Sample Information Needs Assessment Questionnaire

___________________________________________________________________________________

[COMPANY NAME] INFORMATION NEEDS ASSESSMENT QUESTIONNAIRE

__________________________________________________________________

Thank you for participating in the [company name] information needs assessment.  If you have any questions regarding the completion of this questionnaire please contact [name, position, location] by phone [extension number] or email [email address].
Please submit the completed questionnaire by [date].
__________________________________________________________________

PERSONAL DETAILS 

(these details are required for communication purposes only and will not be disclosed)

	NAME:
	

	POSITION:
	

	BUSINESS UNIT/DIVISION:
	


CONTACT DETAILS

	TELEPHONE:
	

	EMAIL:
	


INSTRUCTIONS FOR COMPLETING THE QUESTIONNAIRE

This questionnaire is in electronic format to facilitate its completion and to enable the responses to be automatically prepared for analysis.

Question 1- Placing a cross in the relevant box 

Questions 1.2 to 1.4 - Please type your responses in the appropriate columns of each table.  Use your TAB key to create additional lines in the tables where necessary.

Questions 1.5 and 1.6 - Rate each item by.
1. 
What information sources do you use regularly? How regular is your use?

Journals


(
Daily (
Weekly (
Monthly (
Books



( 
Daily (
Weekly (
Monthly (
Newspapers


( 
Daily (
Weekly (
Monthly (
Annual Reports

( 
Daily (
Weekly (
Monthly (
Online databases

( 
Daily (
Weekly (
Monthly (
Inhouse databases

( 
Daily (
Weekly (
Monthly (
2.
What are the main categories of information that you require? How often do you use them?

Financial databases

(
Daily (
Weekly (
Monthly (
Company databases

( 
Daily (
Weekly (
Monthly (
Legislation 


(
Daily (
Weekly (
Monthly (
Marketing


(
Daily (
Weekly (
Monthly (
Stock Market


(
Daily (
Weekly (
Monthly (
Industry Briefs

(
Daily (
Weekly (
Monthly (
Trade Journals

(
Daily (
Weekly (
Monthly (
News Publications

(
Daily (
Weekly (
Monthly (
Patents


(
Daily (
Weekly (
Monthly (
Science & Research

(
Daily (
Weekly (
Monthly (
3.
How do you prefer to receive your information?

Electronic 


(

Email


(

Intranet/Web

(

CD ROM

(
Printed 


(
4.
What information would make your job easier?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________



