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Step-by-Step Guide to Preparing a Survey for Your Research
Creating an effective survey is an important step in collecting valuable data for your research.
This guide will walk you through the process of preparing a survey on your chosen topic,
ensuring it is clear, focused, and aligned with your research objectives.

​Step 1: Define Your Survey's Purpose
Before designing your survey, you need to be clear about why you are creating it and what kind
of information you hope to gather. This should be directly linked to your research objectives and
questions.

● Ask yourself: What specific data do I need to answer my research questions?
● Example: If your research is about how virtual teams collaborate, your survey should

focus on aspects like communication tools, collaboration methods, and team productivity.

​Step 2: Identify Your Target Audience
Consider who will be taking your survey. Your target audience should be people who have
relevant experiences or knowledge related to your research topic.

● Ask yourself: Who are the people best suited to provide the information I need?
● Example: If you're studying virtual teams, your survey participants should be individuals

who have worked remotely or in virtual team settings.

​Step 3: Create Clear and Focused Questions
Your survey questions should be easy to understand and directly related to your research
objectives. Follow these guidelines:

1. Use simple, clear language: Avoid jargon or technical terms that might confuse
participants.

2. Be specific: Each question should focus on one idea or topic to avoid confusion.
3. Ask both open and closed questions: Include a mix of question types to gather both

quantitative and qualitative data.
Types of Questions:

● Closed-ended questions (e.g., multiple choice, yes/no, rating scales) help you collect
specific, quantifiable data.

o Example: "How often do you use collaboration tools like Slack or Microsoft
Teams in your virtual team?"

o Answers: "Daily", "Weekly", "Monthly", "Rarely", "Never"
● Open-ended questions allow participants to provide detailed feedback in their own

words.
o Example: "What challenges have you faced when collaborating with your virtual

team?"

​Step 4: Use Scales or Rating Systems
For questions about opinions, frequency, or satisfaction, using a Likert scale or other rating
system makes it easier to measure responses consistently.



​
Example of 5 Likert Scale Options
Question: "How satisfied are you with the collaboration tools used in your virtual team?"

1. Very Dissatisfied (1)
2. Dissatisfied (2)
3. Neutral (3)
4. Satisfied (4)
5. Very Satisfied (5)

Alternative Five-Point Likert Scale Questions
1. Question: "How effective do you find communication in your virtual team?"

o Very Ineffective (1)
o Ineffective (2)
o Neutral (3)
o Effective (4)
o Very Effective (5)

2. Question: "I feel that my contributions are valued in my virtual team."
o Strongly Disagree (1)
o Disagree (2)
o Neutral (3)
o Agree (4)
o Strongly Agree (5)

Tips for Using a Five-Point Likert Scale
1. Clarity: Make sure each label is clear and easy to understand.
2. Balance: Include an equal number of positive and negative options with a neutral middle

point.
3. Consistency: Keep the structure of your questions uniform throughout the survey.

Using a five-point Likert scale allows you to capture a range of opinions or feelings while
keeping the survey straightforward for respondents.
​Step 5: Ensure Logical Flow and Structure
Your survey should have a logical flow so participants can easily move from one question to the
next. Begin with general questions and gradually move toward more specific ones.

● Example:
1. Start with questions about general work experience: "How long have you worked

remotely?"
2. Then ask about collaboration tools: "Which tools do you use most frequently?"
3. Follow up with questions about effectiveness: "How effective are these tools for

team communication?"



​Step 6: Keep It Concise and Manageable
Participants are more likely to complete your survey if it is short and to the point. Aim for
10-15 questions and avoid unnecessary repetition.

● Ask yourself: Are all of my questions necessary to achieve my research objectives?
● Tip: Test the survey yourself to ensure it is not too long or repetitive.

​Step 7: Pilot Test Your Survey
Before sending your survey to your full audience, do a test run with a small group of people.
This will help you:

● Identify any confusing or unclear questions.
● Check if the questions are gathering the type of data you need.
● Ensure that the survey functions properly (e.g., answer options, scales, etc.).

​Step 8: Review and Revise
Based on the feedback from your pilot test, make any necessary adjustments to improve clarity,
fix any technical issues, and ensure that all questions are aligned with your research objectives.

​Step 9: Ethical Considerations
Make sure to inform participants about the purpose of the survey and how their data will be
used. Get informed consent and assure them that their responses will remain confidential.

● Include a brief statement at the start of your survey:
"By participating in this survey, you agree to provide information for research purposes.
Your responses will remain confidential, and no identifying details will be shared."

​Step 10: Distribute Your Survey
Once your survey is finalized, distribute it to your target audience. Consider the most effective
way to reach them (e.g., email, social media, or other platforms), and allow sufficient time for
responses.

By following these steps, you'll be able to create a focused, clear, and effective survey that
provides valuable data for your research. Good luck with your survey development!


