Appendix D: DROP-OFF/PICK-UP SURVEY METHODOLOGY
[bookmark: _GoBack]Supplies:
Index cards (150 per team)
Index card box (one per team)
Map of distribution area (2 copies per team)
Clipboard (one per person)
Pencils
Scotch tape
Paper clips/binder clips
Survey introduction script
Name Badges (with TCRPC logo clearly displayed)
Collared shirts 
GPS/NUVI 
Supply of TCRPC Business Cards (in case person wants to contact us)
Business Reply Envelopes (for last attempt to retrieve completed survey)
Reminder postcards (reminding them to complete the survey and hang it outside)
Thank you postcards (when completed survey is picked up)
Final contact postcards (for last attempt to retrieve completed survey)
*Plastic bags (ideally newspaper bags with small hole to hang completed survey on door handle outside front door)
*Cover letters (drop-off pick-up version)
*Surveys
* Plain envelopes for survey
*Before going into the field, prepare a ‘survey packet’ which will include the following all together:  cover letter, survey, envelope, plastic bag.  Place the packets in a box for easy storage and to keep them from getting bent or damaged.  
22

