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Introduction
An audience survey is a useful tool for learning about the people who participate in arts
and culture in Palm Beach County, including the spending related to their participation.
Each grantee that is required by the Cultural Council of Palm Beach County to collect
audience data during FY19 has been provided with a paper survey form and an online
link with which to collect and enter their survey data. This guide has been created to help
your organization fulfill the data collection requirements with the utmost care and ease. It
is very important that your organization follow these instructions to ensure integrity and
reliability of the results.
Quotas
Each organization has been provided with a total and quarterly quota, which is the
number of valid surveys you are required to collect during each quarter of the grant
period beginning October 1, 2018 and ending September 30, 2019. Organizations are
required to reach quarterly quotas so that audience data reflects the entire year of
programming and attendance cycles.
These quotas are for valid surveys. A valid survey is one in which all mandatory
questions have been answered. Mandatory questions are highlighted in yellow later in
this guide. There are mandatory questions on both the front and back of the survey. It is
your responsibility to ensure that mandatory data is collected in order for your survey
submission to be counted. A valid survey can include missing information on nonmandatory questions, such as demographics.
Overall Process
For the TDC Audience Survey to be accurate and effective, organizations must also
follow several important guidelines:


The survey is anonymous and confidential. The respondents who participate in
the survey should feel certain that they can provide information anonymously and
that their information will be treated confidentially. If you would like to use the
surveying opportunity to gather contact information from visitors you can hand
out a separate "contact card," but it should not be attached to the survey form.



The survey must be credible. Many people have grown suspicious and weary of
being asked to participate in surveys. It is important that attendees quickly

recognize that the survey is being conducted by your organization for the Cultural
Council. You can point out the Cultural Council logo on both sides of the survey.


Surveying must be as random as possible. We understand that for some
organizations it is more difficult to administer random surveys than for others.
The survey should be conducted using “simple random sample” methodology,
meaning that each qualifying person who visits the event or destination has
an equal chance of being selected to participate in the survey as every
other person. This means that surveys should be conducted on a variety of
days, during various times, in general pedestrian locations, and that people
should be selected to participate in the survey using a consistent pattern. This
ensures that the characteristics, attitudes and behaviors of the attendees
surveyed reflect those of all the people who visit the event/destination as
accurately as possible. For example, the person administering the survey would
ask every 3th person who passes by. Do not exclude any attendees other than
children from the opportunity to take the survey.



Taking the survey must be comfortable. Once people recognize that participating
in your survey will benefit a good cause, most people will be willing to participate
– but doing so must be convenient and comfortable. There should be a relatively
comfortable place for the person being surveyed to sit, lean, or stand indoors or
in the shade outdoors while completing it. Clipboards, pens (or tablets if you are
using them), clear instructions, and a token of thanks should be provided (logo
pen, button, sticker, coupon, small water bottle, etc.)



If paper surveys are handed out they should be on clipboards with a pencil or
pen. This survey takes between three and five minutes to complete, depending
on the respondent’s primary residence. If the respondent’s primary residence is
in Palm Beach County they are only required to complete the front side of the
form. Non-residents are required to complete the front and the back of the form.

Survey Methods
For FY 19 two methods of surveying may be used: interview intercept surveys on paper
or tablet, and self-administered surveys on paper or tablet. No other methods of data
collection may be used. For example, it is not acceptable to email the survey to people
and ask them to fill it out. Please use the survey method that provides the best
opportunity for random distribution and complete surveys. Some attendees may wish to
have the questions read to them (interview) and others may wish to read the questions
themselves (self-administered). Either option is acceptable, but it is the responsibility of
the grantee to ensure that self-administered are completed accurately.
For example, an organization may use an interview intercept survey for a special event
such as a gallery exhibition opening that lasts for several hours or a day during which
people will enter and exit the event over an extended period of time. That same
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organization may use a random self-administered survey for a short event, such as a show
or lecture that does not have an intermission, or by asking random visitors to a reception
desk to complete the survey before they leave the premises.
Per Person Surveys
This survey must only be completed by one member of each visitor party. Do not accept
multiple surveys from a party/group attending together. No exceptions.
Interview Intercept Surveys
In an interview intercept survey, surveyors literally “intercept” people and invite them to
complete the survey. The surveyor reads the survey questions aloud and documents the
responses. While it may not be possible in all cases, the interview should be conducted
AFTER the visitor has experienced the activities or is on their way out.
Interviews should be conducted at major entrance/exit points at the venue, and as
possible, at gathering spots such as lobbies, food vending areas, and gift shops.
Surveys can also be conducted with people waiting in lines. Take advantage of
opportunities that require people to wait. Survey participants must be invited to take the
survey on a random basis (e.g. every 3rd person or every person who passes at the 10
minute mark in the hour). Potential respondents should not be selected or purposely
ignored on the basis of their appearance.
Self-Administered Surveys
Self-administered surveys, for the most part, “intercept” people and invite them to
complete the survey, but the surveyor does not read the survey questions aloud. The
respondent takes the paper/clipboard/pen aside (or tablet) and fills in their answers.
Conducting Survey Interviews
Conducting surveys is time-consuming and involves commitment of dedicated staff and
volunteers. In some cases it may make sense to outsource data collection to a
professional survey company or hire temporary help. If possible, your surveyors should
reflect the overall characteristics of the audiences you anticipate attending your events.
If you attract a diverse audience, your survey team should be diverse as well.
Each surveyor must become extremely familiar and comfortable with the survey tool
through practice. Questions always come up, so in addition to the survey,
staff/volunteers will want to familiarize themselves with the FAQ section of this guide.
Enthusiasm is contagious! If your surveyors are enthusiastic you are more likely to get
people to take the survey. People also like to be offered a token of thanks, so offering an
incentive will help your organization reach its quota.
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Sample Invitation: "Would you help us out with a survey? It helps us fund our programs.”
If they have questions about the survey's purpose or sponsor answer them to the best of
your ability. See FAQ for answers to typical questions.
If the person declines to take the survey, say, "Okay, enjoy your visit/day, etc." with a
smile. Try to match your speaking volume and pace to that of the person you are talking
to. If they speak loudly, this may indicate they have difficulty hearing, so you will need to
speak up. Read the questions and document the answers. If the respondent tries to
leave before the interview is done, encourage them nicely to finish up so that you can
count their answers. If the survey is incomplete it will not be counted. Incomplete
surveys should be considered "declined" and tossed. If a person quits the survey on the
tablet and walks away, exit out of the browser. Open the link fresh in a new browser and
it should bring up a fresh survey.
Conducting Self-Administered Surveys
Surveys must be distributed randomly to every nth visitor. Ideally, the surveys would be
completed at the end of a visit. In some cases they can be handed out at the start of a
visit with instructions to return them before leaving. Respondents can be encouraged to:
a) take the survey with them during their visit and return it to the front desk, b) take the
survey during intermission and return it to an usher on the way out, or c) take the survey
at a table set up for this purpose. However you choose to distribute and then collect the
surveys is up to you, so long as it follows the guidelines.
While self-administration is allowed, the process must be documented and managed.
This means that you cannot leave surveys out in a pile on a desk or table for people to
pick up. You must, as the surveyor, identify the potential respondent or distribute them
randomly throughout a group (audience, tour group, etc.) If you distribute the surveys
throughout a group at a performance, class, or tour, you should make an announcement
of some kind or mention the survey and instructions for returning the surveys in a curtain
speech. (E.g. “Some of you lucky folks have been given the opportunity to contribute
very important feedback on your visit here today! Please, if you have been lucky enough
to receive a survey in your tour materials we would greatly appreciate it if you could fill it
out and return it to a staff member before you leave. This important data helps us report
on the impact of our programs to the County and which helps us to fund programs like
these.)
Paper or Tablet


Paper surveys require data entry through a custom link in SurveyMonkey created
for your organization. The only real “con” with using the paper survey is that you
must enter the data collected on the paper forms. The pros with the paper surveys:
o Multiple clipboards out in the field if you have lots of volunteers working it
o More personal interaction with attendees
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o
o
o


More control over the data entry
More accurate real time monitoring of your quota
Easier to spot invalid surveys (with missing data)

Tablet surveys have pros and cons. If you are surveying where wifi is available,
you will be given a SurveyMonkey link to access the online form on your tablet(s).
Multiple tablets can be used. The interface is good.
Pros to the tablet survey are:
o It looks less daunting to the attendee (they can’t see the form)
o It is fast to fill out
o No data entry on your part or documentation of date or survey number
Cons to the tablet survey are:
o You have less control over the quality of the data entry
o Wifi glitches can occur
o You’ll have more invalid surveys that we have to delete
o We can’t let you do paper and tablet surveys – it’s one or the other



Tablet surveys are administered through a SurveyMonkey link provided to you.
Data entered on tablets is automatically dated and numbered in the online system.
Online data collection is monitored for randomness and completeness. Incomplete
responses will be removed quarterly. Organizations will be provided with a link to
monitor their progress toward the quota.



For organizations that do not have reliable wifi (such as outdoors) or that prefer
the QuickTap survey format (which is a little more fun and friendly) there will be a
modest fee based on the number of tablets you wish to use. See Surale Phillips
for those details). Cost ranges from $300-$500 for the year.

For Paper Surveys: Documentation and Completeness
Each organization will be provided with a unique URL into which they will enter the
information collected on the paper survey.
In addition to the actual survey data collected, you are required to number (id#), date,
and enter the initials of the person who administered the survey. You can write this
in marker on the completed surveys. You will need to enter this information along with the
data you collect from the visitor party. We ask that you please enter your survey data for
each quarter within two weeks from the end of that quarter. You will be asked to send in
your paper surveys to Surale Phillips at the end of each quarter. We will randomly verify
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that paper survey information matches online entries. This will help to alert the survey
team to any issues that may need troubleshooting throughout the year.
You will put the surveyor initials, date, and survey number on the top of the form. The
date is important because if hotel rate information is missing we need to enter the
average rate for the month the survey was administered. Each survey must be
numbered. If your quota is 600, number completed surveys from 1-600 over the course
of the project; do not start at #1 for each session. It is better to wait until you have
complete surveys organized in batches to put numbers on them than it is to try to prenumber them. It is likely that you will find some incomplete surveys which will upset your
numbering system if you do it in advance. If you skip a number, that’s ok. The actual
number is not significant. But the number on the paper will be used to match the number
in the online system during random verification and the data must match.
The research team is required to submit quarterly reports to the Cultural Council
on grantee progress toward the quotas.
For tablet surveys, do this at the end of each survey session:
 You will not be able to review the surveys submitted via tablet. They will be
monitored by quarter. Incomplete and declined entries will be removed so that we
can tell you how many valid surveys have been received for the quarter.
 You do not need to number tablet surveys because there is no paper that needs
to be matched to a digital response. The system will add a unique id to each
survey and note the date of the data entry session.
 If you are using the SurveyMonkey data entry screen (Wi-Fi necessary) there is
nothing you need to do. Simply close the window and start fresh for a new
session.
 If you are using QuickTapSurvey (no Wi-Fi necessary) it "collects" your data on
the tablet and then you "send" your data to a master file in the cloud. At the end
of each session, or anytime during your sessions, the surveyor will hit the
"send/receive button" to ensure that the data is uploaded to the master file. Do
not delete the survey from the tablet. QuickTapSurvey will document the
device used, surveyor name, data, and time the data was collected. If you are
planning to use QuickTapSurvey contact surale@suralephillips.com to discuss
those instructions and the fee associated with this. The fee for FY19 will range
from $300 to $500 depending on how many devices are being used by how
many organizations.
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FAQ and Brief Question Instructions
Mandatory questions are highlighted in yellow. If there is no data collected in these
questions, the survey will be deleted and not count toward your quota. These question
numbers correspond with the paper version of the survey. Question numbers may differ
for the tablet version because of the formatting and skip logic, but the actual question is
mandatory regardless of collection method.

FRONT PAGE
Everyone fills out the front page.
1. Is this your first visit to this cultural organization?
This is a yes or no question. If they are unsure, leave it blank.
2. Including yourself, how many people are visiting this activity in your immediate
party today? (Do not count tour groups)
This is only the people in the respondent's immediate group. If they are meeting people
there, do not count them in the travel party. Tally adults separately from children/youth
under 18. MANDATORY QUESTION
3. Please estimate the amount of money that you and your immediate party are
spending in Palm Beach County specifically as a result of this visit to this cultural
activity. Include spending before, during, and after the outing. (If you are visiting
from out of town, please estimate only the portion of your spending that is specific
to this cultural activity.)
This question is usually the most difficult but it is also the most important. People are
generally skeptical about why they are being asked about spending and they can be
reluctant to share this information. It can really help to prod people in a very nice way and
remind them that the survey is anonymous. You can say things like:
“Every dollar people spend when people attend our events ripples through the economy
and has huge economic impact!”
“We only ask these questions because we’re part of a study that measures the economic
impact of our organization on the local economy.”
“We’re just trying to get a general sense of how spending at our events impacts our
economy.”
“This information really helps us to report on the economic return on investment in the arts
here.”
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Each item in this list is MANDATORY and applies to all respondents whether or not they
are residents or visitors. Ask them to think carefully about all the costs they have – or
expect to incur – on this outing. Estimates are acceptable in each area if they are unsure
of the exact spending amount, or have not yet spent. It is extremely unlikely that there
is NO spending associated with the visit. To ensure accuracy and help with recall
please enter a ZERO on each line to indicate no spending on the item and confirm, for
example by saying, “So you spent nothing at all on refreshments, correct?”
A. Admission/tickets—Unless your event is FREE there must be something in this field.
This is for their whole party, so if admission is $25 and there are two people in the party,
put in $50. If they are a member or subscriber to your organization you need to help them
by providing them with the amount which might be the general admission cost or average
ticket price for a show multiplied by the number in the party.
B. Meals, drinks and/or snacks purchased here—If they haven’t purchased anything ask
if they expect to. For example, if you are surveying them during an intermission are they
planning on getting drinks or a snack?
C. Local meals/drinks/snacks before or after—If their party went out to eat or stopped for
refreshments before the visit or are planning to go out to eat or drink afterwards please
estimate that amount here. Keep in mind that this spending must be in Palm Beach
County.
D. Souvenirs, gifts, books, recordings and/or art—Anything they buy or what they think
they will spend on these items in connection with this activity goes here. Again, a solid
estimate is acceptable.
E. Clothing/accessories specifically to attend/visit today—Anything such as a special
outfit, shoes, jewelry, even an umbrella counts if it was purchased specifically for the visit.
F. Local transportation—Unless they walked or biked, or someone dropped them off, there
should be a dollar amount in this field, at minimum for gas!
G. Child/elder-care—If they paid someone to babysit or care for an elder, or even a pet
specifically so they could attend this event, put that amount in here.
H. Overnight accommodations—This is for hotel/accommodations costs specific to this
event, not for a general tourist visit. Whether they live in the area or not, if they stayed in
a hotel for convenience, or a special night out, or other reason, that amount goes here.
I. Miscellaneous—Other things they spent money on in Palm Beach County specifically
for this visit. Try not to use this field for things that are on the list above.
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4a-4c. These marketing questions were expanded quite a bit from previous years to be
more helpful. These are multiple choice questions so they can check multiple things on
4a, 4b, and 4c. If they did not use any of these sources of information, nothing would be
checked.
5. If this cultural activity were not available, would you have traveled to someplace
other than Palm Beach County in order to attend a similar cultural activity? (Check
one.) This requires one answer only. MANDATORY QUESTION
6. How satisfied are you with… This question was changed to rate both your
organization’s activity as well as “overall cultural activities in The Palm Beaches.” If you
are surveying someone that has yet to have the experience, please check N/A. Make sure
something is circled for both 6a. and 6b.
7. What is the ZIP/Postal code of your primary residence?
Please get the five digit ZIP code of their PRIMARY residence if they are from the U.S. If
not from the U.S. please enter INT’L. They may have only one primary residence and it
should be the main residence or dwelling where they live for the majority of the year or the
dwelling listed as their principle residence on their tax returns. MANDATORY
8. Which of the following best describes your PRIMARY RESIDENCE? Again,
residency is determined by example above. MANDATORY
9-12 DEMOGRAPHICS
Demographic questions are optional. However, we strongly encourage you to get people
to fill out the demographic section as it helps in reporting the audience characteristics in
general.

BACK PAGE
Only non-residents fill out the back page.
13a. If you live in the U.S. what is your home state? Please use state abbreviations.
MANDATORY
13.b. If you are visiting from outside the U.S. what is your home country? In past
years, a lot of people have been putting in the county where they live, not the country, so
be careful to keep this clean to track the countries.
14. How many times have you visited Palm Beach County during the past five
years?
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Take only one answer. If the respondent lives in Martin County and works every day in
Palm Beach County, the answer is still 3 or more times, you don't need to make a note of
that.
15. How did you travel to Palm Beach County for this trip?
This is a multiple choice question for how they got to the county, not the event. So if they
flew from New York (plane) but drove their rental car to the cultural event you only need
to document (plane).
16. When did you make your decision to visit this cultural activity?
We are looking for whether or not they learned about your organization/site and decided
they might like to visit it/attend before they arrived in the county or if they learned about it
after they arrived. If they thought about it before hand (it was on their to-do list) but didn't
"decide to attend on this particular day 3 of their 5 day trip" then they still decided before
arriving in Palm Beach County.
17. To what degree were Palm Beach County's arts and cultural opportunities a
factor in the decision to make this trip?
One answer only.
The trip refers to their visit to Palm Beach County. For example, if they are here on a
beach holiday and were cultural arts amenities not available here, might they be going to
a different beach holiday location? Did the arts/culture play a role in choosing The Palm
Beaches? MANDATORY
18. What is the PRIMARY reason for this trip to Palm Beach County?
One answer only. People often have multiple reasons for visiting places, but we need the
primary reason. I might have decided to attend a convention being held here because my
grandmother lives here and there is a beach here and I like to fish so I thought I would
take a holiday and I also like cultural events so I checked out this festival but….my primary
reason for being here was for the conference. MANDATORY
19. How many days do you plan to spend in Palm Beach County on this trip
(including partial days)? If they are here for a few hours, this is one partial day, so enter
"1". If they are staying in a hotel for 3 nights, Friday, Saturday, and Sunday and they
arrived Friday morning and are leaving Monday, they are here for 4 days. MANDATORY
20. Are you staying overnight in Palm Beach County as part of your trip?
We don’t need to know where they are staying, only IF they are staying overnight. If they
are staying overnight 20a-b are MANDATORY. If they are staying in paid lodging 20c-e
are MANDATORY. 20d. is very important, but if they do not know their average hotel rate,
we can fill that in with the average hotel rate for the county for the month they were
surveyed.
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21. In addition to this cultural activity, how many other arts and cultural destinations
have you attended (or plan to) in Palm Beach County during this trip?
This can include things they did before they came to your organization or that they plan to
do after this outing. You can assist by asking, "what's on your must-see list?" and making
an educated assessment of whether or not what they mention would be considered an
arts/cultural destination.
22. Please ESTIMATE how much your immediate travel party will spend on all
purchases it will make in Palm Beach County during your entire trip.
This is the hardest question on the survey to answer, but it is critically important. You can
assist the participant by saying "consider what you budgeted for this trip knowing that you
would probably pay for your hotel, go sightseeing, do some shopping, maybe play golf, go
out to eat, etc.” Or, “think of the day you spent the most and the day you spent the least
and how many days you are here. That might help them come up with an estimated total.
Estimates here are FINE.
23. Do you anticipate visiting Palm Beach County again in the future?
One answer only.
Comments area. Please enter in the comments if there are any into your data entry
forms.
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What Ifs and other FAQs
What if more than one person in the party wants to take the survey and you don't
want to insult them by excluding them?
Let them take the survey and then keep only one of the completed surveys from
the party (destroy the other one).
What if the person we ask declines, but someone else in the party says they'll do
it?
That's fine; let that person take the survey.
What if they want to take the survey home and mail it back?
No. Our data must be consistently collected in person.
What if it is easier to send them the survey link in an email after a show? Can we do
it that way?
No. Our data must be consistently collected in person.
What if the person is a member of our museum, is a subscriber to our series, or has
purchased a pass of some kind? How do we handle their "admissions" data?
You will have members and subscribers take your survey and they may or may not
know how to handle this question. Before you start your surveying process, decide
what the average cost would be for that admission. You should ALWAYS enter the
average cost of the admission, ticket, or event in that space if this issue comes up.
Do your best to assist members and subscribers with that section. (E.g. If I have
subscription to a play series that I pay $250 for per person, you should enter $50
for the cost of the admission on that day of the survey.) This question should only
be zero if your event is free.
What if the person already took the survey? Can they/should they take it again.
They can take it again either at your facility or another. Each visit is a discrete
transaction. Even though a subscriber may be in the audience for every show, they
are an audience member each time, for each separate transaction. The same
applies for museum members. However, you need to be as random as possible to
do not go back to a friendly face because you know they will take the survey.
What if I have more than one person working on the data entry?
Because the data entry form is online, you can have more than one person enter
data if you need to and they can do it at the same time from different locations.
(The ability to do this underscores the importance of numbering, dating, and
initialing the surveys. Last year, one organization accidentally entered a batch of
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surveys twice. We were able to identify the duplicate surveys and remove them
because we could look up the survey numbers, dates, and administrator initials.)
If I'm using a tablet(s) how do I know how many surveys I have completed?
For SurveyMonkey: Surale Phillips will provide you with a link to view a summary
of your data in real time. Keep in mind that she may delete incomplete records so that
number may change periodically.
For QuickTap: The project manager will be set up to view the data at any time
from a PC.
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TDC Audience Survey FAQ
1. What is the average cost per mile when figuring my travel expenses?
IRS 2018 mileage rate is 54.5 cents per mile.

2. I am not sure if the town I am staying in is in Palm Beach County. Can you help?
P alm Beach County runs north to Tequesta, south to Boca Raton, west to Belle Glade
and east to the ocean.
[P alm Beach County encompasses: Atlantis, Belle Glade, Boca Raton, Boynton Beach,
Briny Breezes, Delray Beach, Golf, Greenacres, Gulf Stream, Haverhill, Highland
Beach, Hypoluxo, Juno Beach, Jupiter, Jupiter Inlet Colony, Lake Clarke Shores, Lake
P ark, Lake Worth, Lantana, Manalapan, Loxahatchee Groves, North P alm Beach,
Ocean Ridge, Mangonia P ark, P alm Beach, P alm Beach Gardens, P ahokee, Palm
Springs, Riviera Beach/Singer Island, P alm Beach Shores, Royal Palm Beach, South
Bay, South P alm Beach, Tequesta, Wellington, Westlake, West P alm Beach. Ref:
pbcgov.com ]

3. I will be dining out afterwards. What is the average price for a dinner in this
area?
This depends on the type of restaurant and menu items you select. Your dinner
expenses can be estimated similar to dining out in your home town.

4. Who are you conducting the survey for?
We conduct this survey every other year for the Palm Beach County Tourist
Development Council (TDC). The TDC and our organization will both evaluate the
results.

5. I have recently provided survey responses at another venue in Palm Beach
County. Do you still want me to participate?
Yes, indeed. Each visit you make to a cultural organization is a separate activity and
we value your responses to our organization and this particular visit.

6. What will the results of the survey be used for?
The results of the survey will be used to help measure the economic impact of
cultural tourism in Palm Beach County. Last year, Palm Beach County's cultural
organizations had 3.8 million visitors who spent an estimated $584 million in our
community. Our organization will get to learn this type of information about our own
visitors.

7. Will the survey results help you obtain grants?
This survey is being conducted in fulfillment of a grant agreement with the Tourist
Development Council, but the results will not have any impact on the grant amount.

