Pre-Implementation Intranet User Survey 
In order to develop a useful intranet, it is critical for the development staff to find out what users want. Intranets, more than many other IT implementations, are user driven. Although IT develops and maintains the entire technological backbone, the meat of an intranet — the content — is managed by those who use it. Surveys are one of the more active methods for obtaining user feedback. When involving users solicitation in intranet development be sure to highlight the benefits of their involvement, show the users how good user-centric design can translate into increased productivity. Listen carefully to their input and be flexible enough to try and meet their requests.
Whatever you hope to accomplish with your survey, it needs to be clear and focused, centering around three key intranet areas: 

1. Content quality and relevance 

2. Site navigation and usability 

3. Design and site cosmetics 
Survey Questions
1. What is your job role? 

2. How long have you been working for the organization? 

3. What are the main activities that make up your job? 

4. Who do you communicate most frequently with on work matters? 

5. Do you have policies or guidelines for your work? 

6. How do you get access to these? 

7. What information do you rely on during a normal working day? 

8. Where do you obtain this information from? 

9. If you have a question, where do you go to find an answer? 

10. What training or induction did you receive when you started at the organization? 

11. What training do you receive within a typical year? 

12. How do you find out about what's happening in the organization? 

13. Which sources of news do you regularly read? 

14. What is your primary method of communication within the organization?

15. How much time do you spend finding and digesting information? 

16. How much time do you spend responding to requests for information from other staff and/or customers? 

17. How many of these responses do you feel could be delivered in a more formal, repeatable manner? 

18. Where do you currently acquire your knowledge? Is it from other colleagues, print, the intranet, external sources? 

19. How do you rate the organization in relation to its ability to deliver to you the practical knowledge you need to do your job effectively? 1: Poor; 2: Below Satisfactory; 3: Satisfactory; 4: Good; 5: Excellent
20. Do you feel that the organization effectively communicates important strategic issues to you? 

21. What level of trust do you place in print, person-to-person, and intranet communication? 

22. How would you rate print, person-to-person, and the intranet in relation to their ability to help you find the right information quickly?

23. If you were to use a company intranet, what three things would be most important for you to find or access (what information would help you do your job more effectively)?
24. What tasks do you think could be improved by having them on an intranet?

25. Rate the qualities that are most important to you on an intranet (1 – most important, 10 = least important). For time savings, users can simply rate their top 3 or top 5.
· Simple Navigation

· Looks Good

· Solves a Particular Business Problem

· Information is Easy to Find

· Personalization/Customization Capability

· Shared Communication

· Event and Project Calendars

· Document Management

· Relevant Search Results
· Integration with Other Applications

