[AGENCY NAME HERE]

Administrative Services 

COMMUNICATION NEEDS SURVEY
Purpose:
To assess the effectiveness of current agency communication vehicles and messages in informing and enrolling administrative services stakeholders without creating another administrative hassle.

Guidelines:
The following guidelines were developed to assist you in administering the attached survey within your agency.

Method of Data Collection:  You have several available options for collecting the data.  An important factor in determining how to collect your data will be the size of your administrative services organization.  Also, you may not want to ask everybody questions about all Administrative Services activities, but instead focus on relevant areas (e.g. Agency accountants may not need to be questioned about warehouse optimization).  The more administrative services employees there are, the greater the expected impact to your agency.  Potential data collection methods include:

Focus Groups – For organizations with centralized administrative services shops with more than 100 administrative services employees.  Need to have at least 30 – 40 people participate in the focus group sessions.  For employees who may be out in the field, send them the survey via email for return.

Email or interoffice Survey – For organizations with less than 50 administrative services, those with the resources to compile returned data, or organizations where the administrative services staff needs extra effort to get them enrolled.  Send out the survey with a letter requesting a return date and an introduction as to the purpose of the survey.  The benefit of this approach is that it can be anonymous, thus gathering more honest feedback.

Telephone Survey – For organizations with less than 25 administrative services employees.  In the time it would take to compile the data and organize the distribution of the mail survey, an agency could make 20 or so phone calls to the employees asking them ten minutes worth of questions.  This provides immediate feedback that can be quickly compiled.  However, some individuals may not be as forthcoming as they would with a mail survey.

Who to Target: The organizational units and individuals identified by your agency implementation lead, purchasing officer(s) and fiscal officer(s).

Explaining the Data Collection Efforts: Regardless of the data collection method you use, you will need to inform your target audience about what they are participating in, why they are being asked to participate, and how much time it will require of them.  A  sample memo can be found on your disk.  Its title is "Why_survey.doc"

[Insert Agency Name]

Communications Needs

Survey Questions

Please respond to the questions in areas [designate here which of items 1 through 5, or all, you would like him/her to complete] below, which reflect a selected part of EMPOWER Commonwealth projects.

1. Administrative Services Project

A.
Understanding (please check the appropriate response)

__I have never heard of this project, and I don’t believe I need to

__I have never heard of this project and believe I need to know about it

__I have heard of the project, but I am still not sure of its purpose or how it affects me

__I am very familiar with the project and its purpose
B.
Information Sources

Please identify the information sources that have contributed to this understanding and your perspective on their quality.

Source of information

Quality and thoroughness of information







Excellent
        Okay

Poor

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__Administrative Services Web page

1
2
3
4
5

__EMPOWER SURGE



1
2
3
4
5

__Communiqué




1
2
3
4
5

__Department/Division/Branch meetings
1
2
3
4
5

__Managers in my agency


1
2
3
4
5

__Administrative Services Team Members
1
2
3
4
5

__Colleagues in my agency


1
2
3
4
5

__Colleagues from other agencies

1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

C. Potential Information Sources

Please identify any alternative means of communication that you feel would provide you with the information you need in a more effective and efficient manner.  Circle a 1 for those that you would like to definitely see implemented, a 3 by those that you feel might work, and a 5 by those that you do not feel resources should be used on.





Very Useful
         Helpful
          Waste of Time

E-mail messages


1
2
3
4
5

Staff meetings



1
2
3
4
5

Town hall or information session
1
2
3
4
5

Bulletin board posting in central area
1
2
3
4
5

Others _____________(please specify)
1
2
3
4
5

D. Additional Information Needed

For the Administrative Services Project what additional information do you feel you need and how frequently do you need it to feel comfortable with the changes that are being proposed?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

2. MARS Project

A.
Understanding (please check the appropriate response)

__I have never heard of this project, and I don’t believe I need to

__I have never heard of this project and believe I need to know about it

__I have heard of the project, but I am still not sure of its purpose or how it affects me

__I am very familiar with the project and its purpose
B.
Information Sources

Please identify the information sources that have contributed to this understanding and your perspective on their quality.

Source of information

Quality and thoroughness of information







Excellent
        Okay

Poor

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__Administrative Services Web page

1
2
3
4
5

__EMPOWER SURGE



1
2
3
4
5

__Communiqué




1
2
3
4
5

__Department/Division/Branch meetings
1
2
3
4
5

__Managers in my agency


1
2
3
4
5

__Administrative Services Team Members
1
2
3
4
5

__Colleagues in my agency


1
2
3
4
5

__Colleagues from other agencies

1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

E. Potential Information Sources

Please identify any alternative means of communication that you feel would provide you with the information you need in a more effective and efficient manner.  Circle a 1 for those that you would like to definitely see implemented, a 3 by those that you feel might work, and a 5 by those that you do not feel resources should be used on.





Very Useful
         Helpful
          Waste of Time

E-mail messages


1
2
3
4
5

Staff meetings



1
2
3
4
5

Town hall or information session
1
2
3
4
5

Bulletin board posting in central area
1
2
3
4
5

Others _____________(please specify)
1
2
3
4
5

F. Additional Information Needed

For the MARS Project what additional information do you feel you need and how frequently do you need it to feel comfortable with the changes that are being proposed?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

3.
Warehouse Optimization Project

A.
Understanding (please check the appropriate response)

__I have never heard of this project, and I don’t believe I need to

__I have never heard of this project and believe I need to know about it

__I have heard of the project, but I am still not sure of its purpose or how it affects me

__I am very familiar with the project and its purpose
B.
Information Sources

Please identify the information sources that have contributed to this understanding and your perspective on their quality.

Source of information

Quality and thoroughness of information







Excellent
        Okay

Poor

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__Administrative Services Web page

1
2
3
4
5

__EMPOWER SURGE



1
2
3
4
5

__Communiqué




1
2
3
4
5

__Department/Division/Branch meetings
1
2
3
4
5

__Managers in my agency


1
2
3
4
5

__Administrative Services Team Members
1
2
3
4
5

__Colleagues in my agency


1
2
3
4
5

__Colleagues from other agencies

1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

G. Potential Information Sources

Please identify any alternative means of communication that you feel would provide you with the information you need in a more effective and efficient manner.  Circle a 1 for those that you would like to definitely see implemented, a 3 by those that you feel might work, and a 5 by those that you do not feel resources should be used on.





Very Useful
         Helpful
          Waste of Time

E-mail messages


1
2
3
4
5

Staff meetings



1
2
3
4
5

Town hall or information session
1
2
3
4
5

Bulletin board posting in central area
1
2
3
4
5

Others _____________(please specify)
1
2
3
4
5

H. Additional Information Needed

For the Warehouse Optimization Project what additional information do you feel you need and how frequently do you need it to feel comfortable with the changes that are being proposed?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

4.
Best Value Procurement Project

A.
Understanding (please check the appropriate response)

__I have never heard of this project, and I don’t believe I need to

__I have never heard of this project and believe I need to know about it

__I have heard of the project, but I am still not sure of its purpose or how it affects me

__I am very familiar with the project and its purpose
B.
Information Sources

Please identify the information sources that have contributed to this understanding and your perspective on their quality.

Source of information

Quality and thoroughness of information







Excellent
        Okay

Poor

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__Administrative Services Web page

1
2
3
4
5

__EMPOWER SURGE



1
2
3
4
5

__Communiqué




1
2
3
4
5

__Department/Division/Branch meetings
1
2
3
4
5

__Managers in my agency


1
2
3
4
5

__Administrative Services Team Members
1
2
3
4
5

__Colleagues in my agency


1
2
3
4
5

__Colleagues from other agencies

1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

I. Potential Information Sources

Please identify any alternative means of communication that you feel would provide you with the information you need in a more effective and efficient manner.  Circle a 1 for those that you would like to definitely see implemented, a 3 by those that you feel might work, and a 5 by those that you do not feel resources should be used on.





Very Useful
         Helpful
          Waste of Time

E-mail messages


1
2
3
4
5

Staff meetings



1
2
3
4
5

Town hall or information session
1
2
3
4
5

Bulletin board posting in central area
1
2
3
4
5

Others _____________(please specify)
1
2
3
4
5

J. Additional Information Needed

For the Best Value Procurement Project what additional information do you feel you need and how frequently do you need it to feel comfortable with the changes that are being proposed?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

5.
ProCard Project

A.
Understanding (please check the appropriate response)

__I have never heard of this project, and I don’t believe I need to

__I have never heard of this project and believe I need to know about it

__I have heard of the project, but I am still not sure of its purpose or how it affects me

__I am very familiar with the project and its purpose
B.
Information Sources

Please identify the information sources that have contributed to this understanding and your perspective on their quality.

Source of information

Quality and thoroughness of information







Excellent
        Okay

Poor

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__[INSERT AGENCY SOURCE]

1
2
3
4
5

__Administrative Services Web page

1
2
3
4
5

__EMPOWER SURGE



1
2
3
4
5

__Communiqué




1
2
3
4
5

__Department/Division/Branch meetings
1
2
3
4
5

__Managers in my agency


1
2
3
4
5

__Administrative Services Team Members
1
2
3
4
5

__Colleagues in my agency


1
2
3
4
5

__Colleagues from other agencies

1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

__Other _______________(please specify) 
1
2
3
4
5

K. Potential Information Sources

Please identify any alternative means of communication that you feel would provide you with the information you need in a more effective and efficient manner.  Circle a 1 for those that you would like to definitely see implemented, a 3 by those that you feel might work, and a 5 by those that you do not feel resources should be used on.





Very Useful
         Helpful
          Waste of Time

E-mail messages


1
2
3
4
5

Staff meetings



1
2
3
4
5

Town hall or information session
1
2
3
4
5

Bulletin board posting in central area
1
2
3
4
5

Others _____________(please specify)
1
2
3
4
5

L. Additional Information Needed

For the ProCard Project what additional information do you feel you need and how frequently do you need it to feel comfortable with the changes that are being proposed?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
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