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1. Please rank, rate and comment on these communication channels. Pick the top four in terms of importance to you (which four would you most prefer to get information from?). Also, please rate each in terms of their current effectiveness.

	Top 4 in Import? 
	Communication
Channel
	Current Effectiveness

(1 = low, 4 = high)
	Comments 
(optional)

	___
	ITSS Town Hall
	NA    1    2    3    4 
	

	___
	Unit all hands meetings (TSS All, e.g.)
	NA    1    2    3    4 
	

	___
	Your manager’s staff meetings
	NA    1    2    3    4 
	

	___
	1 on 1’s with your manager
	NA    1    2    3    4 
	

	___
	“Coffee talk” / hallway conversations with an (executive) director
	NA    1    2    3    4 
	

	___
	News from coworkers (the grapevine / rumor mill)
	NA    1    2    3    4 
	

	___
	Brown bag lunches and/or training sessions (TTBB, TGIF, e.g.)
	NA    1    2    3    4 
	

	___
	Email from your manager
	NA    1    2    3    4 
	

	___
	Email from your (executive) director
	NA    1    2    3    4 
	

	___
	Email from Chris Handley
	NA    1    2    3    4 
	

	___
	ITSS Digest
	NA    1    2    3    4 
	

	___
	ITSS Service Alerts
	NA    1    2    3    4 
	

	___
	Other email lists
	NA    1    2    3    4 
	

	___
	Web pages
	NA    1    2    3    4 
	


2. Do you think that communication within ITSS is currently good, bad or other? Why?

3. What types of information do you want/need most? 

	Topic
	Importance to you

(1 = low, 4 = high)
	How well are you getting this today? (1 = poorly, 4 = well)

	Stanford objectives & priorities
	  1    2    3    4 
	    1    2    3    4 

	ITSS objectives & priorities
	  1    2    3    4 
	    1    2    3    4 

	Project updates
	  1    2    3    4 
	    1    2    3    4 

	Changes in service
	  1    2    3    4 
	    1    2    3    4 

	Changes in organization
(new or departing staff, new reporting relationships, new roles)
	  1    2    3    4 
	    1    2    3    4 

	Customer/client updates
	  1    2    3    4 
	    1    2    3    4 

	Operational info (outages, changes, etc.)
	  1    2    3    4 
	    1    2    3    4 

	Other: 
	  1    2    3    4 
	    1    2    3    4 

	Other: 
	  1    2    3    4 
	    1    2    3    4 

	Overall: How well informed are you of matters that affect you and your job? 
	    1    2    3    4 


4. Based on your overall rating (last question in #3, above), why would you say that you are poorly/well informed about matters that affect you and your job? Can you give specific examples to highlight your overall rating?

5. What information do you have that would interest others? 

6. What communications skill could use the most improvement across ITSS? 
(e.g., writing, meeting facilitation, public speaking, other?)

7. If we could do one thing to improve communication within ITSS, what would it be? 

Respondent: 


Interviewer: 









