Corporate Travel Audit

The UNIGLOBE Corporate Travel Audit is a needs analysis to determine how well your present travel management program controls costs, promotes, efficiency, offers booking options, and delivers services to all levels of your company.

1  a)     Do you use the services of a travel agency to handle your 

      corporate travel?  


Yes □

No □
b)  (If no) How do you book your travel? _________________________________________

c)    (If no) Why don’t you use a travel agency? _____________________________________
d)    (If yes) Whose services are you presently using?_________________________________
e)    (If yes) How long has this agency managed your travel? ___________________________
f)    (If yes) Who chose this agency? ______________________________________________
g)   (If yes) What was the determining factors in choosing this agency? __________________
________________________________________________________________________
h) (If yes) What do you currently like about this agency? _________________________________________________________________________
i) If you could improve or add any additional service/s to your current program, what would it/they be? ________________________________________________________________
2. a)
What does your company do?________________________________________________

    b)
How long have you been in business?  ________________________________________

    c) 
Is this your headquarters? 




Yes □


No □
    d) 
Do you have branch offices or affiliate offices? 

Yes □


No □
    e)
If yes, How many _______? Where are their locations? __________________________

f.)   How is branch travel handled?  _____________________________________________

_______________________________________________________________________

3. a) 
How many employees travel on business:   Regularly _______ Occasionally ________

b) How many trips per month total? 
 Domestic _________International ________

c) What percentage of your travel is:
 First Class ______Business ______Economy_____
4.
What are your primary city pairs? 

       In the USA? _____________________________________________________________


In Canada? ______________________________________________________________


In U.K/Europe?  __________________________________________________________


In Pacific/Rim/Asia?  ______________________________________________________


Africa/Middle East? _______________________________________________________


Other? __________________________________________________________________

5. a) 
Do you establish an annual travel budget?


Yes □


No □
b) What were your travel expenditures last year?

Air ________ Hotel _______ Car  ______ Rail ________Other ______Total ________ 

c) Were you within your budget?



Yes □


No □
d) What is your projected budget this year?

Air ________ Hotel _______ Car ______ Rail ________ Other ______ Total ________

6.  Which of the following services do your currently receive from your present travel program?

· Access to a 24-hour toll-free emergency service for enroute booking changes, and emergency service?



Yes □


No □
· International toll-free assistance 


Yes □


No □
· Language interpretation services


Yes □


No □
· Booking options (Internet, fax, email, phone)
Yes □


No □
· Notification of special fares/fare changes

Yes □


No □
· Quality control system and/or standards 

Yes □


No □
· Training for personnel



Yes □


No □
· Lost luggage control program


Yes □


No □
· Fax or email notification leisure offers

Yes □


No □
· Vacation planning assistance


Yes □


No □
· Responses to inquiries in guaranteed timeframe
Yes □


No □
· Quick resolution to service challenges

Yes □


No □
· Ticketing options (e-ticket, delivery, etc)

Yes □


No □
· Billing systems/alternatives


Yes □


No □
· Quick resolution of to service challenges

Yes □


No □
· Other?  __________________________________________________

7. a)  Do you have a written corporate travel policy?


Yes □


No □
    b)  (If yes) When was it written?_________________________________________________

c) (If yes)  How often is it updated?  _____________________________________________

d) (If yes)  Do your employees adhere to the policy?  ________________________________

e) Does your agency assist you in updating your policies and

procedures for increased cost savings and control?

Yes □
    No □   N/A □

f) (If yes)  How do they assist?  ________________________________________________

g) (If no) Would you be interested in creating a written corporate

travel  policy?

Yes □


No □

h) Do your travelers take advantage of frequent flyer programs?



Yes □


No □
i) What strategies have been implemented to use the frequent flyer program to the travelers and the company’s mutual benefit?  ___________________________________________

8. a)  Does your present travel program utilize any of the following cost savings options?

· Lowest airfare guarantees

Yes □


No □
· Negotiated air fares (i.e. meeting/training fares)

Yes □


No □
· International rate desk

Yes □


No □
· Corporate or preferred hotel rates

Yes □


No □
· Corporate or preferred car rental rates

Yes □


No □ 

· Automated quality control programs

Yes □


No □ 

· Pre-departure reporting

Yes □


No □ 

· Other?  _____________________________________________________________

b) Which hotel and rental car corporate rate programs do you utilize?  _________________

_______________________________________________________________________

9.  a)  Does your present program provide you with reports?


Yes □

No □

    (If you answered no, please proceed to question 9)

     b)  (If yes) How often do you receive management reports?

Yes □

No □

     c)  Does your present agency discuss/explain the reports?

Yes □
No □ N/A□

 d)  (If yes) Do these reports give you the ability to monitor adherence 

         to your corporate travel policies?


Yes □

No □
 e)  (If yes) Do you find the information in the reports

helpful in managing your travel expenditures? 


Yes □

No □
 f)  (If yes)  Do you utilize the information to assist in projecting

your annual travel budget?


Yes □

No □
     g)   (If yes)  Do you receive cost savings reports?


Yes □

No □
     h)   (If yes)  Do you receive “exception to policy” reports? 

Yes □

No □
  i)    (If yes) What report information is most important to you?  ____________________________________________________________________________

9.  a)  Would you be interested in receiving management reports?

Yes □

No □

  b)  (If yes) How often would you like to receive these reports?

Yes □

No □ 
c) Who would utilize the reports?  ______________________________________________

d) What type of reports would be the most useful to you?  ___________________________

________________________________________________________________________

10.  How do you currently pay for your corporate travel?

       Air Travel Card □     Credit Card □      Immediately upon Invoice □     Other _____________

11. a)  Do require meeting planning or hold conferences or conventions?
Yes □

No □

(If yes)  Please indicate types of meetings, size and frequency.     ________________________________________________________________________

      b)  Do you have travel incentive programs?


Yes □

No □
           (If yes) Please describe _____________________________________________________

      c)  What leisure programs are currently provided to your employees?  __________________

           ________________________________________________________________________

      d) Does your current travel agency assist you in the above?  

Yes □ 
No □ N/A □ 
          (If no)  Who does assist you?  ________________________________________________

Thank you for time and cooperation.  Based on your responses, we believe these are important areas of travel management that can and will be addressed with the UNIGLOBE Business Travel Plan.  Let us show you how UNIGLOBE VIP Travel can improve your bottom line!

Give us a call at 937-43500406 or 1-888-338-4814 and ask for Debbie Masters, Owner and Manager or Sally Talty, Corporate Account Manager. 

