
Make use of: 
•	 phone	 •	 email	 •	 fax 
•	 tele/video-conferencing

Is the meeting venue 
decided?

Plan your business trip
Arrange convenient travel times 
•	 Choose off-peak times 
•	 Reduce commuting by starting straight from home or  
	 returning home after meeting
Plan well in advance 
•	 Make use of special ticket fares 
•	 Arrange joint trips with colleagues 
•	 Carry out another task in the same area on the way
Arrange convenient meeting place 
•	 Choose venues in close proximity to public transport hubs 
•	 Choose venues that will reduce travel time for all meeting partners

4  Fleet vehicle

5  Plane

6  Combination of 1–5

1  Cycling and walking

2  Public transport

3  Hire car / carpool

Trip arranged Arrange meeting to fit

Assess driving option using 
software to identify: 
•	 road and traffic conditions 
•	 speed limits 
•	 time for rest breaks 
•	 travelling expenses 
•	 lost working time

Assess public transport 
options using route planning 
facilities to consider: 
•	 journey time 
•	 opportunity to work 
•	 travel fare and possible 
	 early-booking discounts

Is telecommunication  
an alternative to travel?

Can you consolidate 
your trip with others?

YES

NO

NO

NO

Compare and decide on 
best transport

YES

YES YES

YES

NO

Resource 11 – Trip decision-making tree


