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Itinerary Development Tool Kit for Businesses in the Broads

Itinerary Development Tool Kit for Businesses in the Broads

This tool kit gives you all of the information you need to produce your own tourism itinerary that you can use to promote your business.

It is divided into four main sections. These are: Project Information, The Process Explained, Itinerary Template and Itinerary Examples.





1. Project Information

Project background - What is it all about?
This tool kit has been developed as part of the exciting new CAReFREE initiative, funded by EEDA and the Countryside Agency. The project gives you the opportunity to get together with other local businesses in your area and develop itineraries that you can use to promote to visitors.

The overall aim is to provide a range of itineraries that encourage more sustainable visitor behaviour patterns and that highlight the local distinctiveness and special landscapes of each of the participating areas.

Six protected areas are included in the initiative. These are the Brecks, the Broads, the Chilterns, Dedham Vale and Stour Valley, Norfolk Coast and Suffolk Coast and Heaths.

As part of the initial project a range of itineraries have been developed across the protected areas. Some of them have been reproduced in this tool kit as examples.

Making an impact - Helping your business
As the ideas for the itineraries come from you, they should be positive for your business as well as the environment. 

It may be that you would like to help increase visitors during the quieter periods of the year, or introduce a themed break or activity to your area. 

You may want to branch out into tourism for the first time or simply attract visitors to the local produce you supply in the area.

Through teaming up with other local businesses you can make this happen and also share the promotion of the itinerary.

In turn you will receive promotion from the wider scheme and benefit from being one of a growing collection of itineraries.

Itinerary contents - How flexible are they?
The content of itineraries is flexible to accommodate different types of activity. However, it is important that they promote public transport (both to the area and within the area) and local distinctiveness wherever possible. They should also help to make visitors more aware of the protected areas status.

An itinerary can cover anything from an afternoon’s activity to a collection of activities that make up a longer break. 

They can be based on existing literature (such as a walk leaflet) or can be new activities or routes developed specially for the itineraries. Some itineraries are based around activities that can be completed from one location such as a village and some link up different locations and accommodation. 
There are some examples of different itineraries in section 4 to look though. Typically the itineraries are themed activities that incorporate walking, cycling, horse riding or water based activities.

Sustainable Tourism - What does this mean?
Sustainable tourism is about providing positive experiences that are also positive for your business and the environment. A tourism product should be:

· Enjoyable for guests

· Positive for local people

· Healthy for the environment

· Sustainable and businesslike 

There are many issues associated with the provision of sustainable tourism that can be considered. Often a more sustainable holiday can simply be seen as a better holiday!

For example, these include:

· Walking, cycling and other car free local activities

· Local food, produce and crafts

· Special landscape value and wildlife

· History and cultural heritage

· All year round tourism

· Local employment

· Special places to stay

You don’t have to demonstrate all of the above to put together an itinerary but often aspects of the above are included in them. 

The sustainability message can be about encouraging small steps rather than frightening visitors away by being too eco. For example, if it is very hard to get to your area without a car then how about thinking up itineraries that will encourage visitors to leave the car for a day during their stay. 

Do I qualify? - The types of businesses that can take part
You need to be located within the Broads area, or close to it. If in doubt please contact:

Bruce Hanson

Head of Recreation and Tourism Development

Broads Authority

18 Colegate

Norwich NR3 1BQ

Tel 01603 610734

Email bruce.hanson@broads-authority.gov.uk 

Other than that service providers can be from any business sector that is involved in tourism. Examples include:

· Accommodation provider

· Food and beverage (café, pub, restaurant, etc)

· Local produce and product retailer

· Activity provider

· Attraction

· Public sector

If you are an accommodation provider you will need to be quality accredited.

2. The Process Explained 

Creating your itinerary

Decide on your itinerary idea
· The first step is to come up with an idea and to discuss this with other local businesses that you think you may be able to team up with. 

· There is an Itinerary Outline Sheet (see Itinerary Template section) that you can fill in to help you collect your thoughts. 

· At this stage it may be worth getting in touch with the Broads Authority to chat through your idea. They may be able to give you some useful guidance.

Fill in the Itinerary Template
· Once you are happy with the idea and have the appropriate additional businesses on board to make it happen it is time to start filling in the sections on the main Itinerary Template (see Itinerary Template section).

· There are notes to help you with this process on the different sections of the template. 

Watch out for copyright
· It is important not to copy sections of text from other information sources such as leaflets or websites without asking permission beforehand.

· It is, however, all right to copy information from other CAReFREE itineraries that may be appropriate. Note, this means that other businesses have permission to copy text from your itinerary!

· Another issue to watch out for is photo image copyright. Do not use other people’s photos without asking permission. 

Itinerary length
· Try to keep the itineraries to approximately eight pages long (including the front and back page). This means that you have approximately four pages for your main description of your itinerary and about one and a half pages for listings. 

· Don’t worry if your itinerary is less than six pages.

Submitting your itinerary for production

· When you have finished writing your itinerary it needs to be submitted to Bruce Hanson at the Broads Authority (email bruce.hanson@broads-authority.gov.uk).  

· The Broads Authority will then work up your template into the designed version with the CAReFREE branding.

· The best way to submit this is as an electronic word document but if you do not have access to a computer it may be possible to submit as a hand written form. Contact the Broads Authority for more information.

· If you have some photos in your itinerary please try to include these in the body of the word document (see example itineraries). If this is not possible then they can be submitted separately but try to keep the size below 100kb per photo. 

· The branded itinerary will then be made available for you to distribute. It will be provided as a word document and hard copies if required. You can then print off and/ or photocopy the itinerary to produce more versions. 

· If you make any subsequent changes to the itinerary please submit these changes to the Broads Authority so that they have the latest version.

Spreading the word - How to distribute the itineraries
· These itineraries are to help you promote your business and should be distributed as you think is appropriate. They can be given to visitors once they arrive in the area for their break or used to help promote your area to visitors before they arrive.

· It would be a good idea to present details of the itineraries on your literature and website so that prospective visitors are made aware of the activities. If possible, having the itinerary as a downloadable sheet from your website would be a bonus.

· All of the businesses in an itinerary should share in the distribution of the itineraries. If you have a shop or visitor attraction why not have copies on your counter or notice board? Accommodation providers could laminate itineraries to lend to visitors.

· As the range of complementary itineraries in an area grows it would also be a good idea to distribute other businesses' itineraries. 

· In addition, the Broads Authority will place copies of the area’s itineraries on their website so that they can be downloaded. This will open them up to a wide audience of potential visitors. 

How useful are they? - Evaluating the success of the project
As part of this project the agencies who have supported the development of the itineraries would like to evaluate the success of the project.

In due course it would therefore be extremely helpful if you could provide this feedback to the Broads Authority who will then pass it on to all the agencies involved in the project’s development.
Help and assistance - Who to speak to if you need help
The project is supported by the Broads Authority and they can be contacted to provide advice and assistance.

Bruce Hanson

Head of Recreation and Tourism Development

Broads Authority

18 Colegate

Norwich NR3 1BQ

Tel 01603 610734

Email bruce.hanson@broads-authority.gov.uk 

3. Itinerary Templates

This section contains two templates - the Itinerary Outline Sheet and the Main Itinerary Template.

Itinerary Outline Sheet - Collecting your thoughts




Itinerary Template - For submission










4. Itinerary Examples

Below is a list of the itineraries produced so far. Examples of the three completed itineraries for the Broads can be found on the Broads Authority’s website at www.broads-authority.gov.uk.  
The Broads 

· Canoe Safaris

· Great ideas for discovering the best of the Broads by cycle

· Walks and sights of the Broads by train and bus

The Brecks 

· Biking and Brewing in Thetford Forest

· Enjoy living on a working farm

· Horse riding breaks in and around Thetford Forest
The Chilterns AONB 

· Grand Union Canal and Tring Reservoirs

· North Chilterns Villages by Bicycle

· Walking and Cycling in the Northern Chilterns and Hitchin

Dedham Vale AONB and Stour Valley

· A day walking through Constable Country

· Days out cycling on the Painters’ Trail  

· Exploring the Stour Valley on foot

Norfolk Coast AONB 

· Exploring the Norfolk Coast Cycleway

· See the wildlife wonders of North Norfolk by bus

· Great ideas for making the most of the area by bus and train

Suffolk Coast and Heaths AONB 

· A car free break in Southwold

· Exploring the Stour Estuary

· Woodbridge, Sutton Hoo and the Deben Estuary



































































HOW TO GET THERE: Details of how to get to the area by public transport. Include contact details for national train and coach operator information, telephone numbers and websites.












































PROJECT INFORMATION: This is a standard section and does not need to be completed.


 							





END OF ITINERARY





ADDITIONAL LISTINGS: Include listings of any other relevant businesses in the area that are not mentioned in the main itinerary text. It may be that you can include local information resources (such as useful websites) and details of leaflets or booklets that may be available.



























































ITINERARY LISTINGS: This contains the details of the businesses mentioned in the body text of the itinerary. Where appropriate these should be listed under the suggested category headings further down the page.





The Information on each business should include where possible:





Name of business plus type and grading for accommodation


Address


Telephone 


Website


Email








Things to do and see:














How to get around:














Where to stay:














Where to eat and drink














What to buy:





THE ITINERARY:  Up to 4 pages of itinerary details.





On these pages describe the content of the itinerary. Use headings and subsections as appropriate. Include names of the businesses but do not include full contact details of the businesses. These come later in the Itinerary Listings section. Include photos and maps as appropriate.





Add additional sheets as required. Please number each sheet.








FRONT PAGE PHOTOS: If possible supply up to three small photos to place on the front page. These should be less than 100kb and be sized so that they are approximately 4 cm square.














CONTENTS: Standard text for the contents is as follows:





THE ITINERARY - Details of the routes that you can follow and places you can visit


ITINERARY LISTINGS - Contact information for local businesses mentioned in the itinerary


ADDITIONAL LISTINGS - Other useful contact details


HOW TO GET THERE - Public transport options for getting to the area








OVERVIEW: Introduce the itinerary and the protected area. Emphasise the activity, landscape, local distinctiveness, what is special about the itinerary. Max 125 words.












































KEY FEATURES: Up to 5 short bullet points for each heading that describe the itinerary features ‘at a glance’ (max 20 words per bullet).












































ITINERARY TITLE: Please write your title below (max 20 words).














Where would they visit?























Where would guests stay?























Where would they eat and drink?























What would they buy?





























Any relevant further information (leaflets, timetables, etc).



































Provide brief details for each of the following questions:





How would visitors arrive?














What would they do?









































What is the title of your itinerary?





Provide an overview of your itinerary in one or two sentences.
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