Report outline example

Introduction/Statement of purpose

Why did you do the survey?
“The board of trustees of Greenville Public Library is in the process of formulating a strategic plan. In order to get an idea of area residents’ general impressions and use of the library, the board conducted a survey of residents of Greenville.”

Outcomes

Which dimensions of knowledge, attitudes, behavior did the survey cover?
“Specifically, the Board of Trustees chose to investigate attitudes toward library services and library use behavior.”

Methods
What was done? With whom?
“The survey was conducted from April 13 to May 13, 2010. Questionnaires were mailed to 1,497 potential respondents, all residents of Greenville, as an enclosure in the Greenville Utilities bill. Respondents were asked to submit their completed questionnaire by mail using the accompanying envelope or by dropping it off at the library or the utility company. A total of 256 surveys were collected, yielding a 17.1% response rate.”

Results

Concerning each outcome of interest, what did you find?

When asked the purpose for their most recent visit to the library, respondents most commonly reported browsing items (24, 48%) and returning items (24, 48%). Checking out books (16, 32%) and using the computer lab (16, 32%) were also common reasons.

While 24% of respondents have a Facebook account and “like” the Happyplace Library page, 40% have a Facebook account but report not being a fan.

Of those who reported using the computer lab during their most recent visit to the library, 93.8% were either “very satisfied” or “somewhat satisfied” with the services the library provides to the community.

Conclusions

(Executive Summary/Highlights) Overall, library users were satisfied with the services the library provides to the community.

In general, computer lab users are pleased with the services the library provides to the community.

Recommendations

(Tread lightly!) The survey’s findings suggest that improvements to the check-out process could be made.

There is room to expand Happyplace Library’s presence on Facebook.




