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8 Tips to Design a More  

Effective Post-Event Survey 

1. Have clearly defined objectives for your survey. 
 

What information do you need to support your business objectives?  How will 

you use the data you are collecting?  What actions will you take, or not take, 

based upon the data collected?    

 

Ask only about things that you can control and are open to  

changing. If you can’t do anything about the construction that re-routed 

your course this year, don’t bring it up.  If you love your race t-shirt and have 

absolutely no intent of changing it, don’t ask about it.   

2. Keep your survey brief and  

focused.  
 

Shorter surveys generally have higher 

completion rates.  Ensure each question 

provides the needed data to accomplish 

your objectives.  Avoid including “nice to 

have” questions that detract from your  

intended goals and fatigue respondents, 

which may spike survey abandonment 

rates.   

3.  Capture metrics that make sense for your business. 
 

Some of your participants may consider your event a “bucket list” event.  As 

such, asking likelihood to return may not provide you a clear picture of your 

event’s success. Rather, consider using satisfaction and/or likelihood to  

recommend.  For a holistic view of your event, request feedback from your 

volunteers as well.    
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4.  Keep questions simple.   
 

 Be specific  

 Avoid jargon / acronyms 

 Use closed ended questions (e.g., yes/no, rating 

scales, etc.) 

 Ask about only one topic per question 

— For example, rather than asking if your event was 

“fun and offered a challenging course,” break into two questions 

 Keep rating scales consistent throughout the survey 

— If you decide to use an 5-point scale, use the same number of points 

throughout the survey and make sure that the meanings of high and 

low remain consistent (i.e., 5 represents the highest rating for all 

scales).  Including scales of differing points may confuse your            

participants 

 Ensure rating scales are balanced 

— There should be an equal number of negative points as there are    

positive points 

 Give respondents an “out” 

— Provide answer choices such as “don’t know,” “prefer not to answer,” 

or “not applicable”.   It’s better to have less data than forcing a         

response that provides you with erroneous (or bad) data 
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5.  Make sure your survey flows in a logical order. 
 

 Start with broad based questions upfront and narrow the focus of      

questions as you move through the survey 

 Be cognizant of questions that may impact future answers 

— For example, put attitudinal and satisfaction questions before asking 

about actual experiences or behaviors.  You want to capture             

respondents’ gut reactions before reminding of them of positive or 

negative experiences that may change their rating 

 Unless using for screening criteria, keep personal / sensitive questions last 

(e.g., demographics) 

 Leverage survey software to streamline surveys 

— Randomize answer choices to avoid bias 

— Use skip logic to present respondents relevant questions based upon 

previous answers 

 

Be sure to have a few people pre-test your survey to ensure that all        

questions are easily understood and the flow makes sense.  

6.  Send the survey within 24 to 72 

hours of your event.   
 

Ask for feedback when the details of your 

event are fresh in your participants’ minds.  

If possible, avoid deploying during the 

weekend or on a holiday.  Research     

suggests surveys sent out on Monday     

typically have the highest response rates. 

7.  Consider offering an incentive. 
  

Research has shown that offering an incentive boosts response rates.  Be 

careful, however, that your incentive doesn’t bias responses or influence the 

make-up of your sample.  For example, offering free entry to your event as an 

incentive may attract only respondents who are satisfied with your event, 

causing you to miss out on valuable and constructive criticism from less than 

satisfied participants.   
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8. Share results and actions taken as a result of the survey with your 

participants.  Also explain why certain actions were not taken. 
 

By requesting your participants to take a survey, you’ve invited them to be 

part of a conversation.  Be a good conversationalist and reciprocate        

feedback. Let them know that you’ve heard what they said. 
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