Rules for Drawing up a Questionnaire

1.
Make the questionnaire as brief as possible and as easy as possible to answer.

2.
Arrange questions in a logical order.

3.
Phrase questions to avoid misunderstandings.

4.
Phrase questions to avoid giving clues to expected answers.

5.
Avoid questions which require long narrative type answers.  If this type of information is needed, schedule an interview.

6.
Do not ask questions that might appear threatening to a person’s job if an answer is given.

7. 
Determine carefully what questions are required to obtain the information required.

