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[bookmark: _9yushyoef6a4]Phone Conversation Guide - 2025 Member Survey
[bookmark: _xol9n554tgej]Before You Call
· Set aside 10-15 minutes for each call
· Have a notepad ready to jot down key points
· Choose a quiet space for the conversation
· Smile while you talk - it comes through in your voice!
	[bookmark: _ttg8acbyrw7b]Survey Submission Link

	⚡️Tip: Capture answers and notes as you speak with the member.  

[Link to Google Form Here]
Keep track of those who do not return your call or do not want to participate in the phone call and prefers an email.


[bookmark: _64958kjktg6a]Member Call List
[Link to Google Sheet for Member Call List]
[bookmark: _ef9exgqe1mbw]General Conversation Tips
	DO
	DON’T

	· Be genuinely curious about their responses
· Take notes during natural pauses
· Thank them for specific insights: "That's really helpful to know..."
· Share briefly if you have similar experiences: "I've heard that from a few people..."
· Keep it conversational - this isn't an interrogation!
	· Rush through questions like a script
· Argue with their feedback or get defensive
· Make promises about changes on the spot
· Interrupt their stories unless they're going very long
· Forget to thank them for their time



[bookmark: _hsh7gsfi9cs7]
[bookmark: _97y5r1y1lsiy]If They Ask Questions
When will you share the results? 
We'll compile everyone's feedback and share themes with the membership at our next board meeting and in our newsletter.
Will this really make a difference? 
Absolutely - this feedback is going directly to our board for planning next year's programming. Your voice matters.
Can I be anonymous? 
Your specific comments won't be attributed to you when we share themes with the membership.
[bookmark: _izr8ccpt9e4h]
[bookmark: _m6pw5e4q13ju]Opening the Call
Hi [Member Name], this is [Your Name] from the ATD Arizona Board. I hope I'm catching you at a good time! We're doing something different this year - instead of sending out a survey, we wanted to have actual conversations with our members to hear directly from you about how we can better serve our L&D community. Do you have about 5-7 minutes to chat? (We have just 6 questions to ask you.)
	If they say YES
	If they say NO

	Wonderful! I really appreciate you taking the time.
	No problem at all! When would be a better time for you? I can call back [suggest specific times], or would you prefer me to email you the survey?


[bookmark: _kvxaudwd15zc]
[bookmark: _2mhzqb7fmrjw]Question Flow & Tips
[bookmark: _4nsykdvrcs0f]1) Current Engagement
Have you been able to attend any ATD Arizona events recently - things like our monthly meetings, workshops, networking events, or annual conference?
	If they say YES
	If they say NO

	Which ones have you found most valuable?
	What's kept you from attending? I'd really like to understand so we can better serve members like you


[bookmark: _yldf1xt766sx]Tips
· For attendees: Let them talk freely about what they've enjoyed
· For non-attendees: Show genuine interest without judgment - "That makes total sense..."
· Both answers are equally valuable - emphasize this in your tone
· If they mention specific barriers, ask: “Is that something that affects most events for you, or just certain ones?"
[bookmark: _73ofgy99mqdc]2) Professional Focus (Understanding Their World)
Help me understand your work better - which areas of L&D are you most involved in day-to-day? Things like instructional design, performance improvement, learning technologies, coaching, change management, or other areas?
[bookmark: _tbwf8kuckdcr]Tips
· This often leads to interesting stories about their work - let them share!
· If they mention multiple areas: "Which one takes up most of your time?"
· Use their language - if they say "training delivery," use that term rather than correcting to something else

[bookmark: _3rvmbpxw9msy]3) Future Challenges (Looking Ahead)
Looking ahead, what major talent development challenges do you see coming in the next few years - either for you personally or your organization - that our chapter might be able to help address?
[bookmark: _wpq6q89y25lc]Tips
· This is often the richest question - people love talking about their challenges
· Listen for themes: technology, AI, remote work, measurement, leadership buy-in
· Ask follow-up: "Is that something you're dealing with now, or more of a future concern?"

[bookmark: _61x8ynkws7xi]4) Practical Preferences (Making It Work)
To help us plan better events, what time of day typically works best for you for chapter activities, and do you prefer attending in-person or virtually?
[bookmark: _pddh8t9m3usl]Tips
· Some people have strong preferences, others are flexible - both answers are valuable
· If they mention barriers: "What would make it easier for you to attend?"
· Note any geographic preferences (north/south/central Phoenix, etc.)

[bookmark: _xvzg11c4gp86]5) Improvements & Additional Needs
Is there anything you'd like to see us add or improve with our chapter offerings?
[bookmark: _7kaoszxgsk4p]Tips
· This captures suggestions from both attendees and non-attendees
· Don't get defensive if they mention problems - thank them for the honesty
· If they suggest improvements: "That's a great idea - tell me more about how you'd see that working."
· If they say "nothing" or "I'm satisfied," that's valuable feedback, too!

[bookmark: _v9ntnfkhis8]6) Original Motivation (Understanding Value)
Last question - what originally drew you to join ATD Arizona? What were you hoping to get out of your membership?
[bookmark: _te6rowq8u3zk]Tips
· This helps you understand if you're meeting their original expectations
· Often reveals whether they're new to L&D, career changers, or experienced professionals
· Good place to ask: "Are we hitting the mark on what you were looking for?"
[bookmark: _s1qwgdxewd7t]
[bookmark: _t8iqaoj7ee8c]Closing the Call
[Member Name], this has been really helpful - I really appreciate you taking the time to share your thoughts with us. Your feedback is going to help us plan programming that better serves our Arizona L&D community. Is there anything else you'd like to tell us, or any questions you have for me about the chapter?
Save the date for our annual conference on Thursday, October 30 in Phoenix. Thanks again for your insight, and I hope to see you at an upcoming event!
[bookmark: _1yf75u9isuen]
[bookmark: _s3n6baa5z8b3]After the Call
Capture these key points immediately:
· Attendance status & valuable offerings
· Barriers to attendance (if applicable)
· Professional focus areas
· Future challenges mentioned
· Preferred timing/format:
· Suggested improvements
· Original motivation
· Additional comments/suggestions
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