
Online Survey
Administration

Matthew K. Berent, Ph.D.



Overview

Preparation

Request

Follow-up

Thank You



Send an e-mail to target respondents two or three days before you 
deploy the online survey

Preparation

Preparing target respondents may increase response rates

Contents of the “preparation” e-mail
?Introduce yourself
?Let recipients know of the upcoming survey
?Explain the purpose of the survey
?Explain why their participation is valuable
?Provide contact information



Send an e-mail request to participate with a link to the online survey

Request
The request to participate should be short, but packed with 
information.

Contents of the “Request” e-mail
?Re-introduce yourself
?Remind recipients of the “preparation” e-mail
?Explain the purpose of the survey
?Explain why their participation is valuable
?Provide accurate information about length to set expectations
?Describe incentives, if any
?Include a link to the online survey
?Provide contact information



Send an e-mail reminder to people who have not completed the survey 
two to three days before the survey closes

Follow-up

Remind individuals who have not completed the survey

Contents of the “Follow-up” e-mail
?Re-introduce yourself
?Remind recipients of the “Request” e-mail
?Re-explain the purpose of the survey
?Re-explain why their participation is valuable
?Indicate when the survey will be closed
?Provide accurate information about length to set expectations
?Describe incentives, if any
?Include a link to the online survey
?Provide contact information



Send an customized “Thank you” e-mail to every person who completed 
the survey the day after the survey closes

Thank you

Thank people who have completed your survey

Contents of the “Thank you” e-mail
?Re-introduce yourself
?Thank the recipient for her or his participation
?Describe how the data will be used
?Explain what will happen to the data when you are done
?Explain how incentives, if offered, will be delivered
?Provide contact information



If you would like to learn 
more about online

survey administration

Click here to send an email to Matthew K. Berent, Ph.D.

Click here to open the website

mailto:mkberent@mattberent.com
http://www.mattberent.com
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