
A practical, step-by-step guide to help agencies 
establish an annual employee survey that drives 
meaningful action and meet federal requirements

1. PRE-SURVEY 
ADMINISTRATION

2. SURVEY 
ADMINISTRATION

3. POST-SURVEY 
ADMINISTRATION

4. TAKE ACTION 5. ACCOUNTABILITY 
IN REPORTING

6. PLAN FOR 
NEXT CYCLE

• Establish Governance
• Determine eligibility 

criteria
• Select platform & 

administration 
approach

•  Develop survey items
• Address privacy 

requirements
• Plan communications, 

help desk, and launch

• Launch survey
• Monitor response 

rates
• Send reminders
• Provide help desk 

support
• Address technical 

issues

• Validate and clean 
data

• Apply weighting (if 
needed)

• Analyze results
• Prepare reports
• Brief leadership

• Communicate 
results to 
employees

• Develop and 
implement action 
plans

• Submit Data to 
OPM 90 days after 
survey close

• Post results to 
agency website 
within 120 days of 
survey close

• Capture lessons 
learned

• Refine processes
• Update items as 

needed
• Begin planning 

early

GUIDING PRINCIPLES

PRIVACY & TRUST
Protect employee privacy
and communicate how
data will be used.

AVAILABILITY
Ensure all eligible employees
have the opportunity to
participate.

DATA QUALITY
Use sound methods to
ensure reliable,
actionable results.

TRANSPARENCY
Communicate openly
before, during, and
after the survey.

ACTION ORIENTED
Turn insights into action
and demonstrate
accountability.
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