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a. Facts and opinions needed:
1. Which office, from the number of offices in cities throughout the U.S., do they work at?
2. What is the organizational structure like, at the place they work?
3. What are the different functions and processes within a department, branch or a work group?
4. Employee’s name, job title, department and contact information.

5. Communication with other employees.
6. How comfortable are the employees with intranet.

7. How often do they communicate and exchange information within the organization?
8. What information do they need to share with other departments?

9. What information is needed by one department from another?

10. What information is mainly needed to be shared among the employees?

b. All employees in the organization should not be surveyed. It turns out to be more efficient when all employees are surveyed but in this case we are given limited time. Therefore only selective numbers of employees need to be surveyed. In this case, the questionnaires need to go to the head of every little department or branch. He/she can therefore select 3 out of 5 employees where 1 out of 3 can be the one with satisfactory (as oppose to excellent) job performance. This will help us gather information to help increase employee efficiency. 
c. Free format questionnaire will work best for this survey questionnaire.

d. The survey questionnaire should be concise and to the point. It should not in any ways discourage the person ready to be surveyed, with the length of the questionnaire. 
Survey Questionnaire
Name: _________________   Employee Number: __________   Date: __________

1. How many times a day do you communicate with other employees within different departments?
    _________________________

2. Have you ever worked with intranet before?

    ______________________
3. Do you think your company email is reliable? If your answer is NO, then why?
    _________________________________________________________________
4. What information do you need to share with other department?
   __________________________________________________________________

5. What information do you require from another department to perform your task?

   __________________________________________________________________

6. What information do you think is mainly needed to be shared among the employees?

   __________________________________________________________________

7. What barriers do you think if eliminated, will maximize your performance?

   ___________________________________________________________________

8. Do you think the soon to be in use, intranet, is going to have positive results?

   ___________________________________________________________________
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