
Writing a Survey 
A survey is a measurement tool similar to a weight scale,                                              

thermometer or measuring stick. 

Step 1: Clearly state the goals and objectives of the survey 

What information do you need to know to make decisions for improvement?   

An ambiguous idea of what your survey will be about leads to unclear questions and unclear answers. 

Be careful to collect only the information you need versus the nice to know information. 

Step 2: Calculate your sample size 

Determine your population. 

Establish an appropriate sample—this 
includes individuals most relevant to your 
research. 

Ask yourself the number of re-
sponses you would need to collect 
in order to feel confident in drawing 
truthful conclusions. 

Step 3: Write your survey questions 
Start with a statement then put it into question form.  For every question 
you write ask yourself “what will I be able to do with this information?” 

Avoid being too broad. Be specific about what you want to know. 

Example: 
 “Do you like orange juice?” 

Do I like what? The taste, texture, nutritional content  
     or price? 

Avoid using industry specific jargon and acronyms—Ensure the 
audience you are writing the survey for understand the language 
level, terminology, and intent. 

Example: 
 “How inelastic does this bagel seem to you? 

How many people know what ‘inelastic’ means? 

Avoid leading and negative questions or wording that will bias the 
respondent . 

Words such as should, could, might, always, and never 
should be avoided 

Example: 
“Why do you think everyone hates Microsoft products?” 

  This is leading and makes an unfair assumption 

Ask one thing at a time—double-barreled questions create survey 
inaccuracies. 

Example: 
“How often do your children tell you that they love and 
appreciate you?” 

This question is asking two things 

 

 

Step 4: Test, review, and revise your 
survey 

Ask others to check your survey for 
spelling and grammar errors, read-
ability, flow and consistency with 
the survey goals. 

 

Step 5: Implement your survey 

Develop a communication plan to 
help increase the response rate (an 
ideal response rate is 60-70%).  
Define your time frame and moni-
tor the response rate. 

The more responses, the more 
likely you are able to draw conclu-
sions about your target population. 

 

Step 6: Analyze the data 
A consistent process for organizing and analyzing the data should be established ahead of receiving the first re-
sponses. 

Train all involved to follow the same processes. 

 
Step 7: Draw conclusions 


