AIR WAR COLLEGE

SURVEY APPROVAL GUIDE

Prepared by:  AWC Institutional Effectiveness Office (AWC/CAV)

July 2004

· Purpose:  To guide potential survey researchers (usually AWC students) through the Air War College, Air University, or U.S. Air Force survey approval process.

· What:  A survey or questionnaire is a series of questions which can be open-ended and text based, or developed with a response set (scale) for ease of respondent completion and result tabulation.  A survey can be paper or web-based, a personal or telephone interview, or used in a focus group setting.

· Why:  Survey techniques are used when data doesn’t exist regarding a query or to solicit judgment or evaluation of a set of circumstances.  

· How:  As with other research methods, it is important to employ specific processes in designing and executing surveys, and properly reporting results.  To learn about these processes, AWC survey researchers use the AU Sampling & Surveying Handbook available in print and through the AWC Home Page.  The links to this and other survey guides are listed under “Other Resources” below.  Take a look at the next section – if you’ve decided you must conduct survey research, then move on to the approval process and the other resources in this package.  

· To survey or not to survey – questions to ask yourself first

· Is the new research critical to the project?

· Is the survey already developed or are you designing an original survey?

· Do you have prerequisite knowledge of survey design and development?

· Does your research project timetable support the time needed for survey research?

· Are you willing to fund the postage and other supplies for your survey if it’s a mail questionnaire?  If not, have you arranged for other funding sources?

· Are you comfortable with data input and analysis software capabilities?  Do you have time to learn these skills?

· If you’ve answered “No” to most of these questions, a survey research project will not support your needs at this time.  

· So you WILL survey?  Here’s the Approval Process

· Generate Survey Approval Request (See samples attached)

· Memorandum format

· Full coordination listing required

· Always copy your research advisor on survey activities

· Justification includes but is not limited to:  The purpose of your research and the need for a survey, how the information will be used, who you plan to survey, and how you choose that group and size of group, how you intend to survey, compliance with USAF survey data release policies, and your POC information.

· Attach a copy of the survey

· If you intend to survey outside AWC, pre-coordinate with the organization first and get tentative support prior to the formal coordination and approval process

· Plan at least 4 weeks for the approval process – depending upon who you’re surveying and how many, more time may be needed

· There’s always a special situation.  Keep CAV in the loop to prevent lost time and potential misinformation

· Other Resources

· Policies which Guide the Survey Process

· AWC OI 36-102, AWC Resident Evaluation
· AU Supp 1 to AFI 36-2601, USAF Personnel Surveys
· DoDI  1100.13, Surveys of Department of Defense Personnel
· Useful Internet Links

· AWC Homepage

· http://www.maxwell.af.mil/au/awc/awchome.htm, then click “Research” link, then click “Doing Research” link, then click “Sampling & Surveys” 

· This connects you to internal operating instructions, to the AFI 36-2601 referenced above, an online version of the AU Sampling & Surveying Handbook, and other aspects of research

· DoDI 1100.13, Surveys of DoD Personnel
· http://www.dtic.mil/whs/directives/corres/pdf/i110013_112196/i110013p.pdf 

· Commercial Survey Companies

· Inquisite - http://www.inquisite.com/Products/Resources/articles.asp, which is a list of “how and what” articles related to survey research

· NCS Pearson –  http://www.pearsonncs.com/research-notes/
· See the next two pages for sample survey approval requests

(Internal Request #1 – AWC to AWC Survey Request)

MEMORANDUM FOR AWC/CAV





[DATE]



             AWC/DFX

 

             AWC/DF



             AWC/CV



             AWC/CC  (Approve/Disapprove)



             AWC/CAV (for file)



             IN TURN

FROM:  [SCHOOL OFFICE SYMBOL (REQUESTOR’S NAME IN PARENTHESIS)]

SUBJECT:  Survey Approval Request

1.  Request approval of [TITLE OF SURVEY], attached.  IAW AFI 36-2601 and AU Supplement 1 the following information is provided for your consideration of this request:


a.  PURPOSE AND JUSTIFICATION OF PROPOSED SURVEY.  [Provide a complete narrative statement.  Include the name of the “sponsor”  and how the sponsor (or USAF, or other party with an interest in the results) will benefit from the survey findings. ]


b.  USE OF SURVEY RESULTS.  [Provide a complete narrative statement.  If the survey research is conducted for AU school external evaluation programs identify how the results are used.]


c.  SAMPLE POPULATION.  [Describe the population to be surveyed, why this population is essential to your research, how large the proposed sample is, and how you will select the sample.]


d.  DATA-COLLECTION PROCESS.  [Explain how you intend to collect the data, such as computer-administered survey, mail-out survey, personal interview, telephone interview, etc.  Also, specify when and how often people will be surveyed, and propose an expiration date.]


e.  RELEASE OF DATA.  IAW AFI 36-2601, and AU Supplement 1, I will comply with the USAF policy for release of surveys and subsequent data.  

2.    The POC for this survey is [NAME, RANK/GRADE, OFC SYM, PHONE #, and E-MAIL ADDRESS].  







[SIGNATURE BLOCK OF REQUESTOR]

Attachment(s):

Proposed Survey (plus additional info deemed necessary by surveyor)

cc:  Research Advisor

     DO/EA

(Internal Request #2 – AWC to outside population, such as ACSC)
MEMORANDUM FOR [Outside Agency Coord] 



[DATE]



             AWC/DFX



             AWC/DF



             AWC/CV



             AWC/CC



             HQ AU/CFAE [Note:  Will forward to AFPC survey branch for approval as needed]



             AWC/CAV (for file)



             IN TURN

FROM:  [SCHOOL OFFICE SYMBOL (REQUESTOR’S NAME IN PARENTHESIS)]

SUBJECT:  Survey Approval Request

1.  Request approval of [TITLE OF SURVEY], attached.  IAW AFI 36-2601 and AU Supplement 1 the following information is provided for your consideration of this request:


a.  PURPOSE AND JUSTIFICATION OF PROPOSED SURVEY.  [Provide a complete narrative statement.  Include the name of the “sponsor”  and how the sponsor (or USAF, or other party with an interest in the results) will benefit from the survey findings. ]


b.  USE OF SURVEY RESULTS.  [Provide a complete narrative statement.  If the survey research is conducted for AU school external evaluation programs identify how the results are used.]


c.  SAMPLE POPULATION.  [Describe the population to be surveyed, why this population is essential to your research, how large the proposed sample is, and how you will select the sample.]


d.  DATA-COLLECTION PROCESS.  [Explain how you intend to collect the data, such as computer-administered survey, mail-out survey, personal interview, telephone interview, etc.  Also, specify when and how often people will be surveyed, and propose an expiration date.]


e.  RELEASE OF DATA.  IAW AFI 36-2601, and AU Supplement 1, I will comply with the USAF policy for release of surveys and subsequent data.  

2.    The POC for this survey is [NAME, RANK/GRADE, OFC SYM, PHONE #, and E-MAIL ADDRESS].  







[SIGNATURE BLOCK OF REQUESTOR]

Attachment(s):

Proposed Survey (plus additional info deemed necessary by surveyor)

cc:  Research Advisor

     DO/EA

External Request – From outside AWC or AU

MEMORANDUM FOR AWC/CAV






[DATE]

     

             AWC/DO

                                          AWC/DF



             AWC/EA


                           AWC/CV

    

             AWC/CC  (Approve/Disapprove)


                            HQ AU/CFAE



             HQ AFPC/DPSAS


                           AWC/CAV (for file)



             IN TURN

FROM:  [SCHOOL OFFICE SYMBOL (REQUESTOR’S NAME IN PARENTHESIS)]

SUBJECT:  Survey Approval Request

1.  Request approval of [TITLE OF SURVEY], attached.  IAW AFI 36-2601 and AU Supplement 1 the following information is provided for your consideration of this request:


a.  PURPOSE AND JUSTIFICATION OF PROPOSED SURVEY.  [Provide a complete narrative statement.  Include the name of the “sponsor”  and how the sponsor (or USAF, or other party with an interest in the results) will benefit from the survey findings. ]


b.  USE OF SURVEY RESULTS.  [Provide a complete narrative statement.  If the survey research is conducted for AU school external evaluation programs identify how the results are used.]


c.  SAMPLE POPULATION.  [Describe the population to be surveyed, why this population is essential to your research, how large the proposed sample is, and how you will select the sample.]


d.  DATA-COLLECTION PROCESS.  [Explain how you intend to collect the data, such as computer-administered survey, mail-out survey, personal interview, telephone interview, etc.  Also, specify when and how often people will be surveyed, and propose an expiration date.]


e.  RELEASE OF DATA.  IAW AFI 36-2601, and AU Supplement 1, I will comply with the USAF policy for release of surveys and subsequent data.  

2.    The POC for this survey is [NAME, RANK/GRADE, OFC SYM, PHONE #, and E-MAIL ADDRESS].  













 [SIGNATURE BLOCK OF REQUESTOR]

Attachment(s):

Proposed Survey (plus additional info deemed necessary by surveyor)

