



Processing the Completed Questionnaires

Keep Completed Questionnaires Secure

You have surveyed project participants and now have a pile of paper questionnaires in the manila folder located next to the returned books stacked on the counter by the library entrance.  What’s next?
First, it is best to keep the questionnaires in a secure location in a sealable envelope (for example, in one of those large, yellow inter-library communications envelopes with the red string closer).  In fact, using an envelope like that to actually collect the completed questionnaires allows participants to feel confident their information is and will be kept confidential.  
If you collected survey responses digitally by the Internet or email, it still is impossible to ensure that you secure the data such as by using an encrypted file and storing it on a hard drive where hackers are less likely to access.

Tally Responses

Local Project: Tally up responses by item across all questionnaires. To assist you, we provide a hand-written tally sheet and also an Excel file for doing the same tabulations.  
There are blank questions on both the Hand-written Tally Sheet and Excel Tally Spreadsheet for local projects to record responses from their additional questions.  

Enter Tallies into SPR

 Only enter tabulations for those questions required for national-level reporting in the SPR.  You are encouraged to also upload a copy of the reported findings, such as in a final project evaluation report, into the SPR as either an attached file or URL link to a website.
Manage the Paper and Digital Records
Remember:  keep completed questionnaires, paper or digital, in a secure location during and after administering the survey. 
If You Have Questions

Please check IMLS’s website for more information. We will continue to add technical resources like this to share advice and tips.  Please also feel free to contact Matt Birnbaum at IMLS’s Office of Impact Assessment and Learning, mbirnbaum@imls.gov
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