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	You must be able to: 

	1. Be able to receive cash advances and make cash payments

	1.1 Confirm that the advances received will cover needs for the journey
	
	
	

	1.2 Confirm that the amounts received match the relevant documents
	
	
	

	1.3 Take account of agreed special arrangements when offering amounts to suppliers and others
	
	
	

	1.4 Make payments only according to the amounts due
	
	
	

	1.5 Confirm that all the correct documents are complete, accurate and up to date
	
	
	

	1.6 Keep relevant documents secure
	
	
	

	2. Know how to receive cash advances and make cash payments

	2.1 Describe how to check requests for payment and work out the amounts due
	
	
	

	2.2 List the relevant documents used with cash advances/payments and how to fill them in
	
	
	

	2.3 Describe how to ensure confidentiality when receiving cash advances and making cash payments
	
	
	

	2.4Describe how to ensure security when receiving cash advances and making cash payments
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