                                                 SURVEY GUIDELINES
1. Hand the survey out as a separate piece of paper just as people are sitting down 

      to dinner. Have the MC talk about it and how important it is. Make a big deal out             

      of it. Ask them to turn the survey in at the membership table.
2. Ask the audience to fill out the survey during dinner. Pick up the survey as the meal part of the dinner winds down.
3. Upon being collected or handed in have the committee Recruiting Chair and Sponsor Chair screen the surveys immediately as regards the questions on becoming a new Sponsor or new Committee Member. You will be able to sign up new Sponsors and new Committee Members as a result of this survey.     

4. Conduct a committee recognition ceremony immediately after collecting the survey. Get the entire committee together in front of the room. Present them with state pins, habitat pins or the small $5 decoys. Say each committee members name, talk about their background or profession and announce how many years they have been a DU volunteer. Invite people who have volunteered on the survey 

      or the dinner ticket to join the committee and recognize them. Everybody wants to
      be part of a winning team. If they said maybe on the survey invite them up. 
5. Provide an incentive. When the survey is picked up or handed in the person receives a raffle ticket for a nice item. The nicer the item the more completed surveys you will receive. If you’re concerned about the cost of the incentive item ask yourself what a new committee member or sponsor is worth. 
6. Have the incentive item on display at the membership table during the social hour. Have a sign on it telling what it is for. Have someone available to answer questions.
7. Print the survey on a bright sheet of paper (yellow, orange or whatever). Believe it or not it will help.

8.  FOLLOW-UP, FOLLOW-UP. Try to contact all positive responses the night of the dinner. This is important!
9. Raffle off the incentive item. Thank everyone for their participation!

10. Invite the potential new committee members to the wrap up meeting. Use name tags at the wrap up meeting and make the new member feel welcome. 

11. Try to instill the use of the survey form in the dinner planning cycle as early as possible. It’s been proven that handing it to the Chairperson just prior to the dinner doesn’t work.    

