
As part of your travel planning process it is essential that you 
think about if your travel is necessary. Are you able to conduct 
the business in another way which means that you do not 
have to travel off campus to achieve the same outcome? 

IS YOUR BUSINESS 
TRAVEL ESSENTIAL?



Can the business  
objective be met via  
telecommunications  

without the need to travel?

START

Is the meeting time  
and venue fixed?

Is the destination  
suitable to travel by  

foot or bicycle?

Can the destination 
be reached by public 

transport?  
This includes bus, train, tram, 

metro and international rail travel 
(e.g. Eurostar)

Does more than one  
person need to travel?

Is the destination  
outside the UK?

Plan the meeting and 
trip in advance to take 
advantage of:

/	 Cheaper and quieter 
travel by booking well in 
advance and travelling 
off peak

/	 Reduced commuting by 
travelling directly to the 
meeting to/from home

/	 Carrying out multiple 
tasks or attending 
multiple meetings in the 
same trip

/	 Arranging a meeting 
location close to good 
public transport links 
for all attendees
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Guidelines have been introduced for 
Universities to record and monitor 
Scope 3 emissions from transport. 
Scope 3 emissions are those not 
directly generated by University 
transport (i.e. fleet vehicles) and 
includes commuting and business 
travel. To meet these objectives a 
framework for sustainable travel 
choices has been created that 
should be followed when deciding 
how to travel on University 
business. The following diagram 
provides a visual representation of 
the sustainable travel framework 
with regards to the carbon impact 
of different travel modes from zero 
emissions options to high carbon 
air travel.

The flow chart below should be used during the planning stage to direct staff to the mode of travel with the 
lowest possible carbon emissions: 


