Survey 
Checklist

____ Prepare a schedule for actions from the Kit
____ Determine where to store the results
____ Complete the Survey Tracking Spreadsheet (included in the Kit)
____ Outline what do I want to learn from the survey / survey goals
____ Determine how to distribute surveys (email list / website)
____ Select survey service if needed to do email blasts 
____ Brainstorm questions 
____ Complete the Customer Persona (Assumptions about people)
____ Think about the thank you gifts
____ Create the actual survey (or multiple surveys for different groups)
____ Prepare survey introduction / modify Opt-in & Privacy messages 
____ Get permission to send the survey
____ Send out surveys
____ Collect the results
____ Send out the Thank you gifts
____ Keep information in a safe place 


Additional Considerations:
____ Notify survey participants about the actions taken (shows you are listening)
____ Plan to keep checking in with customers and prospective customers 
____ Schedule ongoing voice of customer research (yearly/every 2 years)


