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Formatting Guidelines

1) Format the questionnaire with draft quality for an 8.5 x 11, black and white mail survey.

2) Use Arial font, size 12.

3) One space after periods, throughout.
4) Margins & indents:

a. Set 1” page margins (question number is left-aligned to start at this point).

b. Set 1/2" main-question text indent from page margin.

c. Set 1/2" sub-question letter & text indent from page margin.

d. Set 3/4” response option (most likely wording, not boxes) indent from page margin.
5) Question text & numbers:

a. Bold the question text and main-question number. 
b. Only use letters for sub-questions (i.e., delete Q#).

c. Include a period after the main-question number and sub-question letter.
d. Have the question text spans across the entire width of the paper. 

6) Response options:

a. Have one blank space between main-question text and sub-question text and/or response options.

b. Only underline the last line of the response categories when horizontal or in grids. 

c. Only capitalize the first word in sub-questions and/or response options that are phrases. 

d. Center the text of each horizontal response category.

e. End each vertical sub-question and/or response phrase with a period (or question mark, if appropriate) when completing the sentence of the main-question text and/or when a stand-alone sentence.

f. Keep question text and response options on the same page.

7) Response boxes:

a. Use the same size square boxes throughout (i.e., consistently use the smallest size box).

b. Place the boxes to the left of vertical response options.

c. Center horizontal response options above boxes.
d. Keep the spacing between horizontal boxes uniform.
8) Grids:

a. Use horizontal lines (no dots).
b. Center the text of response category.
c. Place 5 point spacing after response categories.

d. Place 5 point spacing after the last line of sub-questions.

9) Have two blank spaces between questions and transitions (i.e., no lines between or boxes around questions).

10) Do not include coding values (1, 2, 3, 4, etc.), unless explicitly stated in question. 

11) Make sure at least one question can fit on the same page following a transition.

12) If response options are listed vertically in the draft but should be presented horizontally in the questionnaire, read the top-to-bottom list as left-to-right.

13) Follow examples below when referenced within the questionnaire (with parentheses following question—delete parenthetical reference afterwards) for layout guidelines, but follow these guidelines first and foremost (e.g., do not include coding numbers even if example does).
Formatting Examples

A)

[image: image1.png]to our country. We

Before you begin, we would like to thank you for your se
a variety of ways

know that men and women make many sacrifices to serve
and in various locations throughout the world.

The first few questions are about your deployment.

id you deploy anywhere - to the theater of operations in Afghanistan, Iraq
or elsewhere (for example England, Germany or the U.S.) during the time

period from October, 2001, to the present time?
O ves
Ono

AA1.





B)
[image: image2.png]A5. How would you describe your ethnic or racial background?
(Please check al that apply)

[ white

[ Black/African American

[ American Indian, Eskimo or Aleut
[ Asian or Pacific Islander

[ other, specify





C)
[image: image3.png]ies at the present time.

ASa. Atthe present time, are there any children dependent on you for regular care
and support, whether or not they live with you?

O Yes
O No > GotoAt0

A9. Now we would like to ask you about family responsit

A9b.Howmany children are dependent on you for regular care and support?

]

A9c. What are the ages (in years) of your children at the presenttime? Please begin with
the youngest. If child is under 1 year of age, please mark “1.”

o_JeoJoJ o_Jo[] o]





D)
[image: image4.png]A12. I the next two months, how much do you ant
standard of living to the bare necessities in

ipate having to reduce your
?

Not at Al Just a Litle Some Pretty Much A Great Deal





E)

[image: image5.png]C4. Once you were at your deployed location, was your date to return home ever
extended?

O ves
O No>Gotocs

Cda. How long was the extension?

LT oy




F)
[image: image6.png]A. GENERAL INFORMATION

A1 Please write down today’s date / /.

MONTH DAY YEAR

A2. What is your date of birth?

MONTH DAY YEAR




G)

[image: image7.png]26. Over the total Iife of these maters, on How many of them were you . .. Check one box on each line.

NA None  Some  Hall  Most Al
a. Involved in face-to-face meetings with clents? 1 2 3 4 5
b. Responsible for keeping the clisnt updated on the matter? 1 2 3 4 5
. Doing routine research and memo-writing? 1 2 3 4 5
. Spending 100 or more hours reviewing discovered

documents or performing dus diligence on prepared materials? 1 2 3 4 5
. Writing motions or taking depositions? 1 2 3 4 5

Appearing in courtas fist or second chair on a case? 1 2 3 4 5
0. Drafiing transactional documents? 1 2 3 4 5
. Involved in formulating strategy on the matter vith attoreys

more senior than you and/or vith clints? 1 2 3 4 5
. Traveling to meet with clents, inerview witnesses, or making court appearances? 1 2 3 4 5
.. Assigning and/or supervising the viork of others (attoreys or paralegals)? 1 2 3 4 5
k. Handling the entire matter on your own? 1 2 3 4 5

Alternative dispute resolution, including arbitration 1 2 3 4 5
m. Negotiating vith laviers notin your fim or office 1 2 3 4 5




H)

[image: image8.png]PLEASE ANSWER THE QUESTIONS BY:

Marking a box like this:
Orwriting an answer on a line like this: Answer

Sometimes you will find an instruction telling you

which questions to answer next like this:

Yes []

— Goto A13 onpage5.




I)

[image: image9.png]Marking Instructions

Please use a No. 2 pencil only
Marks: MUST be made like this for the

Erase unwanted marks compltely scanner to pick them up.
Make no stray marks Correct Marks: 0
Mark only one response to a question, Incorrect Marks: & 1 B

unless other directions are given




J)

[image: image10.png]2. Please indicate the number of instructional days
your school is scheduled to be in session this
academic year.

(Print number of days i the boxes below.)

Days

3. What was the first date of student attendance in
the 2002.2003 school year? (Please enter a zero
for leading blank spaces, e.g., August woud be

Month Day Year

/ vaRlE





K)

[image: image11.png]School Calendar

1. Does your school operate on a “year round” 5. Please indicate (in hours and minutes) the

Schedule?  Mark () ONE box amount of time per day this school is in session
for students in:_(Fil n number of hours and minutes

Oves for EACH fem below.)

Ono Hours: Minutes

0 Prek

L] «
2. Ploase indicate the number ofnstructional days
your school is scheduled to be n seasion ths [

academic year. Grades 15

(Print number of days i the boxes below.)

Days School Type

6. Which of the following best describes your
school? Mark (X) ONE box.




L)

[image: image12.png]12. Does this school take any of the following steps
for students who need exra assistance in
reading/language arts? Mark (x) EACH tem.

Tutoring in reaging/anguage arts i avalable (0 low-
achieving students during the reguiar school day.

Instructonal aides work in classrooms to provide
assistance in reacing/language ars to low-achieving
students

Instructonal specialsts work in classrooms o provide
assistance in reacing/language ars to low-achieving
students

Instructonal aides provide low-achieving students with
pulout instructon in readinglanguage ars during the.
regular school day

Addiional support in reacing/ianguage ars i proviced fo
low-achieving studens outside the regular school day.
(2.9.,in before- or after-school programs, summer
school programs)

Notatair

Only for
students

inprimary
rades.

o

Only for

students in

intermediste
arades.

o

For
students
in ail
arades

o




M)

[image: image13.png]Students

15. Around October 1, what was the total number of
students enrolled at your school?

(Print number of students in the boxes below.)

0.

Number of students

18. Around October 1, approximately what
percentage of students in this school were
identified as limited English proficient?

(Print percentage (%) of students in the boxes below.)

% of students





N)
[image: image14.png]I there is anything you would like to tel us about your school or this study, please enter your
comments here. Please prit cleary

Comments:

Thank you for taking the time to complete this questionnaire.
We greatly appreciate your contribution to the study.

Please place this questionnaire n the postage paid enveiope provided

and mail o the address on the envelope

-




O)

[image: image15.png]Please retum your completed questionnaire
inthe enclosed envelope to

The Study of Instructional Improvement
Institute for Social Research

University of Michigan

426 Thompson Street - EP Room 332
Ann Arbor, MI 481061248

If you have any questions, please feel free to
call our toll-free number at: 1.877-397-2374

@The Regents of the Universiy of Michigan 2003
Do no ircutat or cite wihout pamission from the Sty of Instruetionsl Improvement.




