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	WHO
	Client/s:
	Adviser:

	
	Meeting Attendees:

	WHEN
	Date:
	Time:
	Duration:

	WHERE
	Location :

	HOW
Adviser or client initiated?
Referral source?
	


FASEA Guideline
Have you clearly and simply explained the privacy and confidentiality arrangements applicable to your client?


	WHAT
FSG:
FSG version number:  
FSG explained:
· Our products and services
· How we are remunerated
· Cost of Advice
· Complaints
· Privacy
· Date and method of provision
	

	Client objectives:
· Specific
· Measurable
· Achievable
· Relevant 
· Time-bound
	

	Investment considerations (if applicable):
· Asset classes
· Risk vs. return
· Diversification
· Inflation
· Income vs. growth
· Liquidity
· Appetite for risk
· Investment time frame
Specifics:
· Active vs. passive management
· Strategic vs tactical
· Diversified vs sector specific
· Single vs. multi manager
· Investment fees/costs
· Capital protection
	

	Insurance considerations (if applicable):
· Stepped vs. level
· Standalone vs linked
· Inside vs. outside super
· Increasing vs decreasing cover
· Underwriting (inception vs. claim)
Specifics:
· Terminal illness benefit
· Any vs. own occupation
· Buyback cover
· Inflation linked cover
· Partial benefits paid
· Claims escalation
	



















FASEA Guideline
Based on your professional judgement what other areas should you include in scope of advice based on the client’s long-term goals and circumstances? You must consider the broad effects arising from the client acting on your advice and actively consider the clients broader, long term interests and likely circumstances 
What are the long-term goals and objectives of the client?




















FASEA Guideline
Provide details of any warnings you have given to your client where they have provided incomplete information.  Do you still have enough information to provide advice?  Should you refuse to provide advice?























FASEA Guideline
Has your client provided free, prior and informed consent to the advice being provided and the fees being charged?  You require reasonable grounds to be satisfied of this.  
How has the client demonstrated they understand the advice being provided?
On what grounds are you satisfied they understand this “quote”?
Document what steps you have taken to ensure that the client clearly understands the FTSA fees you are charging, the services you are providing, and any other parties involved










	Subject matter 
Subject matter determined
	

	Scope of Advice:
· Cashflow
· Debt management
· Investment 
· Superannuation
· Retirement Income
· Insurance 
· Estate Planning
· Other (e.g. Centrelink/ Aged Care)
	

	Out of Scope
· Cashflow
· Debt management
· Investment 
· Superannuation
· Retirement Income
· Insurance 
· Estate Planning
· Other (e.g. Centrelink/ Aged Care)


	

	Disclosures and warnings
· Incomplete/inaccurate info






	

	WAY FORWARD
· Letter of engagement
· Cost of advice
· Method of charging

Next Steps:
· Fact Find completion
· Client signed the Fact Find
· Conduct comparisons
· Investigate strategies/products
· Prepare SoA


Fixed Term Agreement


	

	Vulnerable/ PEP requirements
Vulnerable client
Politically exposed person
	Note: You must complete the Vulnerable Client and PEP sections in the Fact Find (in Xplan). If you have identified a client as a PEP you must notify the AML/PEP sanctions check team (e.g. within 5 to 10 business days) 

	Adviser Signature:
	



