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1. Preparation 
Consider who you want to ask and what you want to ask. 

 
a. Research potential survey participants: 

 
i. How will you select them? 

 
 

ii. How many will you want to survey?  
Tip:  You’ll want to ask at least 5-10 people to get some good data. 
 
 

iii. Where are they? 
Tip: Do you want in-person or online data? Or both? 
 
 

iv. Will you provide any incentives for them to participate in the survey? 
Tip: Try brainstorming ideas on how to get people to participate in your survey. Will you give them something in 
exchange? 
 
 

b. Brainstorm questions & design survey 
 

i. Look at how other surveys  are designed and apply it to your own survey. Ask your team: 
1. What are the order of the questions? 

 
 

2. What kind of information are they asking for? 
 
 

3. What kind of format are they using? 
 
 

ii. What kind of information are you looking for? Make a list of things you want to find out. 
 
 
 

iii. What type of questions best capture the information you are looking for? (multiple choice, 
open-ended, check all that apply, scale, dropdown menu, etc) 
Tip:  Think about each of the answers you’ll get for each type of question. There are pros and cons for each type. 
Choose your questions carefully to get information in the optimum format. 
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https://www.surveymonkey.com/mp/market-research-survey-templates/
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2. Dissemination 
How are you going to get the information? How will you get it to the survey participants? 

 
a. What kind of survey platform are you using? Decide here: 

 
 
 

Here are a few recommended options: 
 

i. Google Forms  - very open-ended and easy to send out; you can create your own questions, 
but limited types of questions 

ii. Survey Monkey  - easy to use and very popular, some features you’ll need to pay for  
iii. Survey Gizmo  - similar to Survey Monkey, some features you’ll need to pay for  
iv. Paper copies - must enter data but easy for users to fill out 

 
b. How will you send out and promote your survey? Make a plan here: 

 
 
 

Here are a few examples on how to send your survey out: 
i. Facebook - https://www.facebook.com/business/a/boost-a-post  

ii. Twitter - https://blog.twitter.com/2015/introducing-twitter-polls 
iii. SurveyMonkey - 

https://www.surveymonkey.com/blog/2013/06/27/how-to-make-your-surveys-social/  
iv. Local promotions - flyers, word of mouth, networking 

 
3. Organization and Analysis 

Once you’ve collected your data, where will you put it? How will you analyze the results? Did you get your 
questions answered? 
 

a. Enter and organize your data  
i. Data from written surveys should be entered for analysis 

ii. Consolidate all your data into one area so you can easily sort it and organize if necessary.  
 

Here are a few options to organize your data: 
1. Google sheets 
2. OpenOffice Calc 
3. Excel 
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https://apps.google.com/learning-center/products/forms/get-started/
http://help.surveymonkey.com/articles/en_US/kb/How-to-create-a-survey
https://www.surveygizmo.com/free-survey-software/
https://www.facebook.com/business/a/boost-a-post
https://blog.twitter.com/2015/introducing-twitter-polls
https://www.surveymonkey.com/blog/2013/06/27/how-to-make-your-surveys-social/
https://www.google.com/sheets/about/
https://www.openoffice.org/product/calc.html
https://products.office.com/en-us/excel
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b. Analyze data and draw conclusions 
i. Recommended tutorials: 

1. Google sheets analytic add-on 
2. OpenOffice Calc tutorial 
3. Excel sheets analysis 

 
ii. Questions to consider: 

1. What conclusions can you draw? 
 
 
 

2. What are some trends you see? 
 
 
 

3. Did you get information you set out to look for? 
 
 
 

4. Reporting Out 
How will you communicate the data you collected? 

 
There are already many options to create charts and graphs through the data organization and analysis 
software you choose. Here are a few more options: 

i. Infographic software 
1. https://venngage.com/ 
2. https://www.canva.com/create/infographics/ 

ii. Charts 
1. What chart is right for what data? 
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https://developers.google.com/analytics/solutions/google-analytics-spreadsheet-add-on
https://wiki.openoffice.org/wiki/Documentation/How_Tos
https://support.office.com/en-us/article/Analyze-your-data-instantly-9e382e73-7f5e-495a-a8dc-be8225b1bb78
https://venngage.com/
https://www.canva.com/create/infographics/
http://www.mymarketresearchmethods.com/types-of-charts-choose/

