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Westtrans Green Travel Day: Project Delivery Document
Introduction
This document provides a guide to agree the definition of the project, basis for management and criteria for success.

Initial Discussion Points

· Date(s) of Event

· Consider concurrent University events or campaigns

· Consider concurrent National events or campaigns

· Location of event and likely footfall

· Ownership of event and senior buy-in
· Budget for event

· Audience

· Staff, Students, International Students, Car Drivers

· Aims and Objectives (linked to Travel Plan targets)

Events & Activities Co-ordination
· Type of Activities

· Exhibition

· Challenges/Competions

· Information sessions

· Determine format

· Designate responsibility for contacting and recruiting external exhibitors

· Identify existing relationships with suppliers

· Primary Point of Contact and Roles and Responsibilities

· Draft timeline for delivery and key deadlines

· Resource requirements

· Collate relevant contact details

Table 1.1 Event Planning

	Exhibitor or Event
	Description
	Cost/Budget
	Person Responsible

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 1.2 Roles and Responsibilities

	Name
	Responsibility
	Contact Details

	
	
	

	
	
	

	
	
	

	
	
	


Marketing and Promotion

· Designate Lead officer/student for design and distribution
· Communication Channels

· Electronic (Facebook, Twitter, Intranet, Screens)

· Print (Newspaper, Posters, Leaflets)

· Existing Design Guidelines or Logos

· Outline costs for internal/external print

· Timetable for Marketing and Promotion

· Produce/obtain prizes

· Produce/obtain promotional items

Table 1.3 Marketing Plan

	Medium
	Cost
	Launch/Distribution Date
	Person Responsible

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Event Delivery

· Designate on-the-day coordinator

· Arrange facilities for events/exhibitors

· Parking Spaces

· Tables

· Power Supply

· Stationary

· Volunteers to engage with students and distribute fliers etc on the day

· Arrange internal/external press

· Arrange high-profile attendees e.g. SU president or staff member

Table 1.4 On the Day Organisation

	Exhibitor/Event
	Contact Name
	Arrival Time
	Facility Requirements

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Monitoring

· Identify Key Performance Indicators
· Number of attendees

· Sign-ups

· Partipants in an event

· Identify how KPIs will be monitored

· Identify what ‘success’ is

Table 1.5 Monitoring

	Key Performance Indicator
	Measure of Success
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