
Form 5
Survey Instructions to Tenants

1.   Determine your distribution and collection strategy and discuss it with Name at Phone Number, the Building Transportation Coordinator who is managing the building’s survey process.
· The strategy tenants use to distribute, track and collect the questionnaires will depend upon the unique characteristics of each organization.  

· Surveys are numbered uniquely and sequentially.  
· Use these numbers to track who has/has not completed or returned the questionnaires.  

2.   Inform employees:  Inform employees in advance about the survey process and how you plan to distribute and collect the questionnaires.  If you use a cover memo, please do not staple it to the form.

· Enclosed is a Sample Survey Cover Memo to Employees (Form 6) that you may use or customize.  
· Specify due dates.  
· Incorporate reminder notices into your process so that you do not miss due dates.
3.   TIPS for distributing and collecting questionnaires
· Engage supervisors to distribute and collect questionnaires, or
· Provide a well-marked survey collection box.
4.   The survey form--important DOs and DON’Ts 


5.   Check completed surveys for damage before returning them to the Building Transportation Coordinator.
· If a survey has been damaged or has something stuck to it, transfer the responses from the damaged form to a blank, undamaged form so it can be processed.  

· Pencil over responses that were completed in ink.  

6.   Complete the Tenant Identification Form (Form 4)
7.   Package and return the questionnaires and Tenant Identification Form (Form 4) to the Building Transportation Coordinator. 
· Stack the surveys FACE-UP and all in one direction.

· Complete the Tenant Identification Form (Form 4) and place it on the top of the stack of completed surveys.
· Package the completed surveys and Tenant Identification Form (Form 4) in a box.  Use crumpled paper to take up excess space and prevent damage to the forms.
8.   Return the surveys to:   
Building Transportation Coordinator completes this information.





Important Note:  These instructions are general and might not apply to all buildings.  Building Transportation Coordinators are encouraged to tailor instructions 1, 6, 7 and 8 to correspond to their building’s unique survey process





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’s optical scanner cannot read photocopies.


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