Chapter Membership Survey Plan

This plan addresses the process for surveying the chapter membership and disseminating that information to the EXCOM and to INCOSE. The survey provides feedback on the way the chapter is run and solicits comments from the membership, to help the EXCOM improve chapter operations for the benefits of the members. 

1.  The President, or EXCOM designee, updates the annual survey (see sample below; update for name of officers and their email addresses, update due date for responses, modify survey questions as needed – then amend this plan) and sends it out in the fall, after non-renewing members have been removed from the chapter membership e-mail distribution list.

2.  The EXCOM may offer a small financial incentive (on the order of 5 to 10 dollars) to the first 5 members to return the survey. If done, the Treasurer ensures that this is a line item in the chapter budget for the program year.

3.  The President, or EXCOM designee, compiles the feedback and briefs the EXCOM (can be done via e-mail) no later than 1 December.

4. The President, or EXCOM designee, summarizes the results and sends an email to the Region II Director and to the Chair of the Member Board (via info@incose.org), for their information.

Initial Release:  October 2007 

Revision 1:  December 2009 

Sample Survey Message

Email Subject: INCOSE Colorado Front Range Chapter Membership Survey 
Dear fellow INCOSE Colorado Front Range Chapter members: 

As President of the Colorado Front Range Chapter of INCOSE, it has been encouraging to see greater attendance and participation in our Chapter activities, monthly meetings, and tutorials. In the past, you have provided some very meaningful inputs about our chapter and how it may best serve your needs. This survey is intended to help us better plan for future meetings and events and so I encourage your inputs at this time. 

Please take a few minutes to answer the following questions, and email your results directly to me at leslie DOT koshigoe AT incose DOT org. If you'd rather skip the questions and just send your thoughts, please do that. 

If you have suggestions for our monthly programs, tutorial topics and/or guest speakers, please also email those to me at leslie DOT koshigoe AT incose DOT org. 

As an incentive for your participation, the Chapter will pay $10 to five randomly-selected chapter member responses received on or before 30 November 2009. 

Thank you and with warmest regards, 

Leslie Koshigoe 

President, INCOSE Colorado Front Range Chapter 

-------------------------------------------------------------------------------------------

Chapter Membership Survey

Questions:

1.  How would you best be able to participate in Chapter functions such as monthly meetings (note that all options may not be currently available)?   

(Please rank your preferences: 1 = most preferable, 2 =  next most, etc.; use 0 for unacceptable)  

____  In person 
____  Teleconference (audio only) 
____  Web-based conference (video plus audio – may be teleconference)
____  Other (please specify) 

_____________________________________________________________________ 

_____________________________________________________________________ 

2.  Do you find tutorials (from any source) useful? _________________

a.  What topics or speakers would you like your chapter to provide? 

_____________________________________________________________________ 

_____________________________________________________________________

b.  Currently, all tutorials are provided for “in person” attendance only. If logistical issues could be resolved, would you be interested in teleconference, or web-based tutorials? 

_____________________________________________________________________ 

_____________________________________________________________________ 

c.  Do you prefer weekdays, weeknights, or Saturdays for our full-day tutorials? ____________

d.  Would you be willing to take a multi-day tutorial (e.g., Thursday through Saturday) if the topic was sufficiently pertinent to your needs and interests? ____________  

e.  Please add your comments and suggestions. 

_____________________________________________________________________ 

_____________________________________________________________________

3.  Do venue restrictions deter you from attending our meetings (e.g., citizenship restrictions)?  Please explain. 

_____________________________________________________________________ 

_____________________________________________________________________   

4.  What is the longest distance you would be willing to travel to attend: 
a.  a monthly 1-hour meeting on a topic you found interesting? 

_____________________________________________________________________ 

_____________________________________________________________________   

b.  a Saturday 8-hour tutorial on a topic you found interesting? 

_____________________________________________________________________ 

_____________________________________________________________________   

5.  What applications, facilities, or capabilities do you have available for web conferencing, or teleconferencing that meet with your situational constraints? 

(Please check all that apply) 

____  WebEx

____  Windows Live Meeting

____  Skype

____  Go To Meeting

____  Other (please specify)  

_____________________________________________________________________ 

_____________________________________________________________________

6.  For those of you who have participated in meetings by teleconference/webconference:  
a.  Do you believe you get the same value as from a live speaker? 

_____________________________________________________________________ 

_____________________________________________________________________ 

b.  Have the web meeting applications that we have made available to you in the past year served your needs? 

_____________________________________________________________________ 

_____________________________________________________________________  

c.  Do you prefer weekdays, weeknights, or Saturdays for our full-day tutorials? ____________ 

7.  We have offered different programs in the past few years and would like to know your inputs on these as follows:

a.  Did you find value in the Summer Social event and would you like to have us do this again? If so do you have recommendations on what you would like to see covered (e.g., a tour, some pure social activity, a fun event that is family friendly, an adult-only event, a dinner, etc.--please be specific)? 

_____________________________________________________________________ 

_____________________________________________________________________ 

b.  We have offered programs at non-traditional times such as on a workday morning. Would you like to see programs like this again (e.g., October tour)? 

_____________________________________________________________________ 

_____________________________________________________________________ 

c.  We have deviated from a fixed third-Thursday chapter meeting to programs that vary throughout the month to meet speaker needs. Has this served you well or would you like a fixed program schedule?  f so, what would be your schedule preferences? 

_____________________________________________________________________ 

_____________________________________________________________________ 

d.  We have not always provided announcements well in advance of an event (e.g., one month ahead). Does this advance planning help you or is it suitable to receive shorter lead time announcements for events?  

_____________________________________________________________________ 

_____________________________________________________________________

8.  What additional features or new functionality would you like to see on the chapter website? 

_____________________________________________________________________ 

_____________________________________________________________________ 

a.  Do you access the website regularly, occasionally, infrequently, or never? 

_____________________________________________________________________ 

_____________________________________________________________________   

b.  What features of the website do you utilize the most (if applicable)? 

_____________________________________________________________________ 

_____________________________________________________________________   

9.  How can our chapter help you get more value from your INCOSE membership? 

_____________________________________________________________________ 

_____________________________________________________________________   

10.  What are your top “wants” or “likes” for the chapter? 

_____________________________________________________________________ 

_____________________________________________________________________ 

11.  What are your top “dislikes” or things to change for the chapter? 

_____________________________________________________________________ 

_____________________________________________________________________  

12.  Are you interested in making a presentation at a chapter meeting? If not yourself, is there an associate who would be willing to make a presentation? Please provide candidate topics and presenter names. 

_____________________________________________________________________ 

_____________________________________________________________________   

13.  Do you have, or know about, a facility that might be available for hosting chapter meetings or tutorials? Note that this would probably require internet access, and possibly teleconferencing, or video projection equipment. 

____________________________________________________________________ 

____________________________________________________________________ 

14.  What questions should I have asked, and what are your answers? 

____________________________________________________________________ 

____________________________________________________________________   

____________________________________________________________________   
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