account

Compare profile bios, images and contact details across platforms for

consistency

Pull performance data for the past three months from each platform's

analytics

Review recent posts for brand voice, visual quality and alignment with

goals

Note posting frequency and gaps in your schedule

Decide which accounts to keep, improve or close based on engagement

and capacity

Update profiles and close dormant accounts

Set a posting schedule for active platforms

Track key metrics over the next month to measure progress
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