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	You must be able to: 

	1. Understand the organisation of business travel or accommodation for others.

	1.1 Explain any budgetary or policy constraints relating to business travel or accommodation.
	
	
	

	1.2 Describe financial arrangements relating to business travel or accommodation.
	
	
	

	1.3 Explain how to make arrangements for visas and related foreign travel documentation.
	
	
	

	1.4 Describe the procedures for obtaining or exchanging foreign currency.
	
	
	

	2. Be able to research business travel or accommodation options for others.

	2.1 Identify different suppliers that are capable of delivering the services required within budget.
	
	
	

	2.2 Recommend travel or accommodation arrangements that best meet the requirements.
	
	
	

	2.3 Recommend suppliers of travel or accommodation that best meet the requirements.
	
	
	

	3. Be able to make business travel or accommodation arrangements for others.

	3.1 Confirm the requirements for travel or accommodation.
	
	
	

	3.2 Agree arrangements that specify any limitations, prohibitions or responsibilities and which meet the requirements.
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	3.3 Prepare and issue itinerary/schedule documentation that reflect agreed arrangements accurately.
	
	
	

	3.4 Obtain travel or accommodation documentation within the required timescale.
	
	
	

	3.5 Confirm the acceptability of payments to be made within the limits of their own authority.
	
	
	

	3.6 Keep up-to-date records of travel or accommodation arrangements and agreed commitments.
	
	
	

	3.7 Adhere to organisational policies and procedures, legal and ethical requirements when making business travel or accommodation arrangements for others.
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