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	WHO
	Client/s:
	Adviser:

	
	Meeting Attendees:

	WHEN
	Date:
	Time:
	Duration:

	WHERE
	Location:
	

	WHAT
FSG:
· FSG still current
	



FASEA Guideline
You need to demonstrate that your client clearly understands the advice you have provided.  In order to demonstrate this, you should document the steps you took and the conversation you had.  This may include having the client restate the strategy in their own words, drawing diagrams/ flowcharts, providing the client with more time to understand your advice or having another family member present. Ensure you document how you have applied your professional judgement to determine the client has a clear understanding.
Confirmed the scope of advice with the client “…. quote…”
Client confirmed their Risk Profile and understanding of market risks “…. quote…”












FASEA Guideline
You must be satisfied that your client understands the advice, benefits, costs and risks of the advice What questions did the client ask, and how did you respond?  Was additional support or factual material provided. This will help demonstrate their understanding of the advice provided.
Client confirmed their understanding of the various strategy steps “…quote”
Client confirmed they understood the reason for product selection “…quote” Client confirmed they understand the costs of acquiring, holding or disposing of the product’s “quote”
Client understands and agrees to the arrangement’s “quote”






FASEA Guideline
Document what steps you have taken to ensure that the client clearly understands the fees you are charging, the advice you are providing, and any other parties involved. Has your client agreed to a fixed term agreement?  Have you clearly and simply explained the privacy and confidentiality arrangements applicable to your client. Disclose how you have apportioned your advice fee including how this meets the Sole Purpose Test





	SoA:
Confirmed no changes to:
Circumstances
Goals & objectives
Risk profile
Scope of advice 
SoA contents explained:
Agreed scope
Warnings
Current situation
Needs & objectives
Recommendations & implications
Better position statement
Regular reviews
Disclosures
Recommended products info 
Implementation schedule
· ATP 
	

	Client reactions:
Questions asked
Concerns expressed
Further info requested
Other observations
	

	Adviser responses:
· Answers provided
· Further info provided
	

	Variations to advice
· Reason for variations
· Warnings explained
· Reason for any delays
	

	Documents provided:
Statement of Advice
PDS
	

	Next Steps
Fixed Term Service agreement
Application forms
Underwriting process
(incl. duty of disclosure)
	

	Adviser Signature:
	



