                                             Back check process note

· Agency/Client will inform us about the dispatch of every lot of questionnaires giving the lead-time of at least 24 hours.

· Once we get a lot of the questionnaires for back check, we sort them interviewer-wise and then number them serially using a pen.

· After numbering the whole lot, we pick 20% calls of each and every interviewer covering the entire lot.

· We ask the agency to accompany us during the back check to avoid any confusion whatsoever.

· During the back check we ask questions confirming the TG, interview duration and the exposure to the stimulus i. e concepts/product photographs/advertising (if any)

· After each back check our QC representative writes the remarks on the questionnaire and both agency person and QC representative sign on the questionnaire confirming the same.

· We take Xerox copies of the first page of each back checked questionnaire for our record and reporting purpose.

· We submit a detailed report (excel sheet) to the client comprising the total calls back checked, correct calls, borderline cases and incorrect calls giving the reason for each and every incorrect call.

