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	WHAT IS INSIDE THIS PACK
Part A. Why feedback from a client is worth asking for, and why most requests get polite answers that teach nothing.
Part B. The method in six steps: decide what you want to learn, send a survey of ten questions, hold a debrief call, read the answers, answer the client and record the changes.
Part C. Reference assets: the cover email, a scoring sheet, a debrief call guide, a three-month follow-up and a glossary.
Part D. A worked example: the survey results and debrief notes for a maternal and newborn health evaluation.



Replace every [bracketed prompt]. Send the survey after the final report is accepted and the last invoice is paid. Feedback sent before the money arrives is flattery, and feedback sent a year later is forgotten. Keep it to ten questions and five minutes.
PART A
Why ask, and how to get an honest answer
A client who is asked 'how did we do?' answers 'very well, thank you' and the exchange ends. It is polite and tells you nothing. Yet the client knows what worked and what annoyed them, how your work compared with others they have commissioned, and whether they would hire you again.
Three features raise the honesty of the answers. Specific questions get specific answers: 'Did the comment period suit your team?' beats 'Was the process smooth?'. A mix of scored and open questions lets people say what a number cannot. And a short call after the survey lets you ask about the answers that surprised you.
Feedback is useful when you use it. Tell the client what you changed, add the lessons to your own review and note any request that the client would like again.
Three rules to keep:
Ask after the work is finished and paid for.
Keep the survey to ten questions.
Thank the client and say what you will change, in writing, within two weeks.
PART B
The method
1.  Decide what you want to learn
What this section is for.  Pick the two or three things you most want to know, so that the questions follow.
Typical choices are: whether the client would hire you again, how the process worked for their team, whether the report was used, and how the price compared with the value. Write them down before you choose the questions.



	WHAT GOOD LOOKS LIKE
Each question you ask serves one of the things you wanted to learn.



	COMMON MISTAKES
Using a standard form because it exists. Choose questions for this client.



2.  Send the survey
What this section is for.  Collect scored and open answers in five minutes.
Score the first seven questions from 1 (strongly disagree) to 5 (strongly agree). Leave the last three open. Send the survey from a named person with a short covering email (Part C).
	#
	Statement or question
	Score 1 to 5, or answer

	1
	The questions the evaluation answered were the ones we needed answered.
	[ ]

	2
	The team understood our programme and context.
	[ ]

	3
	The process (inception, comments, deadlines) worked for my team.
	[ ]

	4
	The report is clear and I can use it in my work.
	[ ]

	5
	The findings were presented fairly, and I trust them.
	[ ]

	6
	We were told early about problems and delays.
	[ ]

	7
	The price was fair for the work delivered.
	[ ]

	8
	What was the most valuable thing about the work?
	[ ]

	9
	What should we do differently next time?
	[ ]

	10
	Would you hire us again, and would you recommend us to a colleague? Why?
	[ ]



	WHAT GOOD LOOKS LIKE
The survey fits on one page and takes five minutes.



	COMMON MISTAKES
Twenty-five questions and a request to rate each of them, which tires the reader by question twelve.


Sample ends here. The full pack and its worked example arrive clean and fully editable after purchase.
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