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44  EEaassyy  TTiippss  

TTaakkee  tthhee  PPaaiinn  OOuutt  ooff  YYoouurr  QQuueessttiioonnnnaaiirreess    
 by Carolyn Boccella Bagin, Center for Clear Communication, Inc. 

 
urveys, questionnaires, and forms can be 
valuable tools, giving your organization 
inexpensive and convenient means to collect 
information from your clients, customers, or 

staff. Many companies and government agencies 
regularly develop surveys to gauge how their customers 
feel about particular issues, to measure how specific 
programs have served their target audiences, or to 
gather constituents’ perceptions about policies, 
publications, and services.  

Designed and developed effectively, these useful 
documents can gather the data you need while making 
the experience pain-free and effort-less for your 
respondents. People would probably be more inclined to 
accommodate your needs if you only made it easy for 
them to do so. 

Unfortunately, many organizations never think 
beyond their own immediate research needs. They 
spend countless hours designing the research plan; they 
agonize over the sampling techniques and the 
composition of the group of respondents. However, they 
seldom consider that most respondents are busy people 
who would be burdened by overly complex surveys and 
unnecessarily difficult forms.  

Few organizations understand that by carefully 
considering the phrasing of the questions, the layout and 
design of the page, and the organization of the data 
elements, they could create cohesive surveys that people 
would find inviting and hassle-free. Clear documents 
that carefully integrate conversational, direct language 
with clean, functional design have been proven to 
help people understand information easily, help 
people do their jobs better, and often give people a 
more positive impression of the company that took 
the time to explain things in a comfortable, 
considerate way.  

People are naturally more willing to fill out a clear, 
clean form. By making your surveys easy for your 
respondents, you can increase goodwill while you boost 
your response rate. You can start by following these four 
easy tips…
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AA  ppuubblliiccaattiioonn  ccoommmmiitttteedd  ttoo  iiddeennttiiffyyiinngg,,  ddeevveellooppiinngg,,  aanndd  pprroommoottiinngg  eeffffeeccttiivvee  ccoommmmuunniiccaattiioonn  ttoooollss  ffoorr  oorrggaanniizzaattiioonnss  aanndd  iinnddiivviidduuaallss  
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Following these tips will lead to increased responses, 

less follow-up, and clearer results. They’ll save you time 

and money.  

These tips also apply to employee and customer forms, 

inquiry letters, and more. Contact us at Clearly@aol.com 

to learn how we may be able to help you make your 

communication efforts clearly better. 
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Align your answers vertically so that all the choices are visible at a 
glance. Don’t force people to read across the entire page to answer 
your questions.  

Before 

After 
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Landscape pages are often unwieldy and difficult to handle. By 
changing the page orientation, you can make the survey more inviting 
and easier to fill out. 

Before 

After 
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33  Open up your pages. Too 
many lines and boxes 
confine the space and make 
the survey appear 
imposing. 
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Make follow-up questions clear by placing them with the answer to which 
they apply. 

Before 

After 
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