Lecture 13
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  Hello and welcome to your thirteenth lecture.  In this lecture you will learn the following things:
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Let us now begin with the questionnaire.

Questionnaire


Questionnaires are widely used in the business world.  This is because they serve various purposes.  Among them are the following:
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Researching the preferences of consumers
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Investigating public attitudes to major issues
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Requesting the opinions of staff on various issues involving them

A questionnaire may form a part of the research undertaken in the preparation of a formal report, as we have discussed in lecture 9.
All the guidelines mentioned about the design of forms apply also to the presentation of questionnaires.  You have to understand that questionnaires are filled by people who have not much to gain from filling such forms.  So questionnaires should be made to appeal to the reader.  To that end, even humor could be included in the questionnaires.

Please turn to page 

of your book to see such an appealing questionnaire, which was used at Changi Airport, Singapore to get feedback from customers.

To achieve the objective of ensuring that people fill in your questionnaire follow these extra guidelines:

· Begin with a polite request to the reader to complete the form and mention why the information is needed

· Ensure your questionnaire is clear and attractive

· Use language, which is simple and direct

· Use wording which will create a good relationship with the reader

· Include only essential questions and do not make the form too long

· Include an assurance that all information will be treated in confidence

· Thank the reader for completing the form.

· Include clear instructions about where to send the form after completion​


You may refer to page 

of your book to see a well‑designed questionnaire used by Cold Storage in Singapore to obtain feedback from customers visiting their supermarket.

Different techniques can be used for asking questions on a questionnaire.  Let us see what types of questions could be included in questionnaires:

Alternative questions

Alternative questions are used to establish facts and circumstances before asking further opinions.  You should take care to ensure that the alternative answers are specific.  For example:

If you ask “How often do you travel by bus?”
Your alternative answers should not be like this:
Often/sometimes/rarely/never

Your alternative answers should be like this:
Several times a day/every day/twice a week/once a week/less often/never​

Closed questions

Closed questions require specific answers. The most basic closed questions are those requiring yes/no answers.  So closed questions are often called yes-no questions.  For example:

Have you used the Premier Bus Service?
Yes/No


Would you be willing to pay Tk. 12.00 per can


to buy the can of drinks we have sent to you for trial?    Yes/No

Multiple-choice questions

Multiple-choice questions are those giving a list of responses to be ticked. This type of question needs careful planning to ensure complete coverage of all possible answers.  For example:
Which of the following juices did you take yesterday? (Please tick)

Orange juice

Pineapple juice

Papaya juice


Apple juice

Mango juice

None of these


Rating or preference questions

Rating or preference questions ask for an opinion.  Here grading are provided for the reader to tick.  For example:

What is your opinion on the quality of the juice you take from your college canteen?


Good
Average
Fair

Orange juice




Apple juice




Pineapple juice




Mango juice




Papaya juice




Open questions

Open questions invite comments to come freely from the respondent.  For example:

What other types of drinks would like available from the college canteen?

Hot drinks……………………………………………………………………………….…

Cold drinks………………………………………………………………………………..


Please take a look at the illustration of a questionnaire on 


page of your book.

This is a questionnaire developed by a pharmaceuticals company named Lichtwer Pharma UK Ltd., which produces a pharmaceutical product called the Sunshine Supplement Kira. You can see in this illustration that several types of questions you have seen above have been applied to collect information from users of the product.

Now listen to this 
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Visual presentation


Visual presentation is beneficial for many reasons:

· Complex facts and figures can be much more easily absorbed

· Visual presentation adds impact to the information

· It enables quicker understanding due to its simplified format

· It enables comparisons to be made and recognized easily

· Audiences are more likely to be interested in a chart or diagram than a long explanation or lots of words.

· Charts or diagrams can easily be transferred onto overhead transparencies for presentation to large groups.

Look at the following illustration.  You can see a table first.  It shows the percentage of information, which is remembered when it is seen as compared to other means of communication.  After the table the same thing is shown through a graphic presentation. You can see that the pictorial presentation gives the same information in a much more vivid, simpler and more effective manner compared the words and figures of the table.


Now let us turn to the various methods of presentation.

To ensure the effectiveness of the presentation, it is important to select the most appropriate method.  Which method of presentation you should choose depends on what you are going to present, to whom you are going to present and your own tastes and preferences.

There are many ways in which you can present information.  Some of these are discussed here.

1. Tabulated data

Data can be presented in the form of tables.  Tables present data immediately.  But the interpretation of the data in tables has to be done carefully by the reader to make sense out of them.


Please look at an illustration of a table on page                     of your book.

2. Line graphs

Line graphs are useful for comparing or determining trends in the measure of variables.  Two or more variables can be shown on the same graph by using contrasting lines or different colors.


Please look at the illustrations of page                       of your book to see some line graphs.  You can see that the horizontal axis shows the time and the vertical axis shows the dollar amounts for certain variables.

3. Bar charts

Bar charts also allow comparisons of different values of variables.


These can be displayed vertically as you can see on page                    of your book.  They can also be displayed horizontally as you can see on the bottom diagram of the same page.

4. Gantt charts

A Gantt chart is used to show the comparison between work which has been scheduled and work which has actually been accomplished in relation to time.


Please turn to page 
of your book to see the illustration of a Gantt chart.

5. Pie charts
Pie charts can be used to show the relationship of part to a whole.  But it is preferable not to have too many segments in the pie and use different shading for each segment of the pie.


Please turn to page                   of your book to see some illustrations of a pie chart.

6. Pictograms

A pictogram shows information in the form of pictures or symbols.


Please take a look at the illustration of a pictogram on page      

of your book.

7. Maps and Cartograms

Maps are useful visual aid when information is directly related to locations.

Cartograms are a special type of map, which are used to give information about the distribution of people or things within a country or region.  Different shades can be used in cartograms to portray specific information.


Please turn to page                       of your book to see illustrations of maps and cartograms. 

8. Flowcharts

A flowchart is a diagram that shows a sequence of decisions or instruction involved in a process.  It is very helpful to encourage logical thought.


You can see two flowcharts on page                     of your book.

9. Visual planning boards

Visual planning boards can be built to show virtually any information.  It could be as simple as a holiday calendar or as complex as a year planner for a large company, which has numerous variables.  You may see such a board on page                              of your book.

10. Computer graphics

Various graphics applications software are now available which help us compose graphs and diagrams easily through the computer.
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What is the questionnaire and what are the guidelines to prepare it?


What are the different types of questions that we can use in a questionnaire?


What is visual presentation and what are its benefits?


What are the different methods of visual presentation?








Questionnaires are a special type of form designed to record opinions or suggestions from different groups of people.
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Visual presentation means the type of communication method, which appeals to the senses and especially to the eyes.  Visual presentation not only involves written language but other forms of artistic and graphic displays to grab the attention of the eyes and to make sense and understanding much easier.
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