BUSINESS TRAVEL DECISION MAKER

In the course of your duties you may be required to attend meetings or make visits which are outwith your
regular place of work. All such journeys now need to be pre-approved by your line manager. Please help
to minimise the cost of travel to Scottish Borders Council by following the flowchart below each and every
time you are planning a journey. Your decisions will also reduce our carbon footprint and enhance our

duty of care to our employees.
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Before you commit to any
journey you should use this

decision making tool to help
you arrive at the most cost .
effective solution. Microsoft*

Lync 2010

Could you telephone,
email, conference call or
video conference to avoid

Use the technology you need, incurring any travel
make sure you understand costs at all.
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have incurred no travel costs. : NO video conferencing,
v screen and document

sharing. Training can
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Don’t travel ‘E(YES

Can you car share
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conference calling,

Is the train the most cost Are there more than 2

With very few exceptions effective option? people travelling?

journeys to Edinburgh Gain your Line Managers _
and other cities should approval and book your train
be made by train ticket using Business Direct
Will you travel more than

YES
E ................. ( ..................
Arrange a pool car
YES 100 miles in the course

P oo of one day?

Is there a Pool Car

' ?
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Hire cars are currently Arrange a low cost hire car

available from £29 per for your journey using the

24 hr period plus fuel. online booking form. Can you combine other

*current costs from - essential journeys that
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Get permission from your

line manager to use your

own vehicle for the journey
Your driving license has
been checked
Your insurance has been Check your insurance
checked for business use,
Your MOT certificate has third party cover and
been checked carrying passengers

Where, in general, your TOTAL journey is five miles or less it is usually more cost effective to use your own
vehicle. Whichever option you decide to be the most appropriate and cost effective please discuss your plan
with your line manager and obtain their approval before journeys are undertaken.



