
Data Collection Techniques Documentation
Project Title
[Insert Project Name]

Purpose
This document outlines the techniques and procedures used for collecting data in [brief description of
project/initiative]. It serves to standardize data collection methods and ensure reproducibility and quality in results.

Data Collection Overview

Data Type Source Collection Tool Frequency

Survey Responses Online Users SurveyMonkey Form Weekly

Website Analytics Web Server Google Analytics Daily

Interview Transcripts Stakeholders Audio Recording, Manual Transcription Monthly

Data Collection Methods

1. Surveys

Structured online questionnaires distributed to users to gather quantitative and qualitative feedback. Responses are
automatically recorded for analysis.

2. Observational Studies

Behavioral data is collected by observing users interact with the product in real time or via screen recording tools.

3. Interviews

Semi-structured interviews conducted with key stakeholders, recorded and transcribed for thematic analysis.

4. Automated Data Logs

System generates logs automatically capturing usage statistics and error reports.

Procedures
1. Identify and define data requirements based on project objectives.
2. Select appropriate data collection methods for each requirement.
3. Train personnel on using tools and ensuring consistency in recording data.
4. Collect data as per defined schedule and protocols.
5. Verify collected data for accuracy and completeness.
6. Store raw data securely and maintain backups.

Data Quality & Integrity Measures
Routine validation of data sources and tools
Duplicate entry checks and error correction protocols
Regular audits of data entry processes

Important Notes



Ensure clear documentation of all collection methods and sources to maintain transparency.
Compliance with data privacy and consent regulations is mandatory.
Periodically review and update data collection procedures as needed.
Secure data handling and storage practices are essential for all sensitive information.
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