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{f GENERIC SURVEY RESEARCH ELEMENTS e R v
STANDARD SEQUENCES OF EVENTS FOR MAILJMND TELEPHONE SURVEYS
. ALGORIT@BE FOR ESTIMATTNG—MATERIALS COSTS AND. QUAﬁTlTies - L
A CATALOG OF SJOCK DEMObRAPHIC ITEMS FOR SURVEYS _ |
A F1L§:6F STOCK LIKERT RATING SCALE FORMATS ., °
" STOCK LETTERS . AND Fog;ow UPS FOR MAILED.SURVEYS -
- STANDARDIZED PROCEDURES FORCTRACKING RETURNS AND ADDRESSES

‘; g' STANDARDIZED sEﬁuENQE OF DATA ANALYSES '_" " :fi;'-

© STANDARDIZED/RKPORT FORMAT < + = ¢
. N ‘ ' ' ' : e

R4 oo

WORKSHEET FOR WRITING THE REPORT - N

BN

/'\
BOILERPLATE REPORT PARAGRAPHS = ;:2 . |
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MﬁdOHJ STEPS IN SURVEY RESEARCH

.‘\

/ . Report ertmg

Resegrch DeS|gn S

Procedure Devalopment

Questlonnawe Development
.Data Co!lectldn

Coding, Editing, Keypunching

y ‘Data Analyeus

. t ’

Cost Estimation L\ |
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- SURVEY PROCEDURE CHECKLIST SRR
(mailed questiohnaire version) . '

B WEEK 1
B 90 (meeting #1 with client)
foe (mail/telephone/handout)

(=]

(13

(2]

-t

Q .
.®

(%)

o

-3

—Begin literature review v ,

4____Draft preteé‘ questionnaire % . CT N
— Determine bop ation and size

— Estimate s}@ sies —~ .

Estimate survey costs = \

' ) Send- draft of memorandum of agreement to client
___ fstablish project.management dates e ;‘ “
| o WEEK 11 S
. L PiTUt test questionnaire with client/colleq&ﬁ’ émeeting #2 with client)

Order s&%piie\‘ . ]

Draw sample / generate//ndresses o 3” "////
Typeset tetterhead/envelopes/postcards (1y/ﬁ;eded) ' ‘
«n__ Get mail permit (if needed) .

Prepare prenotification letter
Prepare address checking letter
Prepare cover letter for Q#l (1st questionnaire mailing)
Prepare modified cover letter for Qf1’ ) - e
Prepare post card reminder #1

Prepare cover letter for Q#2

Prepare post card remipder #2 e

¢

l | |‘ l

» .

‘Prepare followup letter .
Prepare.final memorandum of agreement for client.
Rewrite questionnaire (draft #2) = &

Continue literature review - B

Draft ‘telephone follow-up script (optional)

; o . . = : ;
N ’ ) . t 3 \
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MEER I1I
Pilot test questionnaire with subsample of population '_
~ Arrange addressing of letters/postcardsiuitn’Service Bureau
Arrange mailings with Campus Mail- ; 3 . ,

Rewrite questionnaire 4draft #3).
Send- memorandum of agreement to client (final draft)

Hire telephone remafnder staff (optional)

N ‘ >. g 'ﬁéEK Iv 0 \\\ v
Pilot test pretest with second sujfgroup . -
Prepare 4th draft of questionnaire
Send 4th draft to client o,
Write SPSS System File program
Fill out REPORTHRITER program
‘Draft Introduction and Methodologf’sections of report

Edit and reviem/;jnal draft of questionnaire

N

Arrange keypunchind (or optical §canning)
‘Develop initial” coding catégories and editing rules

. . - o .
TN 'Y
& .

L | : WEEK ¥ | .
\ ’ - Send prenotification letter ] |
' Send questionnaire to be:printed
Note address corrections
‘Edit/Key trial data (from pretest)
Create trial System File
Develop report table formats

Write SPSS REPORT programs _ -
Write TELL-A-GRAF programs (if needed) .

WEEK VI
. ! { ! 9 . )
Produce sample tabléswandlgraphs
- Update addresses -

Y

Meet With client (meeting #3 - optional) 'fﬁy

Write second draft of Introduction and Methodolqgy sections



Send out address checking letter - ’ -
Type and address envelopes and letters for 0#1
Stuff surfey envelopes v .
‘Draft Result' section .- ' ) . ¢
Prepare codebook- |
WEEK VII o
_ Mail Q#l (questionnaire with cover letter) .
—_Type anH address envelopes and modified letters for Q#1 (for address
‘chranges)|. '

Mail modifed 'Q#1 ‘(to address-changesy

Presggt 'repdrt, table, and graph drafts’ to cliente(meeting“#4)
.Address postcard reminder "#1 (or prepare“telephone.folloy-up) -

Do preliminary data analysfis - /

Ny ,
WEEK VIII

Mail postcard reminder ‘# (or begin tele;hone follow-up)

Check in survey returns

Type and address letters and envelopes for 0#2 e v
Edit/code returned survey ’ LT f‘

___ Create sample System File (using real data)

WEEK IX

Mail Q#2 (to nonrespondents) | S _ B
Address postcard reminder #2 (or prepare telephone follbw-up)
Edit/code returned surveys - .

Take returned surveys to keypunching
: 4

!
e’
[

-Mail postcard reminder #2 (or begin telephone follow;up) . /
Check-fn survey returns . . ‘ /
Address Follow-up letter (or prepare telephone follow-up) /
Edit/code returned surveys -

"\gsexx,‘_ S
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. ST WEEK X1
Mall follow-up letter (or. begln telephone follow-up)

Check in returned surveys .

Edi /code/key surveys 4 . ,'
Dgrt prellmlnany Analysis sectlon

".Produce second draft ‘of Result section

L B ¥ 11 «
—___Check in returned suryeys | '
- Edit/code/key surveys S
___ Credte SPSS System File | '

= , |

k]

‘Prepare central file on study o

A

- . ( .
. DR WEEK itrxl(
Do final data analysls
Produce tables and graphs

Schedule verbal presentation with cllent brea
Write Executlve4$ummany '

o _ WEEK XIV -
Produce and circulate. final draft>of report
Make presentation to client (meetlng #5)
Bill cllept
Revlse total report -

_____Publish and print report

Debrief study staff and analyze p ocedures

\I

-

i ™

o,

i
, I B




| HINTS ON ADMIMISTERING MAILED SURVEYS

! 4

., ABSQLUTELY THE WORST MISTAKE TbU CAN MAKE IN A MAILED QUESTION-
NAIRE STUDY IS TO MESS UP THE NUMBERING OF THE QUESTIONNAIRES

AND IN -THE SAMPLE, OUBLE CHECK -THAT QUESTIONNAIRES ARE NUMBERED
ANDzTHAT‘NUMBERS MATCH THOSE ON YOUR LIST. -

THE SECOND WORST MISTAKE YOU CAN MAKE IS A TYPOGRAPHICAL ERROR Oa,'
¢ THE QUESTIONNAIRE., OING SOMETHING LIKE LEAVING OUT A HEADING IN A
’ RESPONSg SCALE CAN RUIN THE DATA. PROOF ALOUD; AND PAY SPECIAL
. ATTENTION TO HEADINGS- -
<L YOur DEVELOPMENT TIMELINES WILL ALNAYS BE. T0O SHORT. SAVE TIME
BY WORKING UP PRELETTERS AND FOLLOW-UPS BEFORE THE QUESTIONNAIRE
D HAVE THEM ALL PRINTED AT ONCE., HIS AVOIDS LAST MINUTE PRINTING
FOUL-UPS AND ALLOWS YOU TO GET THE MAILING STARTED BEFORE THE
QUESTIONNAIRE IS FINISHED. :

You SHOU D ALSO SKETCH OUT THE DATA ANALYSIS BEFORE YOU DO THE
"STUBY . UESTION DESIGN AND ANALYSIS METHOD GO HAND IN HAND.

IF YOU'RE REALLY TOGETHER 'You WILL SKETCH OUT YOUR WHOLE REPORT - .
BEFORE YOU COLLECT THE DATA.

YOUR TIMELINE WILL ALWAYS BE TOO SHORT AT THE END OF THE STuDY TOO;
F YOU HAYEN'T FOLLOWED THE TWO HINTS ABOVE, CONSIDER REPORTING IN
PHASES., ET A QUICK AND SHORT REPORT OF DESCRIPTIVE STATISTICS ouT, -
AND DO THE DEEPER ANALYSES LATER.

IN TRUTH, MOST DATA‘BASED DECISIONS ARE MADE ON THE BASIS OF SHORT
REPORTS USING VERY-SIMPLE STATISTICS PERCENTAGES -AND CROSS TABS.

- IN THE SAME VEIN, THE LONGER YOU.STAY IN INSTITUTIONAL RESEARCH, -
"THE SHQRTER AND MORE ATTRACTIVE YOUR DATA REPORTS WILL BE§8M
E.«G.»H PAGE REBORTS WITH COMPUTER GRAPHICS; RATHER THAN PAGE
REPORTS, WITH PAGES OF TABLES

IF YOU CAN, KEEP TRACK OF RETURNS ON_A COMPUTER DATA BASE, IF YOU
CAN'T, USE A LABELLED Cg g SYSTEM., PUT A NﬁM E AND ADDRESS LABEL AND~—
RESPONDENT NUMBER ON A 3X5. CARD., WHEN THE QUESTIONNAIRE IS RETURNED
TRANSFER IT FROM AN OUT BOX TO AN IN BOX. L

ADDRESS TRACKING SOURCES DEPEND ON' YOUR SITUATION. TRY PHONE
BOOKS FIRST. HEN IF POSSIBLE TRY TO WRITE TO SOMEON NHO WOULD
KNOW THE WHEREABOUTS OF YOUR INFORMANT (E.G., PARENTS

.




B " SURVEY PROCEDURE CHECKLIST

j o ) (telephone questionnaire version)

LA c S

o CWEEK I ' ¢

Make decision to go (meeting #1 with client) ' o
Decide survey. type (mail/telephone/handout) e
Begin l1iterature revieY 0
Draft pretest questionnaire
Determine sample population and size -
Estimate supply quantities .
Estimate,survey costs T
“‘Send draft of memorandum of agreement to client -
Establish project management dates

i|~|||||||

14

-

WEEK 11
Pilot test questionnaire with client/collegues (meeting #2 g;éh client)
Order supplies ' ,
Draw sample / generate addresses
Prepare address checking letter
Prepare final memorandum of \agreement for client - -
Rewrite questionnaire (draft #2)
Continue litetature review
Arrange pretes
Hire interviewers o .

‘ : RN © MEEK 111

Pilot test questionnaire with subsample—of>pépulation
Rewrite questionnaire (draft #$3)° 4.

Send memorandum of agreement to client (final draft)
Meet with client (meeting #3 - optional)

./Hire telephane remainder staff (optional) y
Develop interviewer instructions : >
Set interviewing dates and briefing

|11

| 1]
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/
Prepare codebook \ (/’ /f'

_ WEEK IV
Pilot test pretest with second subsample~
Prepare 4th draft of questionnaire
Send 4th draft to client . .
Hrite SPSS System File program
'Fi17 oyt REPORTWRITER program
Draft Introduction and Methodology sections of report
Edit and review final draft of questionnaire
Arrange keypuaning (or optical scanning)
Deyelop injtial coding categories and editing rules

4

¢ WEEKV o

Send questionnaire to be printed” ' .
it/Key trial data (from pretest) ‘

Create trial System File r7J’:
Develop report table formats
Write SPSS REPORT progrags
Write TELL-A-GRAF programs (if needed)
Write second draft of Introductién and Methodology sections
‘Brief interviewers ang distribute questionnaires

N

P 4
3

] WEEK VI {
"Begin interviewind . _~ -~ ™

produce sample tables and graphs

Update addresses

.Send out address checking letters as needed

Draft Result section ¥



WEEK- VII-
Complete interviewing
____ Present report, table, and graph drafts to client '(meeting #4)

_Do verification call- ?acks '. < .
. . -"\j
¥ ' | ok MEEK VIQDS '
Check in completed questionnaires
- Edit/code completed questionnaires :
q_!__:_Take returned surveys to keypundhing (or optional *scanner)
T S Y
_._Create System file I A
____ Do data analysis C N
| Produce tables and graphs )
- Produce drafts of Results and Analysis sections '
____ Schedule verbal presentation with client break
____ Write Executive Summary
WEEK X ‘
____ Produck and circulate final draft of report s
- Make presentation to client (meeting #5) ; o
____Billclient - :
____Revise total report |
o . ® . MEEK XI
~Publish and print report s
____ Prepare centgal file on study A
- Debrief study staff and analyze procedures\S .
R
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TELEPHONE SURVEY HINTS

NTERVIEWER TRAINING -

.THO HOURS/ TRAINING SPECIFIC'TO SURVEY (ASSUMING PREVIOUS
EXPERIENCE) N - 4

. - N
RETESTING | | - />_ |

AR e e~
ALLING. TIMES I 1 L.
-COLLEGE QTUDENTS BEST REACHED FRIDAY THROUGH MONDAY } .
¢ GENERAL PUBLIC BEST REACHED MONDAY fHROUGH WEDNESDAY
.COLLEGE STUDENTS WILL TAKE CALLS UP TQ 1:00.A.M. PUBLIC TILL 9:30

ALBACKS ' . I
8P TO 10 CALLBACKS. ARE NEEDED IO ACH EVE A HIGH RESPONSE RATE (90%+).
UIRE ADD RE S TRACING THROUGH CALLS TO SAMETNAMED PERSONS

SOME- CASES REQ

EY

ATERVIEW QUALITY CONTROL
/CENTRALIZED CALLING--SUPERVISORS MONITOR ON-GOING CALLS
 .DECENTRALIZED CALLING--10% REINTERVIEW BY SUPERVISOR

-

o

ER\(Z

Aruitoxt provided by Eic:



t, CRITICAL PAA ANALYSIS AND START

UNIVERSITY SURVEYS

MAIL

{ SURVEYS
)
MAIL -
) FOLLOW-UP
CUECK IN LETTERS
~ SURVEY
LODE, 8oL, KEYPvMel RETURNS
.. : . S
COMPUTER \
ANALYSIS
WRITE SUMMARY d
’
! ) 4 4 IL
SUMMARY *\ . SUMMARY .

Ceom : “c n“t Paul O, (.4
l\"& A 6-:41 l: s..s.'.'a""i‘: u.'..\s Mf‘b Vau £ Miaa,

ERIC

Aruitoxt provided by Eic:

PREPARE
PRR-NOYKE
CLATTER
N
TYPE :
FOLLOW-UP
LETTERS *
gé;,
. LETTER
ADDRESSES
.- .
) .
; . BEST COPY AVAILABLE
FINISH
" . Dule wd Reserdirg Servi $R
cesited c.' SD‘V‘SQ:;JSon'tk"‘:::‘ 3:/‘5/93
M.aase ta

\)aiv.an-"*a ‘©



: MODIFIED TOTAL DESIGN METHOP #
. . Main Steps and Associated Supply Istimate} !
\ _ _ _ | .
1 Send pre-letter: a) N cover_letterél}yu' b) N #10 envelopes,f
c) N 20¢ postage, 5' +d) .2N 25¢ postage return.

2. Address correotion: a) .2N 1.page cover:jﬁtter, b) .2N #10 envelopes,

A

<) .2N 20¢ postage, d)_ 2N post cards,

) e).'.1N 18¢ business reply postage.

_3.“ Ouestionnaire: . ~a) N cover letters, b) N‘#IO envelopes,
c) N 20¢ postage, ot d) N 4-page questionnaires,
| - e) "N #9 BRE, - « f) .IN 25¢ postage return, ® f
g) .3N 25¢ business reply postage. . '?ﬁ

3b. Questionnaire (as above) with modified cover letters (these are in respdﬁse to #2
(w . o
.4, Reminder: a) N postcards, b) N 13¢ postage. *

5. Second questionnairef a) .7N.l-page cover letters, b) .7N #10 en§Elopes,

. c) .7N 20¢ postage, Cd) N 4-pagqfquestionnaire,
A ' _" ([ e) .JIN #9 BBEs, '. . f) .IN 25¢ postage'return,
> g) .2N 25¢ business reply postage. ‘
6. Second reminder: » a) 7N postcards, . ' b) \\\\.13¢ postage,
7. Follow-up letter: ' a) .4N 1-page cover letter,. b) .4N #10 envelopes, !
| . c) .4N 20¢ postage, , d) .1N 25¢.business reply postage,
L e) .NQs. - L

S ;s
! . ,, “\

____Additional Materials:
N 3X5 caros for tracking
3 3 X5 boxes .
6 sets of labels (unless personalized)
7 Segments{data analysis |
(,7)(169) (N). Strokes of keying ~

%It is assumed that all follow-upS'are mailed (vs. telephoned).
' R

_ e

15




J v . N \' \\\
- . ‘ .

¢ . ' Y '
" S i MODIFIED TOTAL DESIGN METHOD .. . ™
' ' ’ Summary "of Estimated Supplies *

v

~ . COVER LETTERS ’- #10_ENVELOPES . #9.BRE -
~ A . - G

1) NeJIN * , AN TNENZN - NN L

,-‘:"'2)'.2N o o .
N - ., |

. 5) SN . B } | ‘ ' -
1 C7) AN _ .
. 3b) 2N .

. . . : J : . ) " v%ﬁ“
/* ' POST CARDS ) QUEST IONNAIRES - B.R, POST CARD
; b Zee——— . ) ’

4) N T TR T | J25N |,

6) 07N ' i ) ¢

. POSTAGE-SEND ' POSTAGE-RETURN ADDRESS
(N+.2N+N+, 7N+, 8N+ 2 ) 20¢ (J2N+. 1N+ 1N) 25¢
(N+.5N) 132 @

POSTAGE-BUS INESS REPLY 7

(.1N) 18f BR Postcard d ' ' .

(.3N+.2N+.1N+.1N) 25¢ BRE ‘

"+ A1l follow-ups are assumed to be mailed (vs. telephone)‘
*% Numbers represent which step from the TDM that supply estimate is from. N
. is the size of the population befng surveyed: ‘
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. - © SURVEY COST B%Axmwus
‘ o LA L .
’_Central Dug’licatin&Printing Charges . . R
‘} POST CARDS - . QUESTIONNAIRES - °
NUMBER VELOPES ’LfTTERS A sfde 2 s?des ) (4 page)
g S i . '.‘" '. A
"30'0 . $16 $ 5.00 $10° $27 S $60 . *
60" 2 - 860 12 2 el
N . g , - . . o -
- 1,000 - \ 29 13.40 14 -39 80 '
’ ‘Each additional . e, B \
o -~ 1,000 -~ 20 . 12.00 - 6. 18 R 45 -~
LY s N o ' . Co : . . . /
’I N . . v v ' | | . . \ . ._ ‘ . . /
USPS E-COM LETTER CHARGES
R 1 page maﬂ.ed , 26¢'\'  | “
1 a'&ditlional page - 5¢ ,
: &
Business reply 4¢ - A
\ envélope ' ’ ' :
ADDRESSING & MA.ILING..CHARGES " . -
\ (no price breaks, no prorating)
Labeling (affixing pressure sénsitivé labels - ;517/1,000
o St':uffing.en\?,elopes S . }\ _ $8.80/1,000
Metering envelopes L | $6.60/1,000
DRC LABEL CHARGES °
$20 for the first 480 labels .
PR - .2 per-label after 480 . !

17




of -:

5. .16 - Jon Roesler . . T
. E‘rcln: : \J?a\'n Bd:stk%b RN <
- ' Re\ ) thecos\t ét:mate you requested L i
| Comnicating/printingdetters*  $69.00  $129.00 .-  $207.00
~ Printing envelopes ° L., s2s0 1 s15.00 $25.00, -
Folding & stﬁffing naires | s_zw o _' $ 43.00 : s ‘71?.56
Total A | $98.00 . $187.00 ‘.,.-‘?5303.50
- . ) » ‘ | N |
Perscnalizing 1é£tg§sf_f o _ $30. 00 ~ s sz.po'f_' & 84.00
Printing envelopes 7 -+ $7.50 $15.00 .  §27.50
' Folding & stuffing ?naires $21.50 . S 43.00 ©§ 71.50
‘Total = ‘., ss9.00 . $110.00 . $183.00
* letterhead and envelope costs are not included - -

“** if personalizing let includes anything beyond an ms:.de address,
e.g. "Dear st will be higher D

" alsof bear in mind that quality w111 be sacrificed if you use a pre-prmted
letter with a perscnalized inside address (in layperson s terns 1t wcn' .
look like a perscnal letter) ‘ .




m UNIVERSITY OF MINNESOTA
. TWIN CITIES '

- R S
. RE: ORDERING GENERAL ‘SELECT

'JUNE, 1982

"UPDATE HAS OCCURRED. .. CENTRAtyMlIL LIST SERVICES CAN NOW s

-] -

&

R ad

_— GENERAL SELECT PROCEDURES

A

TO: ALL DEPARTMENTS T ﬁ!F"
. b N . . ) . \ o~ I

FROM: CENTRAL MAIL LIST SERVICES L

o .

N B ) ) s ‘.“ ' ‘
,R IN APRIL OF 1982 CENTRAL MAIL 'LIST SERVICES CONVERTED

TO;@K ON*L CENTRAL ADDRESSING COMPUTER SYSTEM. THIS

DAILY. HOWEVER, THESE CHANGES AND KDDITIONS ARET

NOT "AVAILABLE FOR LABELS OR LISTS UNTIL AFTER THE FILE

OFFER 2 OR 3 DAY TURN-AROUND SERVICE ON LABEL OR LIST

ORDERS. ',;_~ - :.'*g
. .
LABEL OR LIST cosT WILL BE .BILLED IN THIS MANNER'

1)
~. ‘

1. THE MINIMUM CHARGE..........E........qooooslo 00.

....

> 2. SELECTION BASED—ON MAIL LIST CODE(S).....$15 00
“ PER 1,000 names.‘.f

\ 3.-SELECTIONS BASED ON OTHER CRITERIA WILL BE BILLED
. OUT AT ACTUAL COMPUTER COSTS. *

N

IF ANY QUESTIONS CONFACT JO SCHUEF 31,373-2357 OR 373-2358

* ADDITIONAL COPIES ON CARPONLESS PAPER ARE AVAILABLE ON
CHESHIRE LABELS AND CERTAIN LISTS.

\ .. 19
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'J.

] | UNNéRSWY 6F MlNNESOTA Office of Admissions and Records* .
‘ .' ' TWINCITIES “* Williamson Hall :

231 Pillsbury Drive S.E. ) N
Minneapolis, Minnesota 55455 \ -

" . s
‘ 9 April 1982

. v . \ [ , ’ ) ‘
, MEMORANDUM . : (f/ - . .

. '/.. ’ ) s

;j-  10¢ John Wintz | ,\fg' R . a S

-7+ FROM: Jon Roesler o , LT 7 I
» ' RE: AppliqgntuSurvey_Cost.Estimate' ' ' ’

-'Ron Matross asked me to estimate for you tfe cost of a survey. of 1@d@
T freshman level applicants to the U. The gurvey pProcédure, as I.
§  understand it from Ron, would perhaps be a " follows: °
r v">"" .‘ : ’ ’ ) ‘. ..‘ : . :
‘égt;er'tn no-show admits (address tracking) v
Le-questionnaire.letter to al} in cohort E »/',_-
questionnaire to all in cohort :
40llow-up post card i . -
'second questidnnaire to non-respondents- = - \\
follow-up post card ‘ - '
letter to non-respondents
. follow-up post card L

additional questionnaires sent seht'aﬁ_result of 'phoning, etc. 7 -

-

. @

i
3 3
b ’ a e e o o ‘ -
The costs for this procedure would . be as:follows: o »
$335 .'sampl ing and label production .
421 - + printing S
) ‘-questionnaire .
.- ~letters (you provide the letterhead paper)
' ~envelopes S
~post cards and -inserts \
» 180 premium (incentive to respond) T, :
. 188 * addressing and mailing _ : '
638 - postage (everything sent bulk rate)
> - 113 keying : ' :
\ : 608 ' programming and data analysis
i . 188 .  computer costs’ ' '
$2479 “TOTAL - .

N

'_ ’ : ) . c . . t 2 . .- T - ./
You ghould note that this estimate does not include a half-time
project assistant. :

If;you haVe any questions, or need a more specific breakdown of the
costs, please feel free to contact me.

\

cc:Ron Matross ,

.




EDUGATIONAL AND PSYCHOLOGICAL MEASUREMENT .~ | e a

' | o ‘ ; : \ 100,000
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KEEPING TRACK OF MAILINGS

After the pr@-letter has béen mailed, a syetematic method must be .

‘used to keep track of what goes out to and what comes .in from each respondent.

The system described here uses large labels that are put on index cards.

Tne index cards are distributed among three boxes: MAILED O RETURNED,

and BAD ADDRESSES. (See diagram). The large labels contain a seq

‘number, the rebpondint's'nqpe agd address, and other imbortant information. -

L . . ' L
The attached example-shﬁﬁg&the large label's information. '(See "Sampling"

section for explanation of label ordering and'information specification.) .

 The RETURNED Box

~

The MAIL OUT Box

First,.each large label ‘should be attached to a separate index card.

Put all index cards with labels into the box marked MAIL OUT. It's impor-'

.tant that the index cards be in' sequence number order because each returned

’? .

questionnaire‘will be checked in by the sequence number written on the front

cover of the questionnaire. Cards that remain in the MAIL OUT box stand

for respondents who should receive the next mailing.

Usually witﬁin a week after the pre-letter waa.nailed, the post office
will send xerox copies of several envelopes which were mailed out Each
xerox is an address change notification for a respondent who gave a forward-

ing address to the post office. The address change notification allows

'aorﬁ efficient contacting of respondents, so,the addrees on‘the index card

_ must be changed and put, back 'in the MAIL oUT box. In addition, the old,

incorrect address must be crossed out on all sets of nailing ‘labela to avoid
‘ N = e .

sending another item to the incorrect address. The correct address must be

hand written on subsequent nailinga to that respondentﬂ

When a‘reaoondent has returned a questionnaire, the corresponding index ,

card gust be removed from the MAIL OUT box, and the date the_questionnaire

.

: :353

.
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v9 " - rd
was returned should.be noted_on the index card. - More specifically, the

return date should be stamped on the questionnaire and'onxthe index card.

The index card should then be put in the box marked REIURSED; Cards in

the RETURNED box represent respondents who won't need nny'more)maiiingé.‘*a
Subcategoriea of the RETURNED box may be’ needed to didﬁ&nguiah (1) good .

returns, i.e., eompleted onea, from (2) blank returns from those who
- \ . ) N ) .._
refused to céoperate. * ' \

~ * ! *

The BAD ADDRESSES Box h o

The last box fs for BAD ADDRESSES. Occgatonally .the post.qﬁéice wiil
return an envelope which has been stamped “No such address," "Undef%verable,

%

or "No forwarding address." The index cards for these cases should be removed

\from the MALIL OUT box and putﬁin\o the BAD AD RESSES box. JThere are several
‘ ways to. find new addresses: Icheck phone books, dee direFtory assietanee,
«get help from- the respondent 8 college office, or mail a questionnaire in

‘care of the respondent'e parents.

On the index card, the new addres should be noted, as well

1s being mailed and the date of thisbmailing. In egfec:; the maili
is gtarted-from scrateh for these'respondents, end'foilownpe should be sent
at'approximately weekiy intervals. ‘A disproportionate amount of effiort may
be needed to cgntact re1ative1y few respondents, but it is import

»
to inclede them. It is helpful to set aside one day a week to wor:?) on cor-

3

to try

recting BAD ADDRESSES, e.g., Wednesdays, when no big mailing is taking place.

IMPORTANT !

L4

-

Each time a queetibnnaire is mailed‘ont;‘a sequence number must be

written in-the upper right hand corner of the frgnt cover. This number must'

correspond to the sequence number on the mailihg: label, and it should ‘have
[
as digits ‘as the largest sequence number. That is. if. the 1argest
. ) - '
q@

se ‘number is three-digits, then all questionnaire numbers should be,

~ 24

Ry
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‘ ‘ three: d:ll_.gits long; e.g., 001,...02,1,...111. If que'stionné res are not'num- -
l bgred'_ carefully,'it may be impossible to track down which respondent it is
’ ] » : T ‘ ‘ '
from. : ; : o ' L '
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: ' ﬁon iR Colu . Y \ _
&' esat 7608’ 3'75‘1 15: 53 (11 T W Numbde
1 R I 51
NEWPORT ¢  MN 55055 & _Student Address.
T I P
| BEXANDRIA  MN ‘55055 &———}—Tavent ‘Addvess

% wrﬁ’c or shmp Ade. of vdum. l\cvc
and Puf cadd into RETURNED box.

For address d\éq d' l‘('ﬂilﬂni'- anf(, correct eddress htﬂ— aﬂd

& Cross throuah eld addvess on al V%Amms address labels.
. Pu bak T MATL OUT bew. '

v bod ' s note \oh:\tcvu New addus.. oun ‘\u‘n ,uthal’

L .

[N

=1 € BAD
"o‘:‘ff' /. |RETURNED ADDRESSES
RN |
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3
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.. ~. . :*AN- ADDRESS CORRECTION |
- NOTICE,. OR:ANY NOTICE :|-
. 'OF A MAILING PROBLEM
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 RESPONSE-RATE CONSIDERATIONS

: 'LOGICAL, SENSIBLE QUESTIONNAIRE
 Many FoLLow-ups
. Goop ADDRESSES

| PRECONTACT (LETTER; CARD, OR PHONE)
PREMIUMS

ATTRACTIVE PRINTING

TELEPHONE FOLLQW-UPS

DROP OFF SURVEYS

PERSONALIZATION ' - '
SPECIAL HAIL (CZ:}}FIED; SPECIAL DELIVERY; TELEGRAMS)
?STAMPED RETURN VELOPES '

- LagELs, PRESSURE-SENSITIVE OR CHESIRE

BUSINESS REPLY RETURNS |

USE OF POSTCARD PRE-NOTE v -
WoRD PROCESSOR/KROY COMPOSITION, RATHER THAN TYPE-SETTING

BuLk MarLy a o | N
CHEAP PRINTING |



PRE LETTER

(SALUTATION ONLY IF PERSONALIZED)

EARE
ULD VERY MUCH

6
0

AVE BEE
PART

= o LL(D
=
[P0 T St
= (1]
oo =]
—
— o
N2 ND
wo o
-oa. -
'Y
Q(‘GE
| =z
= v <
< |
— DO
o =Dul
o [ Y= o
a w220,
=rooa.

ST DY FINDINGS WILL HAVE AN IMPORTANT IMPACT ON_&
$ AND____ SE2$ - .

ILL
USE

U
1$ A

ALL ME (COLLECT IF—

EASE
FORWARD TO YOUR

UDY PLEASE C
OKING FORWAR

§T
L0

l.AMj

'HAVE ANY QUESTIONS ABOUT'?HE

WITH THANKS IN ADVANCE,

i

29

Aruitoxt provided by Eic:

E



~ CoVER LETTER

/

-

JOR QUESTIONS ADDRESSED BY THE

\

HE TWO OR THREE MA
ION FORM

1
ST

7

(NO SALUTATION UNLESS PERSONALIZED)

!

D DISCUSSED.

" THEY

(PLANS,

)

ITHe STUDY.

/

T0PICS

APPRECIATIVELY,

30

Aruitoxt provided by Eic:

E



ROSEVILLF
Next to Rosedale » 615-5358
191 W, Higheay 35
Rosevilic ’

BONAVENTURE
Noext to Ridgedalo ® 538-2232
Ptymouth R4, and M.3"way 12,
Minnetonia

THE GALLERIA
Acroys from Southda!: ¢ 5¢5-1001
3480 West 70th Strect. £2ina

WESTBROOK IMALL
Across from Brookdato » £85-0630
- Brooxiyn Bivd. and Xerxes Ave. N.
Brookiyn Center

GQIFT CERTIFICATE
. \
1ckgi

A

4

first ciass maal i
“first class iood
RAF F LE

If \OU RETUXN THE SURVEY 3Y' MARCH 26, 1982 ¥ WILL BE
ELIGIBLE FOR THE RAFFLE TO JIN $10.00 GIFT CE”’FYCATES

.AT-“GOOD EARTH" RESTAURANTS % BAKERIES (FOUR i.GCATIONS).

PLEASE NOTE: THE-SURVEY IS PRINTED ON BOTH SiuiS OF THE PAG

1

PLEASE RETURN THE SURVEY BY CAMPUS MAIL IN ENVELOPE PROVIDE



TELEPHONE FoLLoi-up SCRIPT

HELLO, nAY,I SPEAK TO___ . NAVES

"~ IF NOT IN, "DO YOU EXPECT HIM/HER T0 BE BACK SOON?" .
IF NOT, “IS THERE A GOOD TIME TO CALL BACK' !

gﬂABLE THERE, “COULD YOU TE@L ME WHERE I MIGHT BE ABLE TO

6 BACK ASK “CRULD YOU HAVE -

e

'lf RO ‘ RESEARCHERS___;_;;;-“I'MACALLING ABbur OUR
}STU&YTﬂT""‘“TBPIHff__*__—T : S . ’&
! . . /i ' . ) ‘ \ '

EDY 'Tags VE BEEN ASKEQOBEIEE/A/
— GROUFf_____— WE SENT-YOU
RENTTY DIDN"T REACK YOU." g

IF THEY HAVE RECEIVED IT. <+ « «
- *DO_YOU STILL HAVE THE SURVEY?"
IE YES, SAY *1T°S REALLY IMPORTANT TO US THAT YOU FILL IT OUT.

WE
REALLY’NEED TO HEAR FROM EVERYONE IN OUR SAMPLE IF WERE GOING TO DO A
o 600D JOB | \ |

~

=N

_ PAUSE, DEAL WITH QUESTIONS OR COMMENTS. . .. = ;;

FRIC o 30

Aruitoxt provided by Eic:



OUR ADDRESS. ME HAVE YOU LISTED AT

Y
SHT?
WE REALLY APPRECIATE YOUR-HELP. .

TELEPHONE FOLLOWUP SCRIPT, PAGE 2
[F THEY- DO NOT HAVE THE SURVEY...

THANKS FOR LISTENING.

. 33
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Aruitoxt provided by Eic:



ADDRESS TRACING LETTER
© (NO SALUTATION UNLESS PERSONALIZED)
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)

NS ABOUT THE STUDY PLEASE WRITE OR CALL ME

%8 US, WOULD APPRECIATE YOUR RETURNING THE ‘CARD.
T(

SNVéNlENT, YOU MAY CALL ME WITH THE ADDRESS

MBER ABOVE.

HE
EST
A

.
U
WITH THANKS FOR youa ASSISTANCE, .

Aruitoxt provided by Eic:

E



FINITELY!

s

D--PERS?NALIZATION DEFINITELYuPREFERRED”

TTEN IN).

A

)

-UP LETTER

LLOW
ULD BE HAPPY TO TALK TO YOU ABOUT THE STUDY IF YOU WANT TO CALL ME

i

WE’VE BEEN|TA

WO
oL

I
(COLLECT) AT (
THANKS AGAIN FOR YOUR PATIENCE AND COOPERATION.-

SECOND F

SINCERELY,
T

>

;.35;‘

Aruitoxt provided by Eic:

E



FINAL FOLLON-UP RENINDER

(PERSONALIZED ADDRESS)

 DEAR

TOPICS WE

ISSUELS -

I LODK FORWARD TO HEARING FROM YOU SOON.

e

- SINCERELY,

36
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"'A special thanks
1f you've already
. returned. the survey.

~

T

A\

Our picture won't be
: | 'complete,'
until we hear from you,

‘We'd really apbrec’iate your returning

~our followsp survély of attitudes toward -

foreign students. With your help we'll”

get a complete picture of theAattitudes‘_

of American ‘students and the mpact of

recent events on these attitudes.

For your convénignce. we've encldsed

| another copy: oi’I the survey.”

-

© Thamks, ..

4;:%:;055_ ;
- Director, University ’PoH_

L oMrei a7
S L373-4B62 _

A .
Ad . S,
N 3.8 s
L e W
GBI el
10, AR
J v T
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Aruitoxt provided by Eic:
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o We're still ha._,t._:gmg on. .l i
B for your reply. - - ¥
S e "
We réa]_ly want to include your opinions
in our U of M transfer student survey.
We. hope you can take a few minutes to , _
— fi11 out the questionnaire you received
: recently. ~ o . la
 Thanks! Thanks especially if you've \, 14
_ sent it to us already. o Lo -
I you have any questions or need another) - ;
. survey call COLLECT...Lou Branca = = /
(612) 373 3030
.w ’ ) )
/ R L
I8T) FORMER STUDENT SURVEY  (612) 373-4862
£ o ) .
i \
The address given is incorrect. I have corrected it.
o The addréss'givm\is correct.
B 1 do not know the current address of the person above. -

KN )

a

43
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. )  Weresomyl . _
* Qur mailperson can't explain
. hat happened to your |
qxestianairemattiuﬂea o o

tovnrdfareimst\ﬂmte. | |

IR RETST ledywﬁllmtmﬂﬁ;fl\'/" ‘ - N

e T e
3 Voot 2

| Tharks,
-Student ufe Studies and Plaming
9 mmu
373-4862

4

-
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lﬂ'l umvsnsml OF MINNESOTA . 260 Wiliamson Hal

Minneapolis, anesola

)

. .o
i

‘ The amwcr is. found in the experlences and oplmons of
Saour, graduates. ‘May we havc the:the benefit of your -

4 4

4 Your, mPonse matters. Each cpllege and program needs
i to hear"frbm alliits: gradubm even if their time at
the Universlty was short pr theirprogram specialized.
o(If spme. questiom don't ,eem to apply, please answer
‘thon that da.) Only: if evgryone ‘responds will we have ~
;:an accurate measurc of your college or program o

,'__' With your help . 4 ';'!,-" | |
A --the studenu who follow you will-be
~ able to ma[:e better informed choices;
;faculty and ‘administrators will get

-2 candid eyaluatlon of‘thelr work

RULER

‘GLUED




QUESTIONNARE DESIGN PRINCIPLES
FrRoM DILLMAN's ToTaL DEsien MeTHoDS
. \ ] .
. LoercaL ORGANTZATION (BY SUBJECT; IF: POSSIBLE)
. VERT!CAL FLOW (MORE PLEASANT AND REINFORCING)
. HEADINGS AND TRANSITION STATEMENTS (SHORT, NON-B!AS!NG RATlONALES)

. INTERESTING EIRST QUEST!ON (NOT TOO HARD; lNVOLVlNG; NOT.
.DEMOGRAPH!CS

. BOOKLET FORMAT (MORE PROFESS!ONAL--!F BUDGET ALLows) N

. gUMBERED)RESPONSE CATEGOR!ES (YOUR KEYPUNCHER NlLL LOVE YOU
OR THIS

. DIRECTIONS ON HOW Io RESPOND (USUALLY ;xPLxch F?L'EAcu,xTen;'.
CIRCLE OR WRITE IN S N T L

"+ DIFFERENT ‘TYPE FACES FOR QUESTIONS :AND RESPONSES (CLEARER)
+ ATTRACTIVE COVER OR LOGO ON QUESTIONNAIRE (MORE PROFESSIONAL)




T

’ 2/OPINIONS ABOUT FEE-SUPPORTED SERVICES

leiov is a list of fee-subported. organ!ution.‘s‘and the major
rices they provide. 'First, Please ‘circle'(a) Whether or not you
 used the service or attended oné: of its programs in the past

'« Then circle (b). How important is it eo you to have the service
lable at the Universi ty, and (c) Whether you feel the service

11d_be funded by student fees.

BOARD OF STUDENT PUBLICATIONS . - Co

r

U

(a) Have you ysed
this service in
the past year?: .
(Circle p’ne

Principal activity Is support of publication of Minnesota Dallz.»' . .'r‘ (LN ]

campus newspaper. (4o you read the Dally regularly?)
BOYNTON HEALTH SERVICE

»

Out?atlent Services: Routine medical exams, medical care and, ',
alth, Including chemical dependency counsel Ing; allergy o

testing and treatment, etc. ;

TNIN,CITIES STUDENT ASSENBLY, ALL%MS COUNCIL, 'ST. PAUL BOARD
E sTupents /

OF COLLEGES, COUNCIL OF GRADUAT

A‘I‘I-cmpus student governance system, carries out programs for
student. Interests and representation In University governance.

MINNESOTA UNION ~
Coffman Memorial Union ‘
Physical FacilTtles: Lounges, washrooms, information desk.

Programs: CUPC, Mint-courses, lectures, movles, concerts, dancés, .
. Services: Food service, artcraft studlo, music listening

-center, recreq(lonalloutlng rental, -bowl Ing, gallery, etc.
Facllitles: Meeting/conference rooms,.visiting groups
focated In unlén.
St. Paul Student Center : ,
ysical Facliities: Lounge, washrooms, Infor n desk..
Programs: Mini-courses, -concerts, lectures, movies, dances.
Services: Food service, recreational /outing rental, bowling,
Facllitles: Meeting/conference rooms, visiting groups
located~in $PCS. '
West Bank Unlon L ' -
ysical Facliities: Lounge, Information desk. . ., ,
Programsy Lectures, movles, concerts, -, , ., , .,
Services: Informatlon, fost/found. . . . e
Faclllitles: Gallery, student organization sugport.

RECREATIONAL SPORTS

Intramurals: Competitive opportunities in 2§ different sports.‘
through leagues, meets, and tournaments,

o« e
" eme 4 o
LI R R
. .

YN
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v YN
A B e
Y N
Cee YN
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etc..

ceeeee Y N
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ports Clubs: Provides participation opportunities In student - - Y N

dministered clubs In different sports areas. '
ell=service Sports: Informal opportunities for participation
n tennis, swimming, basketball.“jogg'lng. etc. .
TUDENT AID FUND )

Inanclal ald to students who cannot affo'rd the total cost of
l.‘lsendlng school. } (’

U1 PROGRAMS '

.

"

-

SN .
YN

BEST COPY AALABLE

' HORLZONTAL FLOV=-C0MPACT BUT DIFFICULT :
(b) How Important is this
servl$e7 (Circle one.)
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" service be funded
by.student fees?
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(Circla one.)
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AN 10 the. official veekly nevspapar ol m. vrltten by ltu«lqnn i
wdest bo‘y. feculty, and ltl"

Noucoften do yoi reed, or look at, the STATESKANY S 'I'v

e BEST"CUPYAWHAPAET

" VERTICAL FLOW--LONGEE BUY EASTER . . '

.-’ ;

(Circls nvaber of. your mtr.) RN .j‘,}..

‘

,
'.’.“"l v [ . . -
Q-7 Ilov-ny lmnlml doml!ltn to VDTH?
. . 1+ ONE TO TWO HOURS .
o . ‘2" THREE TO FOUR MOUMS
-3 _JIVE 70 SIX HOURS
. & "SEVER TO E1GHT NOURS

.

1 wsmmum'ly S R .- e BT 3 NINE OR WRE BoURS . -
’ "2 ADOUT ONCE A MOWTN : SERNCI
Co Jmolnmnmum o - Q-! DoyollmmndlumnlofuﬂulfnforWl'M S
: 4 oo Issie . IR : 1 'STRONGLY DISAPPROVE ol
; 2 DISAYPROVE. BRI e
lw!wtntu it toyutohm.m«zqudmnm! . ‘3 nlmm“mm Lo
: 1 NOT AT ALL TNPORTANT : 4 Armaove _ -
2 SLIGNTLY 1NPORTANT - Y S sTROMGLY APPROVE Co
-3 'MODERATELY- IMPORTANT e A
2 '“uytr'mm R ¢ Ww Mﬁat 5 it to yu to lun . ulto stetion ‘locsted.on ..
[1 m'lmm . thmt..f : . . A
_ o } ’ “vor ot veostor
Do you approve Gt dteapprove of m)& o fos for the SIATESMAMIA. " . 2 SLIGIMLY LORTANT -
1 STROWGLY DISAPPROVE ' ‘ IRE .3 NODEAATELY IMPORTANT .
. 2 DISAPRROWE- - . e O : ’ ¢ & Y TNPORTANT . R
. N JanAmmmnxsmm i ‘s vmmmm
: - 3 STRONCLY ”m{ R N K Q-IO la ‘generel, \Mt tm o( Illc do m l!nn to mlt g tl! on
T LI e s tceom. rd!o. ctpf , N
l033 (!I7§) T -0 nwr mm : e
‘ < i :.d - COUNTRY
publie nd!o ltltln locsted on tM uqu ﬂu ltqt!oa opcrml . e aaed ‘
providing sltarnative programs of music, edocationsl | tlli shovs; T £
informetion. (Circle nusber of your snswer.) - A ROCK o
5 CLASSICAL g L e
Befors llﬂ had you I’lg ol‘.lltfl‘ sboyt WDTHY - ‘. m' (ml .ml'“ . ". TR AR
1 ms . - : : .
’;‘ .’ 2 ._... siproes) @‘ /f v 9'11 ::dmm.l».» mt tl- of m & you mt’ g_o, tlz uma % tlu "
Do you ctrnntly listen to WOTRA?. Y 'GM"I’ l.!ﬂ'!l Lo m_“
-1 B _ : ‘ o s 1 WORNING (8 ALK, mm) S
T —— 'L P o APTERROON, (ROON: ’
to § :: '?;llngg Lmu%? — 'I"‘" e8] ' : § EVENING (6 2., : :o.r'n)) '
. ¢ NG (10 PN TO 2 AN.) e
tisfied vlth !tt promn? v ’
llov " . ¢ ':. :: “ m SATISFIZD , o o Q-lz Pluu write h—tho stetdon ull l-gnn or ‘radio fnqnney of tM
. 2 SLICRTLY,SATISFIED - CI redio etstion you lsten to -ut tmwtly B
) mnmrm ‘SATISFIED ' R " ' ) :
4 PAIRLY SATISPIED et e o, e
S VERY SATISPIED (Call letters) (Redio frequency) -
- : Cieck here 1f yow don't Mates to the radio,
¥ . 0y i ¢ » ’
T '2'( , ) - '_ 1
3 . \ A \
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ot L .o 318 BErRNARD M. Bass, WayxE F. Cascro, aNp Epwaro J. O'ConNor i
. v : TABLE3 . . '
Y Snrmlc.\u.v Qrnar Scates or:FagQuency’(wint PracenNtace
o * v , OF OVERLAP BETWEEN SCALE I'hiNTs)
No. points in scale
L4 ' b ! \
" . 8 RERE B % s | 4
- o0 . ! & Always, - 17 Nways 6Always  {SAlways | 4Always 3 Always . . \ﬂ- ’
U 47, u, 5% 2% < '
. 7 Continually | 6C¢ntinhall'y 5 Constantly + Fn}]uently. if| 3Veryoften ©  |2Often.. - T Aneni
. . s . 215, N5 R nolnlsvgys . 129, <1°,. armne
- ' I % ‘ !
. d 6 Very often § Ver}- often 4 Often 3 Quite ofien |2 Fairly-many 1 Sometinis .
B, e “ 249, 13%% « 259, \% times . . . <1% o et
' . . , a\ E <]% 2 : FULLUE
EN | . . v . . 3
L . § Quiteoften - 4 Rather fre- #Fairl ¢ many - | 2 Sometimes 1 Occasionally | O Never . S
"y ’ 2% quently times - 0% . <1%, . T LA gn
-, ] : 2.5% L 6% : v .
! . 4 Fairly many 3 Sometimes 2Sometimes 1 Once in ashile | 0 Never ' $ Quite
| S timcsdh . . +5C% - . 105, R E <, .
. ’ 40 .
... " 3Sometimes |2 Now and then | 1 Once in & while [ 0 Never o o o dAni
) 45% . 16% 2% S ’ . anun
~ 20ccasionally 1 Not ofgen 0 Never o . _
’ !6% 7% ‘ ; : . . R _' .\'ullh
. 1 Not very often * | 0 Never ' . S
L : % -
. . .. ! . . . . LI W [F
. 0 Never o ; ' - ’ .
. . . z i . : : .
£ Note. M m shows represents the overlap. in distribution between the a. .mj entry 'o ulc point n-l |l, - O XN
; , L :::d!e po( m;!d u:.; mum-u:mplz. tlwrghl«l ourhp lnruvouedudbu : nse at Puim ) -
) {' A [] . ) I.‘::‘.'t:
S { .
s . points Increases) sa does the percentnge off lap of )udgments between adjacent points w¢
2 overlap between the distribution of adjacent -a given scale. L and
" 1l .
* e scale points. As the scale becomes more coarsd - What we provide in this study are a reliy
( (fewer scale points) there is correspondingly nvely stable set of hositive numbers, beyis: ot i
) . less oveﬂap between distributions. | ,ming at zero, for summarizing the mcrm~9~ wile
. " associated ivith modnf;;.ng expressions of fre? witle
ts . CONCLUSION | .. ye. uency and amount. ‘The results should he i
st \ . . na ,
PR o We have demonstrated, at least, for three useful to scale developers. Scales using the .
N expressions listed should be more comparable o i
- samples of judzes at different age, educa * quantitatively. df th ¢ e
l- . tional, and occupational levels, and “for m- 3 “l°9¥ th ed)udgme‘?l someh v AL
o - portant and unimportant issues, that it is 'S 3¢t at e judgment “always” has 4 Fren
: . possible to fix quantitative meanings that are Feliable nurnerical equivalent of $8 in o betw
assocjated with verbal judgments of fre- ple’s minds. “ﬂﬂy summary operations, olvi- - (42,
. quency and amounts Furthermore, we have Ously; are eagier to perform using such num- LFesen
' speeilied e\pn\\mns of frequency and.amourt  bers, as opposed to the words themsclves. N
_ that beur mteger relations with cach other articularly if the -numbers - ﬂl‘? in a rativ pres
. S for 4-paint"td 9-point scales. Also,"we have scale with an absplyte zero. : e
4 " ibeen able to specify” the percentage of over- - Another intereShg use of the point scales . ! N
¥ v 3. ' . - : ‘ ) l
. . S .“;' v i ) o, . .
T : - ' : S o 4
. . ~ «
* ‘ - ¢ - ; ;——1‘ ~ S————
_ .
* «!

Lt ET . psTCOYRNLBLE
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. TABLE ¢
' SramismicarLy OrisaL Scaves or {xovwr (wizit PrRcENTAGE -
. or OVERLAP BETWEEN SCALE PoiNTr)
—_— ——— e —_—
- T . = 3
o : ,No. points in scale
4 9 C s 7, 6 5 .4
T 7an - |ean ., [san . lean Jan
<1 e o H% 39% 18% 1% 2% <1i%
.2 Often : \nexhaustive | 6 Almost | § An extraordi- | 4 Almostcom- |3 Anextreme | 2.\ greatamount
<1 _ amount of entirely nary amount pletely amountof of ' :
' _ 18% N% of : 16% 3% .~,<l%
1 Sometimes ' ‘ ' , 17 . .
<1% : » \n cxtreme S Anextreme 4Agreat 3 Very much 2 Quite a bit of | 1 A moderate
) amount of .amount of amount of 2% <1% . amount of
T w | nm | .|
: % \ great deal of | 4 Alotof 3 Quite"a bit of | 2 Fairly much | 1 Some 0 None
20% . 7% 5% <1% <1%
$Quite a bitof |3 Fairly much | 2.A moderate 1 Tosome degree | 0 None
v 5% 9% amountof <1%
129, ™ N :
3Anadequate. |2 Some 1 Somewhat 0 None ' .
amount of 9% 29, . ‘ . K/ 3
! R, ‘ - T
! 2 sme 1A limited 0 None | : ' -
I : 5% . amount of -
. "% Pl
1.\ lite 0 None
6% . ':2
¥'8 seale poine an " Nane
' reaponse at oot .

' Nets. Rach percentage shown represents the osifhp in distribution between the mmylhg entry’s scale point and the
= point directly befow that %Fw cxample, there s +4% overlap in distributi between resy! at Point 7
_anl revponse ot Point 8 tor the scale. : .

jacent points,in :

and their numerical equivalents would be‘o' behavior checklist which uses a 3-point scale
licate the verbal expression most closely, ranging ‘from virtually always to virtually
matching a mean result that féll between twp  ncver, with the scale midpoint labeled “occa-
_scale points, for example, suppose the 5-poinyy sionally.” Note in Table 3 that ‘“‘occasionally”
wale of frequency (Table 3) had been 3 is one whole inlerval away from the mid-
in a study of some substantive issue, and thg point of the S-point scale based on magnitude
_mcan result for a group of respondents came estimation. ' .

"t 3.5, halfway between “always” and “very More precision can be obtained for lin-
often.’d Table 1 indicates that the expression guistic translations. Just how cquivalent are
“continually” (50.16) lies just about halfway the French “toujours”, Spanish “siempre”’
Letween “always” (98.01) and “very often” and English “always”? For cross-language
(42.43). Thprefore,'“continunll_\'" would rep- contracts, treaties and agreements, the possi-
resent the mean position of the respondents. bility arises of using the universal languagze
rds ‘.h"“‘-""l"'_‘- .Serious errors of labeling ‘alternatives i .of mathematics to locate zones of disagree-
are in a rater - reviously developed scales can also be loj '~ ment between what were purported to be the
' catal§ For instance, the Leader Behavior De- * same statements in different Linguages.

the point sl }. «ription Questionnaire (LBDQ) is a popular It has becn generally understood that the

tudy are a rls-
numbers, bezin
iz the increase
pressions of ire
sulfs - should !«
‘cales using the
nore comprrahle
nt “sometimes”
“always” his
~of §8 in pave
perations, vlni:
1ting such num-

'

’ '

,

P’y Rl PRI B [ ad
N T R R K

¥

'Aq'/sq s

Y

€

LAY AN W4

/

. ——— e
- - DESTCOPY AvAnpRiE -~ 887 -




Demographic Items

'What was your age on your last birthday? . .
- YEARS

ggggus Time

On which campus of the University did you spend'more time last week,
the Minneapolis Campus or the St. Paul Campus? (Circle number)

1 MINNEAPOLIS CAMPUS
2 ST. PAUL CAMPUS

Citizenship

Which of the following categories describes your citizenship? o
(Circle number)
U.S. CITIZENSHIP
IMMIGRANT VISA STATUS
VISA TYPE P-1, H-1, or H-2
. OTHER (SPECIFY)

S WN

P

Class .

Your class? (Circig numberi' - _ _
1 FRESHMAN (COMPLETED 45 CREDITS OR LESS)
_ , 2 SOPHOMORE (COMPLETED 46 TO 90 CREDITS)
~ , . - 3 JUNIOR (COMPLETED 91 to 135 CREDITS)

4 SENIOR (COMPLETED 136 CREDITS OR MORE)

What is your year in college? (Circle number)
FRESHMAN
SOPHOMORE .

IOR ' .
.
UATE STUDENT ‘

ADULT SPECIAL

NS WN

College

a 3

In What college are you enrclled? (Write in)
- » "% COLLEGE
~ ‘ ' A ‘.v E}g i ]

. ke
Commuter o e : %f

—_—

e ! - : ) .
Do you consider yguraqgf a commute{istudgnt? (Circle number)

w
N

"?¥ vEs
;(" : L .»2;;‘ NO ' /
N - %

)

v

Y S

¢
I
(S



Credit Load ]
Write in the number of credits for which you are registered or will
register for each quarter listed below. ' '

\

‘i FALL, 198 SR
o WINTER, 198 ' ' | (\
E | , ____ SPRING, 198
' How many credits are you currently regiatered for this
Qunrter? (Circle number) :

1 0 (NOT.REGISTERED)
2 1705 CREDITS
3 6 OR MORE CREDITS

2~g*b.

How many credite are you regiatered for at the "U" this
Quarter? (Circle number)

NONE, NOT REGISTERED .
NONE, THESIS ONLY OR.CO
TINUOUS REGISTRATION
1 TO 5 CREDITS ~

6 OR MORE CREDITS

™

sw

Educaiion

Are you now attending or enrolled in echool? 1f z ,» 18 that full
time or part time?

-1 YES, FULL-TIME

"2 YES, PART TIME .

3 NO

What 1s your highest academic degree? (eiréle number)

DOCTORATE
_SPECIALIST
- MASTERS
BACHELORS ,
ASSOCIATE -
HIGH SCHOOL

auswWNE

loyment ‘ - o

Are you presently employed? (Circle number)

1 YES o

2 NO P .

v '
° .

Bow many hours a veek are you employed? (Circle nunber)

1 TO 10 HOURS

11 TO 20 HOURS

21 TO 30 HOURS

31 TO 40 HOURS
MORE THAN 40 HOURS

WV os W




Ethnicity . S !

If you are a u.S. citizen, what is your ethnic/racial background?
(Circle nunber)

AMERICAN INDIAN/RATIVE ALASKAN

1
2 ASIAN/PACIFIC ISLANDER o
3 BLACK (NON-HISPANIC) : .
. 4 CHICANO (MEXICAN-AMERICAN)
5 OTHER HISPANIC ORIGIN .
6 WHITE (NON-HISPANIC) . .
. " P
Foreign Student : . .
o7

L, Do yod consider yourself a fofeign (international)"student?
. (Circle number) b .

1 YES
2 No

. 2 ‘ !’raternity/Sorority Membership
. .v'—-' ) a "' . ‘/ 'ri' “- "‘9 s . . - ) . ‘
ST L ?Are 7ou dméntly a mber of a fraternity or sorority? (Circle number) -
o | 1 1ss, I'M A FRATERNITY MEMBER -

2 YES, I'M A SORORITY HEMBER

3 NO | R

St
o

Income . _ , | ' LS e
<
. a. Individual ‘

Est:lmte your total earnings during the academic year 198 -~ 198 .
(Write in thSdollar amount) . . '

What is your cannual salary range? (C:I.rcle number) :

\g, 1 iEs§ THAN $5,000
v 10,000 TO 14,999 . 5
15,000 TO 19,999 tel,
20,000 TO 24,999 ‘ : i
25,000 TO 29,999 C

30,000 TO 34,999 ST
35,000 TO 39,999 - ~

40,000 OR MORE

2%

Ao
VoS WLN

8 (Alternative question wording): 0
Whnt was your total income last year before tms? (Circle number) ,

»

61

5,000 TO 9,999 o : . -



;7." ,"‘Whht: ‘was your total fmily (household) :anome last year
. before tpxes? (Circle number)

av

LESS THAN $5,000
5,000 TO 9,999,

. 10,000 TO 14,999 ) :
15,000 TO 195999 - .
20,000 TO 24,999 :

. 25,000 TO 29,999
30,000 TO 34,999 °
.35,000 TO 39,999
40,000 OR ﬁonx

TV ooONOOTVMESWNE

Please est::l.nat:e your parent:s or guardisns' t:ot:al income for- 198
A before t:axes. (Vr:lt:e in the dollar amount.)

e ) R o

e f SR . —'-;ﬂkf "’;
@ . SN i .

¥ Hh:l,ch of the follow!,ng "q;o'spurdes of funding for your schooling? .
= (Ci.rcle mmber of all tha e

-H‘:rzn“ j AND SIAIE-GRANTS AND SCEOLARSBIPS
3 G.I. BILL;: nlsannxb vn@znzns REHABILITATION,

. SOCIAL ‘SECURITY. - -
& PRIVATE: SCBbLAnsuxrs, IncLunlnc ROTC
5 PEDERAL:OR STATE ‘LOANS ‘FOR WHICH THE APPLICATION
" WAS, SOnuxrsz ‘70" THE: STUDENT FINANCIAL AID OFFICE
6 - LOANS: FOR. WHICH APPLICAITON WAS, SUBMITTED n:nzcwur
. _TO BANKS, CREDIT UNIONS,;OR.ON INSURANCE POLICIES'
7 EMPLOYMENT DURING, SCHOOL'TERM. (INCLUPE WDRK/STUDY)
8 ,sponsn's.zuPLoxnmnT ‘DURING: SCHOOL TERM L
9 OWN EHPLOYHENT DURING suumzn 198.
1o OWN SAVINGS e




.. - ) . :
Haritel Status (continued) : o __— /

(Alternative response categories)

1 PRBSENTLY MARRIED
) 2 DIVORCED/SEPARATED
i 3 WIDOWED '
4 NEVER MARRIED S
. N . | o
Are you married? (Circle number)
+ U . e ¢
1 YES o, ) | ey S -
2 NO : V o . s ;_‘ . -"’3"-:.
Regiatration . ' ‘ W » 1 -

s

Were you registered at the University of Hinnesote. Twin Cities(
Campua, for the following quarters? (Circle numbers)

1 2 FPALL, 198 . Ll
- . 1 Y2 WINTER, 198_ e
. 1 2 SPRING, 198_
', Religion ¢
e o j‘-‘p.‘- Root Queetion P
A (' v Vhet is Your religion. if any? (Circle number) .
| e 1 PROTESTANT . . ' T g
2" CATHOLIC - i ST
<3. JEWISH R R R
7 OTHER (SPECIFY) S I
What is your religious preference? ‘Is 1t Protestant. Catholic,
4 Jewish, some other religion. or o religion? : :
o ' 1 PROTESTANT o
2 CATHOLIC e
V. 3 JEWISH : .
' 4 NONE | . n
7 OTHER (SPECIFY) - «}J ‘
b. Denomination Probeo‘,’F‘E L : .,
If Protestant: ' r'e
What denom.ination is that, if any? (Circle number)w
>
1 ‘BAPTIST
2 METHODIST
"3 LUTHERAN
- 4 PRESBYTERIAN
b 5 EPISCOPALIAN
”» -6 OTHER (SPECIFY) )
7 NO DENOMINATION | ‘ S
. . B .

e 6 (0




Religion (continued) - ' . _ \
¢ If Jewish: | | |
1 ORTHODOX :
’ 2 CONSERVATIVE : T
3. REFORMED i
| 4 . SOMETHING ELSE (SPECIFY) _
- If Ort:hodox. ’ ; -‘l ‘_ R . ‘ x ‘

Is t:hat: Rusaian, Greek

R 48 e nussuh

ks
:

»

. Reaidence

Hhich »qf..the follow:lng cat:egorids comes closest: to t:he type of - .
plnce ybu ver "'l:lv:l.ng in when you were 16 years old? (Circle mmber)

, m'ornuooumu nu:ruo'rONArAnn
12 ONAFARM =~ .

3. IN A SMALL CITY OR TOWN (UNDER 50,0000 ' . <. "
- -4 IN A MEDIUM SIZE CITY :(50,000 to 250,000) - P
5 INA SUBURB NEAR.A LARGE CITY , C
R ~ "6 IN A I.ARGB'GITY (OVER 250 000)
(Current) ‘ e S
b. - Where do you l:lv" utd,ng,-each quart:er of the aca&em:lc year?
(Circle one numbe @t%uch guart:er) .
- "S ¢v S Kars "T . .‘ ) ’ . ‘
: T rm. wmm smmc . - e
- ‘ 1298 198_| | 198 SRS | !
Lo .§_1,-,.:ﬁ"1' -1 1 PARENTS' OR RELATIVES' RESIDENCE |
N R A 2 - DORMITORY, FRATERNITY, OR SORORITY
3 3 "3 APARTMENT OR RENTED HOUSE ' .
4' : 4 4 SELF-OWNED RESIDENCE -
’ séx ‘ '
What is your sex? (Circle mmiber)
| 1 MALE . ¢ . ‘
2 FEHALE o
Trdvél Distance = . |
What is the distance one-way from your curtent: residence to the- o .
U of M? (Circle nmnber) i , . __":'
1 LESS THAN 1 MILE FERE
2 1 TO 5 MILES -
) 3 6 TO 10 MILES -
. 4 11 TO 20 MILES
, 5 21 TO 30 MILES = . _ ‘
6 31 TO 40 MILES+ : o
7 MORE THAN 40 MILES T




Example Response Categories , B s
| . — . . .
Response categories for«f{//;-choice questions usually follow well

' established pstterns. The fol ing exnnples illustrate sets of response

categories frequently uged in questions sbout amount, agreement/dissgreement,

fgequency. etcf The exnct form used may vary depending on the specific

’
(o8

. question being asked.

P AN

Agreement /Disagreement .,t‘y y
'STRONGLY AGREE 1 STRONGLY AGREE, . -
AGREE : 2 MILDLY: AGREE -
'3 ¢ UNDECIDED (OR tmcxnmm) ] 3 ,_tmczamm
& . DISAGREE S 4 MIEDLY DISAGREE
-3 ,-s'moncu DISAGREE 5 STRONGLY.DISAGREE
L "Amount i
.1 NONE . : _ . 1 NOT AT ALL -
' 2 A LITTLE o ' : 2 SLIGHT
3 SOME : N 3  MODERATE
4 QUITE A BIT - 0y p 4 consmmmz
T 5 A GREAT DEAL .5 GREAT'
6 NO opnuon
_ o~
1 A GREAT DEAL 1 AVERYGREATDEAL
2 ONLY*SOME -2 A GREAT DEAL
3 HARDLY ANY 3 QUITE A BIT .
_ 4 A FAIR AMOUN’I:
L . 5 SOME -
s . \ A : 6 A LITTLE '
. - 7 NONE :
‘ T Approval/Disapproval = S
1 DISAPPROVE ‘ 1 STRONGLY DISAPPROVE. -
2 MOSTLY DISAPPROVE W "2 DISAPPROVE *
. 3 NEUTRAL (OR UNDECIDED) _ 3 NEUTRAL (OR UNDECIDED)
v 4 . MOSTLY APPROVE . ' 4 APPROVE '
? 5 APPROVE L 5 STRONGLY APPROVE
/ .
- . Frequency -
1 NEVER : L 1 ALMOST EVERY DAY
"2 LESS THAN ONCE A MONTH . -2 AT LEAST ONCE A WEEK
3 ONCE OR TWICE A MONTH * -3 ONCE OR TWICE A MONTH
4 THREE OR FOUR TIMES A MONTH 4 A FEW TIMES A YEAR
5

'HDRE THAN FOUR TIMES AMONTH -~ . = 5 NEVER

i




.

:Freghencz (continued) . EESE

. ] o ’, . 5 i 1" 7 4
1 NEVER S E N 1_.uzvgp. _
2 SELDOM - 2 RARELY
3 SOMETIMES S AP " 3 OCCASIONALLY. :
4 OFTEN . [ -4~ FAIRLY OFTEN >
5 ALWAYS .5 _mqum;rm SR
A - B e
| . o .o 'ﬁﬂ}
1 VERY HAPPY S L
2 PRETTY HAPPY el A A
3 NOT TOO HAPPY A T
P ( LU 7
“-.'_'T".w‘-. . n\ .
1 NOT AT ALL-  *“ 7% 1f Nor 1MPORTANT AN
2 SLIGHTLY ° ' : 7+ 2 SOMEWHAT IMPORTANT -~
3" MODERATELY, 3 IMPORTANT L
4 PAIRLY | . 4 VERY IMPORTANT
'S VERY S .+« 5 EXTREMELY IMPORTANT
1 VERY IMPORTANT , 1 EXTREMELY IMPORTANT
2 SOMEWHAT IMPORTANT | 2 VERY IMPORTANT
3  NEUTRAL - 3 FAIRLY IMPORTANT
4 SOMEWHAT UNIMPORTANT ° ‘4 _NOT TOO IMPORTANT
S VERY UNIMPORTANT /5 NOT AT ALL THPORTANT
. Likelihood
1’ VeRY LIKELY ' 1 DEPINITELY WON'T
2. PAIRLY LIKELY . ‘ 2 PROBABLY WON'T
3 UNCERTAIN . | - 3 PROBABLY WILL
4 PAIRLY UNLIKELY 4

5 VERY UNLIKELY . - &

Satisfactionl;issatisfaction

-1 VERY DISSATISFIED |

‘2 SOMEWHAT DISSATISFIED . '
3 NEITHER SATISFIED NOR DISSATISPIED
- 4 SOMEWHAT SATISFIED

-'5 VERY SATISFIED

Similarity
.1 _VERY SIMILAR

2 "FAIRLY smmm

3. FAIRLY DIFFERENT =~

4 VERY DI
5 DON'T RNOW

T MBWN =

,DEFINITELY WILL

VERY DISSATISFIED
MILDLY DISSATISFIED
UNCERTAIN

MILDLY SATISFIED
VERY SATISFIED



" GUESTIONNAIRE WORDING CHECKLIST- " = . "

f"‘?'.'B°'voué QUESTIONS ASK FOR ONLY ONE THING AT .A TIME? (AVOID DOUBLE ...
. 5 “DARRELLED QUESTIONS, SUCH AS “DID YOU LIKE AND RESPECT YOUR COUNSELOR?) :

ARE YOUR OPINION QUESTIONS ONE-SIDED? (E,G., "DO YOU FEEL A TUITION
_ RAISE IS NECESSARY AT THIS TIME? venggs- Do’ You FeeL A TUITION ‘RAISE
IS NEEDED OR NOT NEEDER AT THIS TIMEY) ~ =~ . = . - .~
'Rg YOUR QUESTIONS INCLUDE WORDS WITH DOUBLE MEANINGS? " (E,G., NATIVE
| ERICAN, ENERGY,' FAIR). R SR
« -~ DO YOUR QUESTIONS INCLUDE JARGON? PSYCHOBABBLE?'"&?.G;J'Hoﬁ OFTEN -
DID YOUR COUNSELOR GIVE YOU POSITIVE REINFORCEMENT?) ST

Do YOUR QUESTIONS INCLUDE ABBREVI?Kggﬂs? (AVOID THEM IF POSSIBLE, = -
,© EVEN SEEMINGLY OBVIOUS ONES LIKE IR\ T

Do YouR;RESPONSE,ﬁCALES MATCH THE QUESTION, (E.6., WATCH OUT FOR = - '
MISMATCHES LIKE. ;HOW HELPFUL WAS Y?UR COUNSELOR--NEVER, HARDLY -EVER, ~,." "
SOME OF THE TIME, MOST OF THE TIME) ., R

. P o ' . SR T
ARE YOUR RESPONSE SCALES BALANCED? (THE NUMBER OF POSITIVE ‘POSITIONS - -
SHOULD EQUAL THE NUMBER OF NEGATIVE ONES. E.G., A THREE-POINT . - -

, SCALE. POOR, GOOD, EXCELLENT IS UNBALANCED.) | R

ARE YOUR QUESTIONS 0OBVious? (E.G., COULD THE UN;VERSITY DO MORE
TO HELP STUDENTS ADJUST DURING_THE FRESHMAN YEAR? ANSWER; OF .
COURSE, WE CAN '‘ALWAYS DO MORE.) o R

-

'ARE YOUR QUESTIONS LEADING? (YOU SHOULD LOOK TO SEE WHETHER YOU.
WOULD FEEL UNCOMFORTABLE. IN ENDORSING ONE OF THE RESPONSE CATEGORIES)

?O'RESPQBDEP}TS HAVE ENOUGH INFORMATION TO ANSWER THE QUESTION?
E.G., UON'T ASK A GENERAL SAMPLE OF STUDENTS, How:wouLD You - - ’
RATE THE PEgEORMANCE OF THE HEALTH SERVICE IN DEALING WITH MEDICAL
EMERGENCIES! : . R ’ ‘ o

; qAVE,YOy GIVE EXPLJCIT INSTRUCTJONS ON HOW TO ANSWER THE QUESTIONS?
E+G., "CIRCLE ONE" INSTEAD OF "INDICATE') I

ARE YOUR OPEN-ENDED QUESTIONS FOCUSED ENBUGH? E«G,, RATHER THAN
ASK “DO_YOU HAVE ANY. COMMENTS ABOUT THE UNIVERSITY” YOU MIGHT ASK,
- "WHAT ADVICE WOULD YOU GIVE NEW STUDENTS IN YOUR PROGRAM <

.

Do YOUR QUESTIONS CONTAIN "FLAG WORDS"? (WATCH OUT FOR PHRASES .
(LIKE 'RIGHT TO LIFET'OR 'PRO-CHOICE - THEY PRODUCE EMOTIONAL -
. REACTIONS BEYOND THE ISSUE BEING CONSIDERED, o

AN
&
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QUESTIONNAIRENNORDiNG CHECKLIST (CONT ) -

’325312}42 E?i?ﬁ?i:ﬁ?i%ﬁﬁ?}’E‘ECSHE”‘k“ﬁoﬁ"?‘!ﬁb“?n§80‘*" A¥°§Bo 3

ARE 'YOUR QUESTIONS TOO WORDY? (REA? ALOUD T0 SOMEONE ELSE - THIS
NILL REVEAL NORDINESS AND AMBIGUITY ,

HAVE YOU ASKED QUESTIONS THAT ARE TOO HARD? (E s., RANK ORDER '
YOUR cuoxcss FROM 1.= HIGHEST = LONEST -

‘ARE YOUR RESPONSE ALTERNATIVES EXHAUSTIVE? (E s.& Do YQU TAKE S
A CAR OR BUS TO WORK? = WHAT ABOUT CYCLISTS AND WALKERS' ;' -

“ARE YOUR SKIP PATTERNS CLEéR? CAN YOU CUT SOME SKIPS? (SKIPS
ARE “IF THEN" ‘QUESTIONS..—' THEY CAUSE ANSWERING AND ANALYSIS
PROBLEMS - THEY CAN OFTEN BE AVOIDED:BY ADDING_EXTRA RESPONSE

P

, eLTERNATIVES EiG., HOW SATISFIED- ARE YOU leH THE HEALTH. SERVICE?

&

VERY SATIS‘FIED; 1 NOT AT ALL SATISFIED; HAVEN T USED THE

HEALTH: SERV]CE L

AN RESPONDENTS ANSNER gUESTIONS FROM THEIR PERSONAL EXPERIENCE?
THIS IS MOST DESIRABLE

._HAVE YOU INCLUDED HYPOTHETIC?L OUESTIONS? (THEY PRODUCE HYPo- . )
THETICAL ANSWERS - WATCH ouT A & .
Have YOU PRE-TESTED THE OUESTIONNAIRE? (IF NOT; DO IT EVEN IF IT'S.
: JUST AMONG COLLEAGUES AND SMALL GROUPS) S y
' g g -
\: g - . | o '.v_'ﬂ" ‘
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ODING EDITING KEYPUNCHlNG

i
Coding:

When coding open ended qustlonc. use B or less catogorleo .
Mora categorlel tend to be dmlcult to code and analyze

Editing: |
Sas eiamplo of editing rules N

Ktylng | o |
. Rate of keying errors should ha Iosa than 1% -

5 to 10 percent of*questionnaires should be checked for accuracy
Case D numbera should be vcrlﬂad : _

e
N

e
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. 3. ',' '};'.u"""\v"
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[} L] 2 : ‘ “qd',;l .
- v . . .. ; . :
. » ken . ¢ - ’ ’, e )
27 August 1982 ° ‘ , “ '
. . T, ’ . A 3 ' 5 ,!,‘. .
= EDITI'_‘? GUI_DELINES FOR ORIENTARION SURVEY ¥ T
| . . %‘ . .
. . . AREY : id '\‘! ' -
@ 1)" ALL editing is to be done with a-red pen. - = .

) ;
, '2) ALl numbers in ’thiple‘cp(unn fields are to be right
-t justified (e.g. number of‘cdllege credtt:). . , .
3) I1f two adjacent responsei are indicated on scaled questions,
, select. the more extreme response ‘(e.g. #f disagree and neutral are
s -circled, select‘ﬂisagree).' Cross through the nonselected response
: with a double horizontal tine., _ St .

<

) 4) If two“or more non-adjacent responses are indicated, cross‘
through responses uith a Double hqgizontal line. P
'
5) Remember, the keypuncher is paid to key in the data as quickly
as possible, not to make dgcisions as to what items should be‘aﬁyed.
. MLl responses nust be as clear and unaubiguous as possible.

$: _ A
6) Guestions should be.directed to Jon Roesler at 641820. Jg/*\

. w..' ),'.

-

70




DATA ANALYSlS
Staps & Tlps |

o : @

. Frequencles: L

" Include descriptive statistics -
= Use to check non-verified keying .
'« Uge for most If not all varlables

I N . . -
.‘ 9 [ . , ) AN .
.l,. " . . .
. ~ '

Cri’isilabblatlona: S - o
1; ' ' J T ¥
Indudo chi square test.of sngmhcance |
N Inoluda measure of aasoclatlon 8.9. Iambda .
. Uaa, or dlscrata. noncontlnuous. catsgorical \raﬂables
’ , , . {‘s : '

. ’, . ] W
é ' « Ct SR “ T
‘ y‘ ‘,‘ ” .o . R '. .

Braﬁkdowﬁ’s. | } v . ¥
¢,

- Include onmg ANOVA wlth tadt and eta squared
Use for contlnuoua or Implle cgntlnuouc varlables

P

*
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‘ u - VAT
A > » 4 I ¢ <«
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- = -~ STANDARD REPORT FORMAT

* EXECUTIVE SUMMARY - )

-BRIEE. SUNMARY OF MAJOR F INDINGS/INTERPRETATIONS N BULLET FORNAT
STAND ALONE/NO'MORE' THAN THO' PAGES :
CINTRODUCTION .
-BRIEE STATEMENT OF ISSUES/PURPOSES (LIT REVIEW & DETAIL IN
APPENDI | 4 %
SURVEY PROCEDURES - S : Vs

.SUMARY OF SAMPLING, DATA COLLECTION METHODS AND QATES, MARGINS OF
“ERROR (DETAIL TN APRENDIX |

RESULTS

. INDIVIDUAL® QUESTIONS, QUESTION TYPES, OR SCALES PRESENTED ONE TO A
PAGE IN GRAPH OR SIMPLIFIED TABLE. . |

.MATN TREND DESCRIBED IN ONE OR TWO SENTENCES
7 - SUBGROUP DIFFERENCES USUALLY SUMMARIZED IN BULLET FORM
' -KEY SOBGROUP DNEFERENCES']'BLED OR GRAPHED

?

A ANALYSIS/IHPLICATNONS | .
~SUMMARIZE MAJOR TRENDS IN DATA (l 10.3) =

.DRAW IMPLICATIONS IN TERMS OF IMPACT ON DECISIONS POLICIES,
 PROGRANS, OR PROPOSALS T "

APPENDICES ' . | ~ o,
.LITERATURE.REVIEN/DETAILED BACKGROUND ~

-METHODOLOGY--REPRESENTATIVENSS - OF - SAMPLE, MARGIN OF ERROR TABLE,
DATES ,PROCEDURES',DATA ANALYSES

I;COPY OF QUESTIONNAIRE (AND SUPPORTING MATERIALS SUCH AS FOLLOW- -UPS,
~.»"AND SCRIPTS) 1’ .

.VERBATIM SUMMARY OF OPEN ENDED COHMENTS ORGANIZED BY CATEGORY

.

7o
EKC

Aruitoxt provided by Eic:
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 *BOILERPLATE” REPORT SENTENCES AND PARAG'RAPHS'J |

EXECUTIVE SUMMARY o | - -

RESPN QUP$ .XX% OF A RANDOM SAMPLE OF GROUPS__ WERE -
?HEYEYED BY (ﬂKIL LEPHDWE JHANDOUT) ON TOPICS_ _KEY FINDINGS

INTRODUCT ION | oo ‘ ]
THI A REPORT OF A SURVEY OF___GROUPS__ON THEIR ATTITUDE§ TONARD
: ICS___AND THEIR EXPERIENCES WITH___TOPICS___

THE STUDY WAS COMMISSIONED BY SPON80R$ AND CONDUCTED BY o
RESEARCHERS ___. -~

AT ISSUE IN THE STUDY NERE THE FOLLOWING .QUESTIONS : lssuns
TSSUE2S____ISSUENS___—

S
NAIRE_ASKE THE FOLLONIMG TYPES OF QUESTIONS
$___ _QTYPE

E TION

F STUD
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I
N
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TELEPHONE SURVEYS

MATLED SURVEYS

E WEEK. AFTER
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MARGINS OF ERROR

(-7 T4 NN - 1.1 -4y

oy,

4

.0
lC | )

Aruitoxt provided by Eic:

E



{ “SURVEY REPORT NORKSHEET,
7T 1. WHAT IS'THE NAME OF THE REPORT? (NAMES)
2. WHO-ARE THE.AUTHORS OF THE REPORT (AUTHORS)
© 3 Who COMHISSIONED THE: REPORT (SPONSORS) ﬂ
4. WHAT'OFRICE CONDUCTED ThE SURVEY? (RESEARCHERS) :
" 5. WHEN WAS THE SURVEY DONE? “(TIMES) . e 4 G
6. HOW WAS THE SURVEY CONDUCTED? (NRiTE lN ONE OF THE FOLLONle fv'*\'

1u How MANY EEdPLE* RE E
.- POPULATION; AND

. VERBATIM: _MAIL, TECEPHONE. HANDO T) |
: 7 ~WHO WAS SURVEYED’ (CLASSES 0F PERSONS E G sT DEN.S/-EMPLOY ES
. - ETCs) (GROUPS) - e E _f
: 8;«HHAT’NAS THE-TOPlG'0F THE SURVEY?CSHORE 85"5 .a c P*rVE PHRA§E)
- 'E.6. FINISHED THE. SENTENCE : R op lurq_,
ABOUT « « .« o< ®(TOPICS) e
9. WHAT ARE THE SECTIONS ‘OF THE
" THE SURVEY ASKED - ﬂ.FO““OHl
(n;vals—-nrxPE~ ey o
10. WHAT ARE IHE ISSU o
RESULTS WILL HELP RE S
CONDHCTED TO HELP ANSW RS
 (ISSUE1$--ISSUENS)===-~ - BITRY ESTR
11. wHéFC1sﬁtﬂE ARE THE BAR POSE OF THE STUD ? L TR
' DECISIONS:, POLICIES,.PR R PROGRAMS. AR Lo
. CONSIDERATION. v-_,éf § PR GRANS PRO e
“: f;'_'-CUR‘RENTL%;-'- « e $ " L

,IHE PEOPLE TO. BE

15?*wa REPRESENTAT VE |
IN_YOUR POPULATHON F
MEN., WOMEN, FRESHMEN
b KSU 19*3 BX

wﬁhER OF PERCENTAGE OF
(81 s




~ SURVEY REPORT WORKSHEET, PAGE S -

IKETATIONS HAVE TO-BE PLACED ON THE DATA?

1

""';‘?BE%BkANN FROM THE DATA? (AGAIN,

’

AND PROPOSALS) -

, -PROGRAMS

A

Fine

.

Aruitoxt provided by Eic:
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‘2%

‘, Mother

. 35%

85%

‘No, don‘t have

oA

T

SAMPLE REPORT PORMAT FROM FAMILIES AT WORK GENERAL MILLS, MPLS MN., 1981

[P

WHO MOSTLY HANDLES
CHILD CARE

(BASE: PARENTS WITH
CHILDREN AT HOME)

. <.

1 FAMILY MEMBER

Wopld you say that, inyour family, the children are

cared for mostly by the mother, mostly by the
father, or that both parents share day-to-day child

» care oqually?

Bno 851

UL Wl

36%

Both equally

Other (vol)

3%

Father

59%

17 ARRANGEMENTS IiN

ADDITION TO PARENTS
(BASE: PARENTS WITH
CHILDREN AT HOME)

5

Do you have any other child-care arrangsments in
addition to the parents taklng care of tho chlidren,
or not?

Yes, have .

Not sure

as : ‘ SRR

‘ and child care (Chart 20)

¢
» Y

n. CHILD-CARE mcncns or o
mum FAMILIES : o
' ‘Despite mixed feelings about certain key issues

: surrounding work and the raising of children, the child-

care practices of most contemporary families are

* clear, defined, and fairly traditional. In 58% of families
- with children at home, the primary responsibliity for
<hild care rests with the mother, although parents in

about one-third of these households (36%) share the *
job equally -Only rarely does primary child care rost
wlth the father (3%) (Chart 16)... ,

" Over one-third of households with childron (35%)

alsohave otherchild-caro arrangements, most typically:
~ @ Other family members (48%).

- Paid help inside the home (23%); and
e Day care centers (1 9%) (Charts 17 and 18).
Wlth nearly two in five Amorican families’ now

, supplementing primary parental care with alternative

child-care arrangements, and with every expectation
that women will increasingly britor the work force over
the next few years, it is not surprising that all of the
child-care alternatives presentedasfuture possibilities
"are considered good for families. Indeed, positive
feelings in this regard are expressed equally by parents,
working mothers and fathers, teenagers with working
parents, and family members overall. While there'is .
support for all alternatives, two head the list:

L Employeis niaking it easiér for WOrking parenfs
- to arrange their jobs and careers around
_children; and. -~ . e

° Childrpn taking on more responmbilities
(Chart 19) .

“In general. leadership opinion supportsthe neces- .

" sary child-care aiternatives. Even family traditionalists

agree that it would be a gbod thing for families if
‘employers helped working parents.arrange their jobs
around their chiidren, if children took on more responsi-
bility forthemselves, andit government tax deductions
‘helpéd pay for in-home or neighborhood child care.
-Although family traditionalists are the only leadership
group decidedly against both day.care outside the
home and schools providing more after-hours care,
they are most united In supporting extended child care
‘within the family by grandparents and oth(r famp/y
members.

Both human resource executives and laborleaders ‘
agree that it would be a good thing for familles if
employers made Iteasier for parents to balanco work

&
)



' ANOTHER SAMPLE PAGE FROM GENERAL MILLS REPORT

&

’ : TYPE OF ADDITIONAL CHILD CARE '
, (B.ASE: PARENTS USING ADDITIONAL CHILD-ZARE A.R.RANGEMENTS) :

&

Whleh of the followlng bnt pucrlbn who cares for your chlldron bnldu
- thelr pahnts? _

Base 334

Other members
of the family

e SOMSEORSEES 2

»

‘j“’"“";:"’"é'. | ﬁ?ﬁﬁ%ﬁﬁ%ﬁ@w% o o B |

e e ! o . ) Y
a . .

. fﬂ.na,o,,,,,g,,'b%"~:8g§g§§‘§§ ¥ 18%" : i
. | ::-::"mx'mé -_.%%ﬁﬁﬁﬁgﬁ e
EIIILE gEREE e -
e ﬁﬁgﬁm 9% ,

-

- Note: Doesn't add to 100% because bf multiple responses. __

. ,‘Q'




- SAMPLE REPORT BAGE FROM UM WELLNESS suﬁffii‘. WEARRERE
S - . Chart 1

R

.U\\" -

" ,‘)uJ.:
S

' THE PURSUIT OF HEALTH: -
SEEKERS VERSUS HOPERS -

- The gyrveyed employees split nearly in half between "seekers"--those who |
actively work at- good health, and “"hopers"--those who-take gogd health for
granted (and hope they will be healthy in the future). The scekers differ . .
from the hopers in many ways, including: . = S

SEEKERS . < "HOPERS

" 61% are very or QUite-éat{éffed' L a3 are very or quite satisfied

with their'health o o . with their healthﬁ R J;g*'

~62% exercise regularly, ‘”;  '.v ;_" . 3y eiercdsé‘régularly" Do

Cdemsmoke o DT 29% smoke

T
Mo
<y




l’l"'OU.l GG Sur veyg

SAMPLE TABLE FORMAT FROM U OF ‘M 'FEES stRvey - - -

KNOHLEDGE AND OPINION OF THE DAILY HUMOR EDITION

| » , .

- TABLE D-8. Familiarity with the humor edition. (N=474) Percent
' o L - Saw the humor ed1t10n ., 65
e % Heard of it, but did not see it <27
. N . ’ Did not see or hear of it li_ﬂ
. . ?A. 100 .

Ninety-two percent of the respond ts had seen or heard of the humor
edition; 65% had actually seen ft.¥v ~» oo

| TABLE D-9.. Opinion of the humor edition. (Asked on%y of those who had

seen or heard of the humor ed1t10n,‘ N= 438) o Percent \
. - Strongly approved 6
, A o : Approved B I
| ” ' . Ne]ther%QQ::Zfd nor d1sapproved ’*;' 3
. _ ', . Dlsapproved . 19
b S o o Strongly d1sapproved _ 15
Can't say ‘ 4

'*:/)/,‘ j : . ’ S O 100 '

The most: frequentlyfendorsed (37%) opinion abaut the humor ‘edition was
neutrality. More disapproved of it (34%) than approved of it (25%).
Un-square tests indicated that d1sapproval of the humor edltlon was related
“to respondent's class.and sex. ‘ N

Class (p < .05)

Adult spec1al students had the highest rate of d1sa roval
: ;g?‘ edltlon (58%), while. graduate students had the . owest rate

of thE hmor
(20 ,
(2 < 0NN -

Proportionately @gre women (40”) than men (33%) 1saggroved of the

;“‘ humor edition. f'_ o 0
. W o S - ' B
NE ’ : : .
o~
h &
. . . 'vﬂ".., o Ei(); . - L /
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- " pling qrrof._'varlu to some extent with the size of the - -
; — . sample andwith the percentage of respondentsgiving
ey results are . & Particularanswer. The following table shows the .

| it is important to note that &4 ) , . VS the -
| ., 8ubject to'sampling error, Le, the difference between - :""'f‘“ of error '-Qt' "'“P"” of different sizes andat -
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f American College Testing Program , ESS Imem Catalog. ACT, Iowa City, Iowa.

A catalog of items for use in college student & faculty surveys. '
S = ! '

~ 2 . - L R

Bass, B., Cascio W., and O'Connor E. Magnitude estimatLons of expressions
of frequency and amount., Journal of Applied nsychology, 1974, PP 313 320
/

Gives useful generic frequency & amount scales based on psychometric resear
. , _ 1’

'Dillman,'D A. :"Mail and telephone surveys. the totalidesign method. '
New York.' John Wiley, 1978. : . - o o

" This is the best book to buy. if you can afford only one book on survey
research comprehensive ‘and specific. y .(v R
Doyle, K. \ An abecadary of*sampling.. In New Directions for Instrtutional
Advancement No. 6 San francisco. Jossey Bass, 1979 :

A

.'An excellent practical discussion of list-based sampling procedures.n_q?ffi

L
\?‘. .. . R . I Y

PR (R

General Mills, Inc. Families ‘at work: - strengths and strains. The General

- Mills American Family Report, 1980 81. Minneapolis. General Mills, Inc.

One of a series of studies offering good examples of clean attractive
.report design. : : - o
- -7 T . " : : '\

. ‘ .
nd Morgan, D.. Determining sample siZe for research activitie'
f sychological measurement, 1970 30, 607-610.

Krecjie, R.

,able, and formula for determining sample size for simple

]

‘b
. 3 . B . ) o R
. N )

Labaw, P. Advanced questionnaire design Cambridge, MA. ‘ABT Books, 1980

h;A good anaLysis of subtle questionnaire wording and design issues., o
SN T s g ' ' -

-,Payne, S. L. The art of asking qudstions Princeton,'M.J. : frincetbn; s
University Press, 1951.,=. ‘\ , e T R

Still in print because it is a classic--the best ever book on question "
. writing. . A a . ,

bl

B

a . “n;_ N
LS

Sudman, S. and Bradburn, N Asking Questions San Francisco' JoSsey-Bass,

. "The second best general book on practica1 survey technidues. 'f'Q’:” T,>

Q

* A catalog of recommended survey demographic

S
e

Van Dusen, R. and- iill, N. Basic background items for u.sS. household

surveys Soclial Research Council 1775 Massachusetts Avenue, Hashington
b. C.- 20036 T ' . ‘ o el e
‘itemS- ( ' . ’ | "ﬁ"'
-t - . c h ‘~">," o . . 82 .



