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This document was created with input and review from the SRC Statistical Design Group, SRC’s Senior Staff Advisory Committee, and Survey Research Operations members.  It intentionally uses language reflecting SRO’s operations procedures for implementing projects and may not be inclusive of all Center processes.    
This document is directed to SRO staff and is intended to outline the baseline operations for projects that are implemented in the Unit.  This document (will eventually) link to the SRO Best Practices Guidebook and Reference Manual. 
 
Introduction  
This document outlines basic procedures and guidelines for Survey Research Center (SRC) data collection projects implemented through Survey Research Operations (SRO).  SRO accepts projects that are consistent with the mission and policies of SRC, ISR, and the University of Michigan.  Teams carrying out SRO projects are assembled in a variety of forms.  Some are integrated, with project staff and SRO staff sharing responsibilities and duties; other projects have a more distinct division of labor.  The procedures listed below are the “default” positions.   
 
The SRO procedures outlined here are meant to provide high-level descriptions of SRO best practices.  Detailed information on specific SRO procedures, including checklists, instruction manuals, and descriptions of procedures will be made available to SRO staff and clients (principal investigators and research teams) as appropriate.   
 
This document should be reviewed and updated annually, and made available to SRO and SRC staff on the restricted area of the intranet. 
Outline 
1) SRO Pre-award activities   
a) Budgeting/proposal development 
i) SRO provides ballpark and formal cost estimates. 
(1) Ballpark cost estimates are non-binding, and will be approved by the SRO Director, with input from the SRO Administrative Group[footnoteRef:1] before submission to the client.  [1:  The SRO Director is responsible for approving the budget, work scope, and other official SRO documents for all SRO projects.  Due to the large number and complexity of SRO projects and to ensure timely action on all requests, the SRO Director may ask for input and may also delegate review and approval to members of the SRO 
Administrative Group.  This group is comprised of the SRO Director, Associate Directors, and the Directors of the Groups in SRO (SRO Financial Group, Project Design and Management Group, Design Methodology & Statistical Support, Technical Services Group, and Data Collection Operations). 
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(2) Formal proposal cost estimates are approved by the SRO Director, SRC and ISR before submission to the client.   
ii) SRO will work collaboratively with researchers to develop proposals that include SRO services.  This may include providing boilerplate materials describing SRO services and capabilities for inclusion in proposals, and suggesting design features or methods that would effectively meet project goals while staying within budget constraints. 
iii) All SRO budgets will include a description of effort and work scope. 
(1) SRO budgets are based on estimates of targeted staffing levels, response rates, number of cases, labor hours, and nonsalary costs associated with the defined work scope. 
(2) SRO budgets may also provide design elements that may vary (i.e., response rate, number of contact attempts, number of interviewer hours) with a fixed number of labor hours or total budget. 
iv) SRO will work with the Principal Investigator (PI)[footnoteRef:2] to prepare a timeline for budget preparation.  [2:  The Principal Investigator is ultimately responsible for all aspects of the project.  Due to the size and complexity of many SRO projects, the PI may ask for input and may also delegate some aspects of project management and oversight to members of the project team. ] 

v) The budgeting process is often iterative.  SRO will work with the PI to revise work scope specifications and cost estimates if necessary (e.g., when the initial work scope exceeds funding limits, or the funding awarded is less than the amount included in the proposal). 
vi) For cost monitoring purposes, SRO work scope budgets will be populated separately from all other project-related phases or project-specific activities. 
b) Contracts[footnoteRef:3]  [3:  The term “contract” here generally means an agreement between the two parties (a principal investigator and SRO). These may be grants, cooperative agreements, or some other arrangement.  ] 

i) SRO contracts with internal (SRC) principal investigators are implemented upon formal acceptance of the SRO budget and work scope statement by the PI and the SRO Director. 
ii) SRO contracts with University of Michigan PIs who are not formally affiliated with ISR require approval from ISR’s Financial Operations as well as formal acceptance of the SRO budget and work scope statement by the PI and the SRO Director. 
iii) SRO contracts with external PIs (i.e., not formally affiliated with the University of Michigan) are executed through the University of Michigan’s Office of Research and Sponsored Projects (ORSP).
c) Setting up accounts 
i) SRO will set up accounts for internal (SRC) projects after formal acceptance of the SRO budget and work scope statement by the PI and the SRO Director. 
ii) SRO will set up accounts for ISR or University of Michigan projects after formal acceptance of the SRO budget and work scope statement by ISR Financial Operations, the PI, and the SRO Director. 
iii) SRO will set up accounts for external projects after contract notification by the Office of Research and Sponsored Projects (ORSP). 
iv) Work on projects can begin after SRO accounts are activated. In some instances, the PI may appeal to SRC for a hardship account to allow work to begin before the project accounts are activated. 
d) Rebudgeting 
i) SRO will work collaboratively with the PI to revise project budgets when work scope or funding parameters change. 
ii) Revised budgets must be approved by the SRO Director and the PI, and then are forwarded to the appropriate offices (SRC, ISR, and/or ORSP, depending on the organizational affiliation of the PI) for formal approval and contract modification, as necessary. 
2) SRO Project Management   
a) Project initiation 
i) All projects are assigned an SRO project manager, who, in collaboration with the PI (and members of the research project team), is responsible for developing and maintaining the project plan and providing day-to-day oversight and management of project deliverables, work scope, timeline and costs. 
ii) The SRO Director or Senior Project Advisor (SPA)[footnoteRef:4]will review and approve the work scope and budget of all projects before work begins.  [4:  Each project has a member of the SRO Administrative Group or Survey Director Group assigned as a Senior Project Advisor (SPA).  The SPA serves as a resource for the project team and acts as a liaison to SRO Operations and/or the SRO Administrative Group as well as to the Principal Investigator.] 

iii) All projects are assigned a SRO SPA, who is responsible for approving the project charter and representing the SRO Administrative Group in project oversight. 
b) Project plan 
i) All projects will have a written project plan which describes the work scope, budget, survey design and procedures, and timeline for the project.  This is usually written by the SRO project manager, in consultation with the research project team.  
ii) The project plan will be approved by the Senior Project Advisor and the PI. 
iii) Any change in work scope must be approved by the SPA in consultation with the SRO Director and the PI before it is implemented, and the project plan must be updated. In the case of a contract or subcontract, formal work scope changes require a contract modification, which must be processed through ORSP.
c) Institutional Review Board (IRB) Approval 
i) Study protocols must be reviewed and approved by the appropriate Institutional Review Board(s) before data collection can begin. 
ii) SRO procedures must comply with all approved IRB project protocols. 
(1) SRO will track the modification and renewal of IRB protocols in its project schedule to ensure compliance with IRB procedures. 
iii) The University of Michigan PI is responsible for submitting the IRB application and modifications to the appropriate IRB committee. SRO may support the PI in this area.
(1) SRO will work collaboratively with researchers to develop descriptions of SRO data collection procedures and will provide the PI with examples of forms and other material for use in IRB submissions. 
d) Financial monitoring/management  
i) Reports which include cost expenditures and projections will be provided at a minimum of once per month, and may be provided more frequently upon evaluation of the needs and risks of the project.  The frequency of cost projections will be negotiated as part of the project plan and approved by the SRO SPA and the PI.   
ii) Cost reports will be approved by the SRO SPA before they are released to PIs. 
iii) A monthly report of financial status, project/production status, and project activities will be produced by the project manager and provided to the SRO Administrative Group via the online Monthly Project Report (MPR).  This monthly report will include an updated risk assessment.
3) SRO Study design and sampling   
a) The PI is responsible for ensuring that the study design is appropriate to the research objectives. 
i) SRO uses a strategy of starting with a probability sample design and examines alternative designs when appropriate. 
ii) SRO may decline to participate in studies that involve methods, goals or restrictions that are inconsistent with the mission or policies of SRC, ISR, or the University of Michigan. 
iii) SRO may recommend that studies facing difficult design choices bring their projects to the SRC Statistical Design Group[footnoteRef:5] for review and discussion.  [5:  The SRC Statistical Design Group is comprised of Center Primary Research Staff from the Survey Methods Program, along with senior Survey Research Operations staff.  Its purpose is to provide consultation on methodological issues faced by projects. ] 

b) SRO projects managers or other support staff will work collaboratively to define and document survey protocols in advance of system design and development. This is particularly important for projects that may choose to implement protocols via an automated rules engine.
c) The SRO project manager will work with the PI to assess the risk of outcomes that are not optimal, and to include responsive design[footnoteRef:6] elements in the study design, as appropriate.    [6:  Responsive design is the use of design features and decision rules to optimize the cost-error properties of a survey sample using pre-existing or empirical data/constraints that accumulate during the course of the data collection period. ] 

d) SRO will encourage the PI to integrate methodological experiments into the project where practical, feasible, and mutually desirable. 
4) SRO Instrument and Technical Systems Development/Programming   
a) SRO project managers will consult with senior technical leaders to determine the best combination of technical systems fit for the purpose of implementing project protocols and delivery requirements.
b) SRO will work collaboratively with the PI to develop instrument specifications that conform to SRO’s technical system programming requirements. 
c) Programming will begin after specifications have been written for the instrument and technical support systems.  
i) SRO will work collaboratively with the principal investigator or designate to specify data structure; data output requirements; survey data quality control checks that will take place during data collection; and the sample control system for survey processes. 
d) SRO project managers will encourage the PI to use a technical approach that utilizes established systems and templates which work across many project designs as opposed to technical approaches which require wholly customized software development. 
e) SRO will encourage and assist the PI to seek design input and guidance from the SRC Statistical Design Group (SDG). Review of UM approved technical systems and security requirements will be obtained from ISR’s Computing and Multimedia Technologies (CMT) department as necessary. 
f) SRO programming, survey management and technical staff will test instruments and all systems before delivery to the PI for final testing and approval.  This process will be outlined in the project plan. 
g) The PI or designate must approve the data capture system and data structure prior to data collection.   
5) SRO Instrument Development and Pretesting 
a) SRO strongly recommends pretesting of all instruments and study protocols to assess their usability in the field setting prior to data collection. 
ii) SRO maintains staff and facilities for assisting the PI in instrument development - including focus groups, telephone and face-to-face pretesting capabilities, behavior coding, cognitive and usability laboratory facilities, and other techniques. 
b) SRO may recommend that the PI seek methodological consultation as part of questionnaire development. 
6) Interviewer Resources and Training  
a) Interviewers are a resource of the Survey Research Center, administered by SRO.  Interviewer hiring, resource sharing, scheduling, and capacity issues will be reviewed and managed according to the SRO Contingent Field Staff Allocation Principles. 
i) SRO supervises the data collection staff, handling compensation and all Human Resource issues in collaboration with the ISR Human Resources department. 
ii) As noted in the SRO Contingent Field Staff Allocation Principles, if multiple projects are affected by staffing plans and conflicts arise that cannot be resolved within SRO according to the Field Staff Allocation Principles, the SRO Director will consult with the SRC Director’s office to best achieve an optimal outcome for projects and the Center.
b) All interviewers who work on a project will be trained in SRC standard General Interviewing Techniques (GIT), as well as study-specific protocols. 
c) Study-specific training protocols and manuals will be created in full collaboration with project staff. 
d) Training plans and schedule (both GIT and study-specific) will be coordinated with SRO Operations[footnoteRef:7] through the Project/Production (Proj/Prod) coordination meeting before implementation.  [7:  SRO Operations includes members of the SRO Administrative Group and other SRO managers and Team Leaders of key operational groups within Survey Research Operations.  ] 

e) An explicit certification process will be outlined in the training program which specifies when an interviewer is approved to begin production interviewing. 
7) Data collection  
a) According to SRC practices, interviewers are paid on an hourly basis and reimbursed for their mileage and out-of-pocket expenses.  Any deviation from this approach must be approved by the SRO Administrative Group, and possibly the SRC Director. 
b) SRO will generate performance statistics, cost and productivity measures for project monitoring. 
i) The PI will have input into variables used in project monitoring. 
ii) A progress report will be generated daily.  This standard report will be made available to the PI and research project team members. 
c) The SRO project manager will provide a brief written summary report of project activities and status to the PI.  At a minimum this formal report will be written monthly, however more frequent informal reporting can be requested by the PI.    
d) At the end of the project, SRO will provide final response dispositions and response rate calculations that adhere to current AAPOR guidelines. 
e) Quality control procedures for field operations will be developed in consultation with the PI and will be consistent with the objectives of the study. 
i) Requirements for verification of interviews and reporting interviewing falsification will follow the protocol established with the Office of Research Integrity[footnoteRef:8] and the University of Michigan Institutional Review Board.  [8:  The Office of Research Integrity is one of the United States health agencies reporting to the Office of Public Health and Science within the Department of Health and Human Services that promotes integrity in biomedical and behavioral research supported by the Public Health Service (PHS) at about 4,000 institutions worldwide. ORI monitors institutional investigations of research misconduct and facilitates the responsible conduct of research through educational, preventive, and regulatory activities. ] 

ii) SRO encourages the use of statistical process control procedures in developing quality control measures for each study.   
f) All electronic survey data collection and sample information will be stored in secured databases. 
g) All paper forms will be stored in secure lockable files if they contain identifying information. 
i) If paper forms are used on the survey, they will be sent to SRO in Ann Arbor for processing (or to an approved contractor).  All materials containing survey data or identifying information being sent between interviewers and the Ann Arbor office must be sent via a traceable method.   
8) SRO Post data collection processing  
a) Editing of electronic datasets and hard copy documents 
i) SRO will incorporate consistency check edits into the CAI application that are defined in the instrument specifications. 
ii) Any editing or post survey processing of CAI application data will be agreed upon at the start of the process. 
iii) SRO will complete basic editing on completed paper survey instruments, and those procedures will be made explicit at the start of the process. 
b) Coding open ended questions and other/specify text 
i) SRO will code data as specified in the contract or statement of work. 
ii)  Explicit coding procedures will be agreed upon at the start of the process. 
c) High Speed Data entry of hard copy documents 
i) Data entry will include a verification process for a specified proportion of the cases or a full 100% double entry step.  This allocation will be made explicit in the statement of work. 
ii) Explicit data entry procedures will be agreed upon at the start of the process. 
d) Weighting/estimation (as specified in the contract)
i) All SRO procedures and datasets developed for the computation of weights, variance estimation and imputation will be documented and given to the PI as a study deliverable. 
(1) SRO will collect and maintain information for sampling and non-response weight calculations. 
(2) SRO will compute probability of selection weights, unless otherwise specified in the statement of work. 
(3) SRO will provide variables for computing nonresponse and post stratification weights; and will compute these weights as specified in the contract or statement of work. 
(4) SRO will provide variables for computing design variance estimates; and will compute variance estimates as specified in the contract or statement of work.  
(5) SRO data files will include missing data codes for all missing data; and SRO will impute missing data as specified in the contract or statement of work. 
ii) All datasets will be delivered in standard format readable by third-party software.  The default options are Ascii, SAS, or SPSS data formats.  The specific format for this deliverable will be specified in the contract or statement of work. 
iii) Raw data identifying respondents, including geographic information will not be part of SRO datasets unless explicitly noted in the contract or statement of work.  Appropriate protection for Human Subjects must be approved by the University of Michigan before SRO can supply these data to SRO staff. 
(1) SRO will not routinely append geographic information to survey data files. 
(2) Other case-level process data, paradata or interviewer characteristics may be appended to survey data files if explicitly approved by the University of Michigan IRB, and other relevant review boards. Requests for interviewer characteristics require approval by the SRC Senior Staff Advisory Committee (SSAC).
e) Data delivery 
i) SRO will adhere to the ISR Policy on Safeguarding Respondent Privacy for all data delivery, including, but not limited to secure data transmission, separation of Personal Identifying Information (PII) and signed acceptance from the principal investigator to maintain and protect respondent confidentiality.
9) Documentation  
a) Project Reports
	At the end of a project, the SRO project manager will prepare a written report documenting the following areas of the study: Overview and general management, final budget and cost, study design, IRB overview, instrument development, technical systems development, data collection procedures and statistics, data management and post-processing methods, and other relevant lessons learned. 
b) Project Digital Records
	All research records will be retained according to the SRO Project Records Retention Schedule. Project managers will review contractual obligations to determine if there are alternative dispositions for study data and documentation.
	SRO project managers will create a directory of all records relating to the project, including databases and technical systems source code. 
	Final versions of documents should be clearly identified. Important final documents include: questionnaire/instrument and sample management specifications, cost and field reports, data dictionaries/codebooks for sample and survey data (including paradata), project manuals, training manuals, respondent materials (consents, contact letters), and other study-specific protocols.
c) Project Physical Records
	SRO project managers will provide 3 copies of material with a physical form, such as respondent letters, brochures, and ephemera, to the archivist. See the retention schedule for more information.
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