
 
 
SURVEY DESIGN WORKSHEET 

 
 
Questions to consider before you get started… 
 
What is the purpose of the survey?  

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

 

How will the data be used?  

____________________________________________________________________ 

____________________________________________________________________ 

 

Whom will you survey?   ______________________________________________ 

 

What method will you use to collect your data (mail, email, telephone, online)? 

 ___________________________________________________________________ 

 

What kinds of resources will you need for the survey? 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

 

How long will the survey be? 

____________________________________________________________________ 

 
 
Building the Survey 

 
1. Write the introduction 

• Explain the purpose of the survey  
• Describe any benefits to the respondent 
• Inform how much time the test should take 
• Provide general instructions 
• Disclose any confidentiality details  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 Example:    
 

Program or Survey Name 
  

Mahalo for taking the time to complete this survey. 
 
This survey is designed to: 

   -measure the impact of _______________on its participants.  
-improve the quality of _______________. 
 

As part of this study, we would like to know about your experiences and 
opinions. This information will be useful in understanding and enhancing 
our program. 
 
This survey should take about ____ minutes to complete. Please be sure to 
read all questions carefully. The information you provide will be kept 
confidential (and/or anonymous). Your answers on the survey will not be 
shared individually.  
 
Thank you! 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 



2. Craft the questions 
 
  
 
 
Brainstorm questions that are relevant to your survey. Remember that each question  
should be purposeful to your information needs and consistent with your logic model.  
 

1. __________________________________________________________________________________ 

2. __________________________________________________________________________________ 

3. __________________________________________________________________________________ 

4. __________________________________________________________________________________ 

5. __________________________________________________________________________________ 

6. __________________________________________________________________________________ 

7. __________________________________________________________________________________ 

8. __________________________________________________________________________________ 

9. __________________________________________________________________________________ 

10. __________________________________________________________________________________ 

 

 

Types of Questions 
 Open-ended 

(ex. fill in the blank, short response) 
Closed-ended 

(ex. multiple choice(s), rating) 
Pros • Allows more freedom of 

response 
• Easier to construct 

• Enhances consistency of 
response across respondents 

• Easier and faster to tabulate 
• More popular with respondents 

Cons • Responses tend to be 
inconsistent across respondents 

• Both questions and responses 
subject to misinterpretation 

• Harder to tabulate and 
synthesize 

• May limit breadth of responses 
• Takes more time to construct 
• Requires more questions 
• May require a scale 
 

Be Brief Be Simple Be SpecificBe Objective 

 
 
 

Choose a scale(s)
• Likert scale: shows level of agreement to a statement        

Strongly     Disagree     Neither     Agree     Strongly 
               Disagree                            Agree 

     
• Semantic Differential Scale: shows position on a 

continuum that ranges from one bipolar description to 
another 

Bad   1   2   3   4   5   6   7   Good 

 
 
 
 
 
 
 
 
_________ _________________________________________________________________________

_________ _________________________________________________________________________

_________ _________________________________________________________________________

_________ _________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

3.  Edit the questions 
• Express only a single item in each question. 
• Ask questions that require a small amount of effort 

to answer. 
• Avoid double negatives. When a negative term is 

used, highlight it. 
• Avoid words that are emotional or provoke bias. 
• Get questions reviewed by others. 

4.  Organize the questions 
• The first question should be directly related 

to the overall topic of the survey and should 
be easy to answer. 

• Place difficult questions later in the sur
• Group similar questions together by:  

o Content/topic 
o Response options 

• Ask any demographic questions at the 
• Review all questions to be sure they ar

relevant and necessary. 
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