
In March 2020, when the reality of Covid hit, we put our buyer hats on (most 

of us have managed one or more large programmes) and used our 

experience to think through the myriad questions, considerations 

and pressures that travel managers and buyers were fielding and 

managing. Travellers had to be repatriated, and quickly. 

Suppliers had to be managed and as the spotlight on travel 

grew, senior stakeholders looked for answers and guidance, 

where previously, none had existed. 

At FESTIVE ROAD we love a clear and logical framework. A 

process which can be used, tweaked and reapplied as and 

when needed. We define travel programmes using our 

Managed Travel Model and whilst all companies had different 

approaches and requirements, by and large, the pressures on 

travel managers and buyers were universal.  

What started as a team brainstorm grew into a Permissible Travel 

Framework complete with a series of resources (the PTF has since been 

accessed almost 9,000 times). This is Version 2.0, after a considerable amount of 

refinement thanks to all the great travel professionals out there who took the time to use it 

and feed back. 

We are incredibly proud of the Permissible Travel Framework. The speed at 

which it was created meant that a simple format was required. But as 

we now step back, breathe and review, we want to make this 

document more digestible and also something that could be 

reapplied to future crisis situations. We sincerely hope that it will 

not be needed but as we reflect, this is something that would 

support many less severe and far-reaching travel events.  The 

result is a simplified document. The detail is still there – but 

you don’t have to review it in full if you just want the 

highlights.

The principle of Permissible Travel remains the same:  

Permissible Travel = Company Confidence x Traveller 

Confidence x Government Permission.    This is a living 

document and industry feedback is still welcomed. If you have 

thoughts or recommendations or would like to tell us how you have 

used the framework, let us know via help@festive-road.com.

WHAT IS THE PERMISSIBLE
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How a brainstorm grew into a framework 
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PERMISSIBLE
TRAVEL FRAMEWORK 
PTF on a page

�
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� Engage Stakeholders
� Review policy
� Establish tracking metrics
� Engage Travellers 
� Summarise risk, health & wellbeing 
considerations
� Check insurance cover
� Review booking process – are any new 
steps / resources required? 

INTERNAL  REVIEW

� What is company permissible? Reasons for travel?
� What is employee agreeable?
� What will government and borders allow?
� Will there be a phased return approach? What are 
the triggers to move to the next stage? 
� How will risks be mitigated – both financial and 
non-financial?
� If a pop-up policy is needed, get sign off

DEFINE AND SIGN OFF PERMISSIBLE TRAVEL

� Establish joint approach with TMC/OBT – how will 
they manage this framework at the booking stage?
� If travel is permissible, which suppliers are approved 
and what expectations do you have of them?
� What is the new normal for travellers? What do 
suppliers expect of them?
� How will your TMC/OBT/Risk provider work 
together? Design a process flow

EXTERNAL REVIEW
OPERATIONALISE

Plan
� Issue a pop-up policy
Book
� Document new process and automate 
wherever possible
Prepare
� Provide guidance (e.g. packing list / checklist)
Return
� Gather feedback
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https://www.festive-road.com/wp-content/uploads/2020/09/Pop-up-Policy-Tool-v3.pdf
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PERMISSIBLE
TRAVEL FRAMEWORK 

� MTM Model      
� Internal survey

THE JOURNEY WHERE YOU’LL LAND  WHAT YOU’LL NEED

Step 1 - Mobilise your team – whose 
support will you need to assess risk and 
make decisions? Using the FESTIVE 
ROAD MANAGED TRAVEL MODEL 
model as your guide assess the impact 
of this travel disruption against your 12 
key programme areas, This will ensure a 
thorough approach and should leave no 
stone unturned.

Work through the questions in the 
FESTIVE ROAD internal review to assess 
the information required, decisions to 
take and action items.

Step 2 – engage your travellers and 
take a temperature check so that their 
voice is heard.

To get started, click here…

Comprehensive overview of the issue 
faced, the risks, financial and 
non-financial, stakeholder input, 
traveller sentiment and what needs to 
happen next.

This will demonstrate to executive 
leadership that you have taken a 
collaborative, methodical and catch-all 
approach.

�
Stakeholder 
Engagement  

FESTIVE ROAD RESOURCES

�
Policy 
Document

� Insurance 
Contacts

Access to 
Travellers

“I wanted to say a quick thank you for this document and it’s been 
really helpful as I am only in the role 5 months and it has helped 

me really get under the skin of our travel programme”
Travel Buyer, Ireland
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ONE
INTERNAL
REVIEW
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http://festive-road.com/wp-content/uploads/2021/02/PTF_Traveller_Engagement.pdf
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https://www.festive-road.com/managed-travel-model/
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http://festive-road.com/wp-content/uploads/2021/02/PTF_Internal_Review.pdf
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PERMISSIBLE
TRAVEL FRAMEWORK 

� Sample traveller survey
� Executive Summary template
� Travel Manager Videos

THE JOURNEY WHERE YOU’LL LAND  WHAT YOU’LL NEED

Permissible = company permissible + 
employee agreeable + government 
allowed

Based on your decision, now is the time 
to survey your travellers to represent 
the employee view in the permissible 
travel equation. For a sample survey, 
click here.

Bring it all together in your Executive 
Summary.

Understand what permissible means to 
your company and employees and the 
decision factors, which govern this.

Understand what will trigger a change 
in this definition and how often the 
situation will be monitored.

Executive level sign off. To view videos 
of how other Travel Managers did this, 
click here.

FESTIVE ROAD RESOURCES

STEP
TWO
SIGN OFF
PERMISSIBLE 
TRAVEL
FOR YOUR
COMPANY

�
Stakeholder 
Engagement  

Communications 
Channels

� Agreed sources of 
risk information

� Third party 
risk support

�

“I am meeting with some of my executives this 
morning to talk about return to travel and will be 

referring to this document.”
Travel Administration Manager, USA

http://festive-road.com/wp-content/uploads/2021/02/PTF_Traveller_Engagement.pdf
http://festive-road.com/wp-content/uploads/2021/02/PTF_Traveller_Engagement.pdf
http://festive-road.com/wp-content/uploads/2021/02/PTF_Traveller_Engagement.pdf
https://www.youtube.com/playlist?list=PLMg4dCXGKp10ltzc5QrucpTP-LBCYZEZX
http://festive-road.com/wp-content/uploads/2021/02/PTF_Traveller_Engagement.pdf
https://www.youtube.com/playlist?list=PLMg4dCXGKp10ltzc5QrucpTP-LBCYZEZX
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STEP 1
YOUR EXECUTIVE SUMMARY SHOULD
PROVIDE THE SIGN OFF  

YOU’RE HERE! PTF > STEP 2  OUT OF 4 SIGN OFF

This will enable you to move to the next stage of the framework

� Local
� Domestic

� Regional – direct flights
� International – direct 

flights
� All travel

Traveller required to state why this travel is a 
strategic priority. E.g.

1. Ensures business continuity and/or maintains our 
competitive advantage 

2. If postponed or cancelled, could result in significant 
and highly likely negative operational, safety or 

financial consequences
3. Cannot be conducted by alternative means 

(teleconference, videoconference)
4. Task based: e.g. oil workers, rail engineer, airport 

technician etc

What will trigger a move to 
the next phase of the plan, 

or a move back?

Who is covered by this 
plan? Employees? 

Contractors? Guests? What 
will happen if an employee 

refuses to travel for 
personal reasons?

1. What does ‘permissible’ 
mean for your organisation

2. Phased return outline
3. Steps to operationalise

4. Risks & Mitigation (financial 
& non financial)

WHY/WHO?
REASON FOR TRAVEL

�

WHERE?

�

AREAS
TO COVER

�

WHEN?

�

WHO?

�
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PERMISSIBLE
TRAVEL FRAMEWORK 

� MTM Model      
� Internal survey

THE JOURNEY WHERE YOU’LL LAND  WHAT YOU’LL NEED

Now you have a clear idea of your 
company approach, now is the time to 
review your expectations of your 
external supplier community and 
identify any new suppliers with whom 
you need to engage. First, click here to 
complete your Prepare for Return 
questions.

A supplier engagement questionnaire 
will help you to understand what 
individual partners are doing to support 
a return. Work collaboratively with your 
suppliers to make sure that you 
understand the impact of your 
decision-making on their operations 
and vice versa. 

Draw up a process flow detailing how 
your suppliers will work together in a 
changing situation and what will trigger 
further decision points.

FESTIVE ROAD RESOURCES

STEP
THREE
EXTERNAL
REVIEW -
ALIGN YOUR
SUPPLIERS

�
Access to 
industry best 
practice

� Agreed sources of 
risk information

� Third party 
risk support

� Understand what external support is 
required to ensure a scalable solution.

� Understanding of any process 
changes/automation requirements with 
TMC/OBT.

� Process flow for you and your 
suppliers.

� Knowledge of how other companies 
are responding.

“I find the Permissible Travel Framework such a useful concept. As we 
move out of lockdown here in the New Zealand / Australia region, gaining 

traveller confidence via a framework will be critical to all our success.”
Senior Product Manager, New Zealand  

http://festive-road.com/wp-content/uploads/2021/02/PTF_External_Review.pdf
http://festive-road.com/wp-content/uploads/2021/02/PTF_External_Review.pdf
https://www.festive-road.com/managed-travel-model/
http://festive-road.com/wp-content/uploads/2021/02/PTF_Internal_Review.pdf
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PERMISSIBLE
TRAVEL FRAMEWORK 

� Sample traveller survey
� Executive Summary template
� Travel Manager Videos

THE JOURNEY WHERE YOU’LL LAND  WHAT YOU’LL NEED

Now is the time to engage your 
suppliers to prepare how to  
operationalise your efforts. This is 
where all of your preparation work will 
pay dividends.

Work collaboratively with your suppliers 
to make sure that you understand the 
impact of your decision-making on their 
operations and vice versa.

Draw up a process flow detailing how 
your suppliers will work together in a 
changing situation and what will trigger 
further decision points.

A final safety check, review our 
checklist before take off!

� Approval process in place – decision 
making framework for travellers and 
approvers.

� Clear process flow between your 
company travellers, approvers and 
suppliers.

� Understanding of what triggers further 
travel pauses or decision-making.  

FESTIVE ROAD RESOURCES

STEP
FOUR
OPERATIONALISE �

Stakeholder 
Engagement  

Communications 
Channels

� Agreed sources of 
risk information

� Third party 
risk support

�

“I am so grateful that the FESTIVE ROAD Team  developed this framework and 
is making it available to anyone! BRAVO!  !I am working my way through the 
framework and hope to  present my first draft to my boss early next week”  

USA based Buyer  

http://festive-road.com/wp-content/uploads/2021/02/PTF_Traveller_Engagement.pdf
https://www.youtube.com/playlist?list=PLMg4dCXGKp10ltzc5QrucpTP-LBCYZEZX


READY FOR TAKE OFF? 
HERE IS YOUR CHECKLIST
Do you have:

� An understanding of who owns what part of the internal 
decision-making process?
� Clear definition of company permissible travel?
� Clear definition of employee agreeable travel?
� Agreed sources of information which will inform your 
government allowable metric?
� Clear workflow with TMC / OBT / other for on and offline 
bookings?
� Clear understanding or triggers for further decision 
making?
� Agreed metrics for tracking?
� Clear communications plan for stakeholders and 
travellers?

We understand that this may have been a huge 
undertaking, particularly for those managing travel 
single-handedly. You will likely have a lot of ideas in 
your head. At this point, we highly recommend you get 
yourself a nice cup of tea and reflect.  You may wish to:

�

MENU
External resources provided in this document were correct at the time of 
issue.  FESTIVE ROAD does not accept responsibility for the accuracy of 

the external information provided in these links.

� �

RE-IMAGINE your travel 
programme = revisit the “why” 

of travel within your business to 
define your strategy & 

potentially suppliers. Access 
our Purposeful Travel Model to 

find out more.

EVOLVE your programme = 
your strategy could be 

sound but there may be 
potential for enhanced 

supplier relationship 
management

MAINTAIN your programme 
= keep everything as is but 
be ready for the changes 

required

A
Maintain

B
Evolve

c
Re-imagine

https://www.festive-road.com/beyondthepause-the-era-of-purposeful-travel/

