A method of calculating which is the best venue for a SEDA Committee meeting
	
	Cost of travel for SEDA – Venue 1
	Cost of travel for SEDA – Venue 2

	Participant 1
	
	

	Participant 2
	
	

	Participant 3
	
	

	Administrator
	
	

	Total cost of travel to SEDA
	
	

	Add cost of room hire, coffee etc.
	
	

	Add cost of any overnight stay, charged to SEDA
	
	

	Total cost of meeting
	
	


A method of calculating the cost and convenience when selecting venues for SEDA Committee meetings
	
	Cost of travel for SEDA Venue 1
	Cost of travel for SEDA Venue 2
	Cost of travel for participant (not claimed from SEDA) Venue 1
	Cost of travel for participant (not claimed from SEDA) Venue 2
	Time travelling, door to door Venue 1
	Time travelling, door to door Venue 2

	Participant 1
	
	
	
	
	
	

	Participant 2
	
	
	
	
	
	

	Participant 3 
	
	
	
	
	
	

	Administrator
	
	
	
	
	
	

	Total cost of travel to SEDA
	
	
	
	
	
	

	Total cost of travel for event
	
	
	
	
	
	

	Add cost of room hire, coffee etc.
	
	
	
	
	
	

	Add cost of overnight stay
	
	
	
	
	
	

	Total cost of meeting
	
	
	
	
	
	

	Total travel time
	
	
	
	
	
	


