Staff Survey

Name of Company ______________________________________________________________

About your Company

Is it essential for a customer to come to your location to obtain your service or product?

 FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N   Why?

Do you have a customer service number?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

Are there questions that you answer every day?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N    How many times a day?     

Are there questions that every customer/client is asked during the process of providing your product or service?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N    How many phases are there?

Is there a checklist that a customer/client should complete before they can purchase or use your product or service?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N       How many items are on that list?

Do you have an order form for service or product?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N     How many?

Do you have any forms that are routinely filled out?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

How many are they filled out by staff?

How many are filled out by your client or potential client?

Is any of the information from these forms entered into a computer system?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

What kind of information do you have to obtain from a client or potential client? 

Does your company have a technical support department?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

Do you frequently have to obtain basic client information from someone else or from a paper file?

 FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

Do you have a staff member that takes phone orders for your service or product?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

How many remote or satellite offices does your company have?

Do you have any telecommuters?  FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N 

How many people does your company employ?  (Please include remote and satellite offices)

Out of those people how many have a computer at their workstation? 

Does the company keep a “file” on each of their clients?   FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

Is there a need for more than one department in your company to access those files?   FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

Is there a need for more than one office in your company to access those files?   FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

Are there reports, documents, or other information, which may need to be accessed by more than one person or location at a time within your company?   FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N

If you have remote offices, what kind of information do you pass between those offices?

How often does this happen a Day?  A Week?  A Month?  

What kind of information is routinely passed between your company and suppliers/contractors?

What tasks do you perform daily?  

What tasks do you perform weekly?

What tasks do you perform monthly?

About your Image

Please check all of the words that you would like a client to use to describe your company:

 FORMCHECKBOX 
 Formal
 FORMCHECKBOX 
 Whimsical      FORMCHECKBOX 
 Elegant      FORMCHECKBOX 
 Exciting  
  FORMCHECKBOX 
 Helpful       FORMCHECKBOX 
 Original


 FORMCHECKBOX 
 Relaxed   
 FORMCHECKBOX 
 Distinct           FORMCHECKBOX 
 Unique       FORMCHECKBOX 
 Serious
  FORMCHECKBOX 
 Stylish        FORMCHECKBOX 
 Old-fashioned

 FORMCHECKBOX 
 Playful           FORMCHECKBOX 
 Comfortable   FORMCHECKBOX 
 Artistic       FORMCHECKBOX 
 Classy               FORMCHECKBOX 
 Innovative  FORMCHECKBOX 
 Creative

 FORMCHECKBOX 
 Official           FORMCHECKBOX 
 Resourceful   FORMCHECKBOX 
 Intelligent   FORMCHECKBOX 
 Attentive            FORMCHECKBOX 
 Detailed     FORMCHECKBOX 
 Insightful

 FORMCHECKBOX 
 Refined          FORMCHECKBOX 
 Heavy            FORMCHECKBOX 
 Light          FORMCHECKBOX 
 Fun                    FORMCHECKBOX 
 Kind           FORMCHECKBOX 
 Respectful 

 FORMCHECKBOX 
 Friendly         FORMCHECKBOX 
 Beneficial       FORMCHECKBOX 
 Social        FORMCHECKBOX 
 Skillful                FORMCHECKBOX 
 Qualified    FORMCHECKBOX 
 Neighborly

 FORMCHECKBOX 
 Expert           FORMCHECKBOX 
 Proficient        FORMCHECKBOX 
 Invaluable  FORMCHECKBOX 
 Essential           FORMCHECKBOX 
 Important   FORMCHECKBOX 
Accomplished 

 FORMCHECKBOX 
 Fancy            FORMCHECKBOX 
 Eclectic          FORMCHECKBOX 
 Functional  FORMCHECKBOX 
 Instrumental      FORMCHECKBOX 
 Quirky       FORMCHECKBOX 
 Practical

What else do you think we should know about your company?

