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List your brand name, common misspellings and product names to track

Run a manual keyword search on each platform you use

Set up a simple log with date, platform, mention and action needed

Schedule a weekly time to repeat your searches and update the log

Note recurring themes and complaints across mentions

Decide which mentions need a public reply and which don't

Route unresolved complaints to the person who can fix them

Pull testimonials from positive mentions and ask permission to share
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