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A Travel Plan Template

This template gives you an outline format for your Travel Plan.

 It should be completed in conjunction with the Travel Plan Guidance document available with the Getting Started section of www.travelknowhowscotland.co.uk
Add organisation name and logo here

Contents 







Page 
Statement of Support

1.0
Introduction 

2.0 
Roles and Responsibilities
3.0 
Organisation Review 

4.0
Baseline Information and Consultation

5.0
Objectives

6.0 
Targets

7.0
Actions

8.0
Financial Issues 

9.0
Monitoring and Evaluation

Appendices 

(could include)

A
Plan of site 

B 
Location of site 

C 
Home Postcode maps

D 
Survey Form 

Statement of Support 
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1.0
Introduction 
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1.1 
What is a Travel Plan?

1.2
Reason for Travel Plan at (your organisation name)

· Organisational reasons:

· Organisational policy context:

1.3
Scope of the Travel Plan 
· Is Travel Plan for one or more sites?

· What time period will it cover?
· Will it cover travel for visitors, clients and deliveries as well as employees?

2.0
Roles and Responsibilities 
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2.1 Travel Plan Coordinator  

2.2 Steering Group 

2.3 Other Groups

3.0
Organisation Review  
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3.1 
Organisation background

3.2
Development Plans

3.3
Existing initiatives that can help the Travel Plan 

3.4 
Business Travel 

4.0
Baseline Information and Consultation  
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4.1 
Site Assessment 

4.2
Travel Audit 

4.3
Employee Travel Survey 

4.4 
Mapping

5.0
Objectives 
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5.1 
Objectives of (name of organisation) Travel Plan 

· Objective 1 

· Objective 2 

· Objective 3 

· Etc. 

6.0
Targets
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6.1 
Targets of (name of organisation) Travel Plan 

· Targets 1 

· Targets 2 

· Targets 3 

· Etc. 

7.0
Measures and Actions
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7.1 
Measures and Actions of (name of organisation) Travel Plan 

For example 

	Area
	Action
	Responsibility
	Timescale

	Set up Steering Group
	
	
	

	Measures to encourage walking
	
	
	

	Measures to support cyclists
	
	
	

	Measures to support public transport
	
	
	

	Measure to reduce single occupancy car journeys
	
	
	


8.0
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8.1 
Resources Table  

9.0
Monitoring and Evaluation
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9.1 
Monitoring 

9.2
Evaluation 
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