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Sustainable Events Planning Template: Travel
Commitment
Publicly making a statement of commitment helps get everyone on board and provides a clear message to your stakeholders about what you stand for. It also helps set expectations for people you work with.
Environmental policy or commitment statement (example)
City of Melbourne is committed to the continual improvement of its environmental performance, including complying with all relevant environmental legislation and to the prevention of pollution. By continuing to identify and manage environmental impacts, City of Melbourne will maintain industry leadership, deliver value to the community, help ensure longevity and reduce running costs.

City of Melbourne defines environmental impacts as both the direct impacts it has on the environment through emissions, natural resource use and waste generation, and the indirect impacts that occur through its supply chain and partnerships.
Key environmental objectives for City of Melbourne include:
· to use energy more efficiently

· to use water more efficiently

· to reduce the amount of waste produced and increase the quantity of waste re-used and recycled

· to reduce the environmental impacts of travel

· to reduce the environmental impacts of purchasing

· to offset emissions that can’t be reduced 

· to increase environmental awareness and drive behaviour change

· to demonstrate innovation and leadership

These objectives will be delivered at minimal cost to ratepayers.

We/I commit to uphold City of Melbourne’s approach to sustainability through the actions outlined in the attached plan (attach action plan).

Organisation:

Name:

Signed:                       


 Date:       

Planning
Planning ahead makes it easier to be more sustainable during your event. 

Use this template to plan out actions to improve environmental performance. 

Example actions are provided to support you deliver on our top tips.
Travel
Objective:  To reduce the environmental impact of travel
Target: Insert target

Key performance indicators: Insert key performance indicator

Key performance indicators (KPIs) are the units used to measure and track your performance. 

Example key performance indicators include:

· Percentage / number. of attendees who drove to the event alone/with someone

· Percentage / number of attendees who took active transport

· Km travelled / personKg of landfill / person (or m2)

Top tips:
1. Provide information on walking and riding routes to your event and offer incentives to your attendees. For example, free coffee or create a social media competition with a prize attached to walking, riding or car-pooling.

2. Provide a shuttle service from public transport stops to your event.

3. If you need to hire cars for the event, consider an electric fleet.

4. Buy carbon offsets for travel.

5. Ensure there’s adequate infrastructure to support extra bikes in the area. If you’re event is at multiple venues, you could set up a bike share or bike taxis to help attendees to get from A to b

Table 1 – Action Plan: Travel
Provide information on walking, riding and public transport routes to your business
	Action (examples provided)
	Responsibility 
	Target date
	Results

	Identify existing maps to support providing information on walking and riding routes
	
	
	

	Provide information on you website and at key touchpoints (e.g. bookings)
	
	
	

	Promote walking and riding via social media
	
	
	


Provide a shuttle service from public transport stops to your event
	Action (examples provided)
	Responsibility 
	Target date
	Results

	Identify proximity to public transport and assess if a shuttle service would enable more people to catch PT (e.g. elderly, children or disabled)
	
	
	

	Investigate efficient shuttle options (e.g. bike taxi)
	
	
	


If you need to hire cars for your event, consider an electric fleet
	Action (examples provided)
	Responsibility 
	Target date
	Results

	Identify car hire needs
	
	
	

	Assess greener options
	
	
	

	Commit to a minimum standard of efficiency/green rating
	
	
	


Buy carbon offsets for travel
	Action (examples provided)
	Responsibility 
	Target date
	Results

	Identify travel needs
	
	
	

	Purchase carbon offsets for travel when available
	
	
	


Ensure there’s adequate infrastructure to support extra bikes in the area
	Action (examples provided)
	Responsibility 
	Target date
	Results

	Identify infrastructure to support people riding to your event
	
	
	

	Provide infrastructure to support cyclists
	
	
	

	Promote cycling to  your business
	
	
	



