Travel Plan Monitoring Report

[Organisation Name]

[Address]

[Date]

Prepared by:

[Author Name]

Progress

Outline the progress to date in implementing the travel plan.  The following table is an example of progress to date.  

	Action
	Details
	Date of implementation
	Comments

	e.g. Baseline monitoring
	Survey emailed to all employees
	June 2008
	Next survey to be done June 2009 as per monitoring regime 

	e.g. Installation of new cycle parking
	20 cycle parking spaces installed outside building with shelter
	September 2008
	Monitoring cycle parking usage to ensure we have enough

	e.g. Season ticket loans
	Set up interest free season ticket loans for staff
	March 2009
	Take up has been slow.  Promotion to be done in the new year. 

	e.g. annual monitoring
	Survey emailed to all employees
	June 2009
	Next survey to be done as per monitoring schedule


Monitoring 

Describe how and when the monitoring was carried out.  

E.g.  We undertook an online survey with our employees in June 2008 to act as the baseline.  The survey was emailed to all employees and managers were asked to remind them to fill it in at team meetings.  

The survey was repeated in June 2009 using the same method.

Results 

Questionnaire survey

Number of responses received and percentage of overall numbers.

Mode split. 

Compare results to the baseline survey and targets set in the travel plan.  The following table could be used to present the results.

	Mode
	Baseline survey (2008)
	Snapshot survey (2009)
	Travel plan target 2011
	Travel plan target 2014

	Walk
	
	
	
	

	Cycle
	
	
	
	

	Underground
	
	
	
	

	Train
	
	
	
	

	Bike-train
	
	
	
	

	Bus
	
	
	
	

	DLR
	
	
	
	

	Car share as driver
	
	
	
	

	Car share as passenger
	
	
	
	

	Drive a car alone
	
	
	
	

	Taxi
	
	
	
	

	Other
	
	
	
	


TRAVL Survey (if appropriate)

Trip rate

Mode split

Some organisations are required to carry out a TRAVL survey.  The travel plan will state whether this is necessary.  TRAVL surveys must be undertaken by an approved contractor.  See www.travl.org.uk for more information.

Action Plan 

An action plan should be included that outlines how the travel plan will be implemented.  The action plan can include actions from the original travel plan that have not yet been carried out or those that are ongoing.  New actions that will help meet the targets set should also be identified.  Each action must be assigned to a specific person whose responsibility it is to implement it, and be given a target date of implementation.

The following table is an example of an action plan.

	Action
	Details
	Responsibility
	Funding implications
	Target implementation date

	Undertake annual monitoring
	Annual monitoring survey
	Travel Plan Coordinator
	Officer time only 
	June 2010

	Submit monitoring report
	Update monitoring report and submit to Local Authority
	Travel Plan Coordinator
	Officer time only
	June 2010

	Season ticket loans
	Continue to offer season ticket loans to all permanent staff.  Promote through intranet and newsletter
	HR manager
	Outgoing cost involved.  
	Ongoing

	Cycle parking
	Monitor usage of cycle parking to ensure we have sufficient spaces
	Security
	No cost
	Ongoing

	Cycle to work scheme
	Set up a salary sacrifice scheme for staff to purchase bicycles.
	HR
	Administrative cost
	September 2010


