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Community Data Collection Protocol Template
Program Name:     

 FORMTEXT 
     



Date:      

 FORMTEXT 
     
1) Please provide a general description of the geographic area & population to be affected by the interventions 
and therefore surveyed.  Provide any information that might influence where & how data are collected in your community (e.g., any sub-populations you will specifically try to over sample; native lands with few locations where tribal members gather regularly; native and non-native lands that will require separate data collection strategies for each.)

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
2) How many completed surveys are needed for your program?       

 FORMTEXT 
     
3) Please list all the staff who will be involved in the data collection/recruiting process. Start with the primary contact person for data collection. 
	Name of staff person
	Email address
	Phone #
	Role (e.g., supervisor, trainer, data collector, data entry, etc.)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


4)  Who will train those collecting surveys on the data collection protocol?  When will training take place? 
 
     

 FORMTEXT 
     
5)  Do you plan to provide small up-front incentives?  Will these be incentives you provide or will you seek donations from local businesses?  If you intend to seek donations, please elaborate on  who, what, where, etc. you will seek donations. 


     

 FORMTEXT 
     
6) Do you intend to offer larger incentives that will be provided to every person?  If yes, please describe how you will provide these without collecting identifying information.  (One possible suggestion is to give out a large incentive for every 50th, 100th, etc. survey completed.)  Will these donations be donated or will you have to purchase them?  
     

 FORMTEXT 
     
7) Do you need to advertise or promote the survey? If no, why not?  If yes, what are your plans for promoting the survey?  

     

 FORMTEXT 
     
8) It will likely be your evaluator who will be conducting or heading up the data entry for the paper and pencil surveys. Does anyone need to attend the data entry training?  Who?  Who will keep the completed surveys locked and safe for 5 years?

     

 FORMTEXT 
     

	9)   List locations you propose to recruit residents to complete the survey.  Please provide any additional information that may be needed to understand the location if it is not clear how you collect data in that situation. 
	10) List your projected numbers for this site or event.
	11) List the dates, times, etc. of when recruitment & data collection will take place between Feb. 1, 2009 & March 31, 2009.
	12) List who or how many will be on-site to recruit/collect data.
	13) Do you need permission to collect data in the location?  Who will seek that permission?   What is the “back up” plan if you can not get permission?  

	
	goal # of paper surveys
	goal # of internet invites distributed


	#s of Spanish paper surveys projected
	
	
	

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     


BUDGET WORK PAGE:  This is for organization purposes only.  Do not turn in with your protocol.  
NOTE:  It is understood that the budget may change slightly from what is written here, but try to provide as accurate a budget as possible given what you plan to do at this time.  Even though the process may be slightly different than what is proposed, ideally the overall expenditures should remain close.  

Try working through each of these questions:

1) What can your project reasonably afford to spend on data collection?  Write that down:      
2) Consider your staffing needs.  How many people will be working to recruit/collect data?  What is each person’s hourly salary?  How many hours do you anticipate each person working?  Include training hours, travel time, recruitment time, etc.  Can you get volunteers to help or will everyone be paid?  
	3. Staff labor costs

	Staff Person
	Hourly Salary
	Anticipated hours
	Estimated Total Cost per Person

	     
	$         
	     
	$         

	     
	$         
	     
	$         

	     
	$         
	     
	$         

	     
	$         
	     
	$         

	     
	$         
	     
	$         

	     
	$         
	     
	$         

	Total staff labor cost:
	$         


	4. Survey printing cost

	How many surveys do you anticipate printing?  
	a)     

	At what cost per survey? 

5 pages per survey – front to back
	b) $         

	Total survey printing cost 

 (a X b)  
	      


	5. Cost of incentives 

	Kind of incentive – give number and cost 
(eg, 300 granola bars @ $15 a 40 pack box @ Costco; 200 $1 off coupons at Albertson’s)
	Cost of this kind of incentive 

	     
	$         

	     
	$         

	     
	$         

	Total cost of incentives
	$         


.  
	6. Cost of reimbursed travel 

	Explain kind of travel required 

(eg: travel 1X week to Lordsburg to Silver City to collect surveys and leave cards:  90 miles @ $.40 mile for 8 weeks)
	

	     
	$         

	     
	$         

	     
	$         

	Total cost of Travel
	$         


	7. Other possible expenses  
	Cost 

	Any cost to promote or advertise the survey? 

     

	$         

	Will data entry cost you anything?  

     
 
	$         

	Any other projected costs? 
     

	$         

	     

	$         

	Total other possible costs


	$         

	8.  Total expenses (add 3-7)
	$         


9). How does your answer to question 8 compare to that of 1?   If it’s over what you can afford to spend, then you will need to go back and rework your budget or protocol to fit. 

     

 FORMTEXT 
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