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Introduction

Business travel is responsible for around a fifth  
of the University’s known operational carbon 
emissions, so understanding your department’s 
travel footprint is likely to be a priority for any 
Climate Action Plan.

The University aims to develop a standardised 
approach to monitoring and reporting business 
travel as part of a forthcoming strategy for reducing 
Scope 3 carbon emissions.

In the meantime, departments should consider 
undertaking their own review of business travel to help 
highlight the key areas of focus for their action plans 
and to provide a baseline for monitoring purposes.

The information in this note was up to date at the time of publication (November 2019) but is subject to 
change as University policy and procedure develops. Please check the business travel pages of our website 
for any updates.

http://www.bristol.ac.uk/transportplan/business-travel/
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Scope and sources of data 

As a starting point the review should  
include all expenditure processed  
through the University finance system  
on work-related travel:

•  made by staff, PGRs and any  
visiting academics;

•  by air, rail, bus/coach, taxi, car and cycling;

•  purchased via purchase order, purchasing 
card or on expenses; and

•  funded by the University or external bodies.

In cases where travel or transport is 
purchased from contracted University 
suppliers (e.g. flights and train travel 

booked through Ian Allan Travel, coach 
hire), CO2 emissions data should be 
available alongside expenditure as part  
of routine management reporting. 

In other areas, such as travel paid for on 
expenses, data on expenditure by travel 
mode together with any information 
available on distances travelled may  
have to be used to estimate emissions. 

The table below indicates the potential 
sources of data on departmental business 
travel showing where data on distances 
and/or expenditure might be found where 
CO2 data are not available:

Mode CO2 Distance £

Air Ian Allan Travel CO2 
report

Purchasing card statements

Expenses reports

Rail Ian Allan Travel CO2 
report

Supplier report

Purchasing card statements

Expenses report

Fleet vehicle Vehicle log book Fuel card statements

Hire vehicle Enterprise Rent-a-Car 
transaction report

Enterprise Rent-a-Car 
transaction report

Staff vehicle Expenses report Expenses report

Taxi V-Cars CO2 report Expenses report

Bus/coach Contract coach 
supplier CO2 report

Expenses report

Cycle Expenses report Expenses report
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Where CO2 data are not available from 
suppliers, departments may use the following 
factors for converting data on distance 
travelled or expenditure to CO2 emissions:

Mode Distance 
(kg CO2 per 
passenger 
km)1

Expenditure 
(kgCO2e per £)

Basis of cost-emissions factor  
(also using distance-emissions factor 
where required)

Air (long-haul) 0.196 3.16 Based on cost and emissions of long-haul 
flights booked through Ian Allan Travel in 
2017/18

Air (short-haul) 0.158 1.35 Based on cost and emissions of short-haul 
flights booked through Ian Allan Travel in 
2017/18

Air (domestic) 0.255 2.84 Based on cost and emissions of domestic 
flights booked through Ian Allan Travel in 
2017/18

Domestic rail 0.041 0.22 Based on cost and emissions of domestic rail 
journeys booked through Ian Allan Travel in 
2017/18

International rail 0.006 0.07 Based on cost and emissions of international 
rail journeys booked through Ian Allan Travel in 
2017/18

Car/van 0.177 0.63 Based on 45p per mile payable under 
University travel and expenses policy

Taxi 0.150 0.09 Based on average cost per mile from the  
UK Taxi Price Index

Coach 0.041 1.12 Based on average cost per mile of UK coach 
travel from CheckMyBus 

Bus 0.105 0.22 Based on average cost per mile of local bus 
travel from national bus fares survey 

Cycle Zero Zero N/A

1 Source: UK Government GHG Conversion Factors for Company Reporting, Defra 2019. Factors for air travel include radiative forcing

Scope and sources of data 
(continued)

https://www.regtransfers.co.uk/fungames/uk-taxi-price-index
https://www.checkmybus.co.uk/service/press/press_release_study_public_transport_in_the_uk
http://www.taspartnership.co.uk/wp-content/uploads/2018/03/5th-TAS-National-Fares-Survey-2018.pdf
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Analysis and reporting

Ideally, the data collected through this 
process will enable departments to report 
annually on the cost, distances travelled 
and emissions from business travel by 
each of the different modes. A template for 
presenting these data is provided by the 
summary below of the University’s overall 
travel footprint in 2017/18.

However, as flights are responsible for 
over 90% of all University travel emissions, 
initially departments may wish to focus their 
data collection (and subsequent action to 
reduce emissions) on air travel.  

In this case, it should be noted that at 
present the University’s travel management 
company accounts for around three quarters 
of total expenditure on air travel, the 
remainder being purchased on a University 
purchasing card or via expenses. For these 
journeys, the factors suggested above will 
be required in the probable absence of more 
detailed information, to convert expenditure 
to an estimate of CO2 emissions.

Road 
5%

Road 
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Road 
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Total: 10,443 tCO2e
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Business travel mileage, CO2 emissions and spend by mode 
(2017/18)
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