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Resource 8 – Travel plan



(Name of organisation)
	1.0 Overview

	Summary
	

	Contents
	This document contains the following topics:

	
	Topic
	
	
	
	See page
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3Current transport situation (travel report)


4Action plan – travel to/from work


5Monitoring plan



6Marketing



7Costs and benefits



8Risks and how they will be managed





	Introduction

	What is a travel plan
	A workplace travel plan is a package of measures, initiatives and promotions aimed at developing and encouraging more efficient and sustainable travel choices for commuting and business travel. 
It is not a one off event, but a continuous process of data collection, planning, implementation and review that will enable a better way of working and living.

Travel plans help organisations to run more efficiently by addressing transport related aspects, while also providing benefits to staff, our environment and the community.

	Why have a travel plan at      
(name of organisation)
	( See chapter 1 Travel plans – the background, and chapter 2 The set up phase.

	Goals and objectives
	( See chapter 2 The set up phase, and chapter 4 Action planning. Here’s an example from chapter 4:

	
	Goal
	Describe, eg ‘reduce the number of staff driving to work alone’

	
	Objective
	Describe and quantify, eg ‘increase the number of staff who carpool by 5% by 2015’

	
	Goal
	

	
	Objective
	


	Current transport situation (travel report)

	Staff travel to/from work
	( See Resources 6 Workplace Travel Survey Guide.

	Site access
	( See chapter 3 Data collection.

	Danger spots/key sites
	( See chapter 3 Data collection.

	Work hours
	( See chapter 3 Data collection.

	Business travel
	( See Business travel efficiency guidelines chapter 3 Data collection

	Travel policies
	( See chapter 3 Data collection.

	Issues
	( See chapter 3 Data collection.

	Potential to change
	( See Resources 6 Workplace Travel Survey Guide.

	Potential action points
	( See chapter 3 Data collection.


	Action plan – travel to/from work

	Objective
	Action
	By whom
	By when
	Costs
	Savings

	Number/ description
	Describe

( See chapter 4 Action planning, and chapter 5 Measures and initiatives
	Name
	Date/ ongoing
	L/M/H
	Yes (quantify)/ not directly

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Monitoring plan

	Methods and timeframes
	( See chapter 8 Maintaining the momentum and monitoring
( See Resource 7 for a template for business travel audit

	Objective
	Targets to be monitored
	Baseline
	Year
	Year
	Year

	Number/ describe and quantify
	Describe eg ‘Number of staff registered for the carpooling scheme’
	Quantify
	Quantify
	Quantify
	Quantify

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Marketing

	Marketing strategy
	( See chapter 6 Marketing and awareness raising.

( See Resource 10 Marketing strategy and tactical action plan.

	
	
	
	
	
	


	Costs and benefits

	Expected costs
	( See Resources 2 Constructing the business case.

	Expected savings and income
	( See Resources 2 Constructing the business case.


	Risks and how they will be managed

	Lack of management buy-in
	( See chapter 2 The set up phase

	Other risks
	



