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Theme Indicator Source of data Unit of measurement

Staff on-site at any one 
time

Counts Number of staff on-site during middle of shifts through 
the week

Take-up of travel 
competency training

Relevant departments 
(e.g. HR)

Proportion of staff attending travel plan training or 
induction sessions / requesting information on travel

Deliveries to site Counts or relevant 
departments (e.g. 
reception)

Number, time and size of deliveries on different days of 
the week

Use of IT communication 
facilities

Relevant departments 
(facilities)

Number of sessions per day (e.g. videoconferencing)

Reasons for business 
trips (meetings, site 
visits etc.)

Relevant departments 
(HR/� nance)

Categorisation of trip purpose

Patterns of business 
travel (locations, 
frequency of trips)

Relevant departments 
(HR/� nance)

Locations and frequency of journeys

Travel reimbursement 
expenditure

Relevant departments 
(� nance/travel plan 
coordinator)

£ by mode of transport supported (including all travel-
related expenses claimed, e.g. parking charges)

Travel plan capital 
expenditure by 
department

Relevant departments 
(� nance/travel plan 
coordinator)

£ by mode of transport supported (including ongoing 
parking costs)

Where people live or 
come from to the site 
(i.e. origins)

Relevant departments 
(HR) or customer records 
databases

Maps of postcodes

Progress of travel 
plan preparation and 
implementation of 
measures (i.e. process)

Travel plan coordinator Date each element of travel plan action plan 
implemented

Further information about producing an Action Plan as part of your travel plan is given 
under Using Targets in this guidance.

Number of events, 
promotions, campaigns 
per year

Travel plan coordinator Numbers

Number of travel-related 
information requests 
per year

Travel plan coordinator Numbers

Number of people 
participating in campaigns 
or answering surveys

Travel plan coordinator Numbers

Further information about introducing 
the measures contained within this table is given in the 
Menu of Measures, available as part of the Manual for 
Travel Plans via www.movingsomersetforward.co.uk. + 
Further information about monitoring and reporting 
speci� c aspects mentioned in the table above is given 
under How to Report Survey Results in this guidance.
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