Form 1

Commuter Survey Detailed Instructions for 
Building Managers and Building Transportation Coordinators
Read these instructions completely before beginning the survey process.   If you have questions, please contact Cindy Watanabe-Mezs at 206-263-6089 or by Email at cindy.watanabe-mezs@kingcounty.gov.   

1. Decide on a method for distributing and collecting the survey.  

2. Notify and engage tenants in advance so that they are well-prepared to survey their employees.  Consider reminding people about the survey process via:

· Articles in building newsletters

· Announcements in elevators

· Email

· Electronic reader boards in lobbies or elevators

3. Track the forms sent to and returned from tenants.

· Each form contains a unique serial number so you can identify easily who has and who has not completed surveys.    
· Enclosed are a Survey Tracking Form (Form 2) and a Tenant Identification Form (Form 4) to help with this process.  These forms are especially useful to those who have a large number of tenants, employees and forms to track. 
4. Distribute the surveys and instruction packet.  
       The complete packet should contain:

· A cover memo or letter that explains the building’s survey process to tenants. Form 3 is a Sample Survey Cover Memo to Tenants that you can use or customize.

· Survey Instructions to Tenants (Form 5) and specific DOs and DON’Ts


· An adequate supply of survey forms (Include a few extras.)
· Sample Survey Cover Memo to Employees (Form 6) is an example of the type of memo that tenants might want to use or customize to engage and instruct employees. 

· Tenant Identification Form (Form 4) is an optional form that some building transportation coordinators ask tenants to include with the packet of completed surveys.  It’s one more way to track returned surveys.  (If you use Form 4, we recommend using bright-colored paper.)

5. Collect the surveys from all building tenants.  The goal is to achieve a 70% response rate.  
              Your building is more likely to achieve this goal if you:
· Ask each tenant to designate an employee to be your primary contact, someone who will communicate with you throughout the process and be responsible for collecting surveys from employees.  
· Engage and follow up with your contacts regularly and remind them about deadlines.

· Make sure your contacts know how, when and where to return the completed survey forms.  
.  

6. Check the completed survey forms for damage.  Damaged surveys and forms completed in ink cannot be processed, and, therefore will not count toward the target 70% response rate.  
· If a survey form has been damaged, you must transfer the responses from the damaged form to a blank, undamaged form so it can be processed.  
· If a survey was completed in ink, you can get credit for it if you pencil over the responses.  

7. Package the surveys for processing:
· Stack completed surveys face-up and all in one direction.

· Enter the number of surveys being returned in the space provided on the Building Identification Form (Form 7) and place the form on top of the completed surveys.    

· Add the Survey Tracking Form (Form 2) to the package.

· Use a box to package the surveys and forms.  Use crumpled paper to fill up excess space in the box and prevent damage to the surveys.  Don’t use foam packing chips; foam will stick to the surveys and interfere with the optical scanner.  
· Tape the box closed.
· Affix the enclosed, preprinted return label.

8. Call for pick-up:  Call King County Metro at (206) 684-4444 to pick up the surveys for processing.

· Leave a message with your name, telephone number, building name, address, and suite number.  

· Specify the location, (e.g. suite #, front desk) where the package will be waiting for pickup.
Within six weeks you will receive a report of the survey results and a guide to help you interpret them.  You also will receive an invoice for $570 to cover the cost of the survey process.   
Important Note:  


DO:  Return all completed surveys at one time, accompanied by the Building Identification Form (Form 7).  


DON’T submit partial packets of surveys.





DO use only a pencil to complete the survey. 


DON’T use ink.


DO use only the original forms provided.  


DON’T make photocopies.  The University uses an optical scanner to process the survey and it cannot read photocopies.


DON’T rubber-band, staple, clip, tape, tear, bend or fold the forms.
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