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	Guidelines for Preparing Questionnaires

1.  Respect the time of respondents by writing clear, complete, unambiguous questions.

2. Include an introductory statement that explains the purpose of the questionnaire.

3.  Proofread questionnaire before handing it out.

4.  Test out questionnaire on several respondents before the main distribution.

5.  Try to obtain a random sample, but, if that’s not possible, you may use a convenience sample (people in your residence hall or your apartment building, neighborhood, etc.)

6.  Try to include a variety of different types of questions: fixed-choice questions, open-choice questions, questions with operationally defined terms (empirically measurable criteria for a term), category questions, scaled-answer questions.




[These guidelines are based on Chapter 10: Analyzing Field Research Data, The Allyn and Bacon Guide to Writing, 5th Edition. John D. Ramage, John C. Bean, and June Johnson. NY: Pearson/Longman, 2009.]

