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Private and Confidential 

Client name/s
Client address
	

Dear Client name/s

Thank you for the opportunity to meet and discuss your current situation and plans for the future. We believe that we can help you work towards achieving your goals by;

· working with you to set realistic financial goals and expectations;
· making recommendations to help you grow and protect your wealth;
· making it easier for you to understand and manage your portfolio; and
· helping you make the most of opportunities in a changing economic and regulatory environment.

As agreed, to start this process, we will initially be providing you with advice to help you;

· review your cash-flow and budget needs,
· review your debt repayment strategies with the aim of reducing your liabilities where appropriate,
· consider your investment opportunities whilst taking risks that you are comfortable with and matches your agreed risk tolerance to meet your objectives,
· ensure that your superannuation is appropriately invested in line with your risk tolerance and that your contribution strategies will assist you to meet your retirement needs,
· plan for your retirement needs, making use of your savings to provide regular and tax effective income, 
· consider strategies to protect you and your family in the event of death, disablement, injury or illness,
· optimise your entitlements to social security and aged care benefits.
· ensure your affairs can be managed if you lose the ability to look after them yourself, 
· ensure your estate is managed in line with your wishes in the event of your death,
[bookmark: OLE_LINK1]
Where appropriate we may refer you to seek the expertise of other professional specialists (eg a solicitor to assist with the drafting of your estate; an accountant to provide you with taxation guidance etc) to ensure that you receive personalised and accurate advice about your situation and needs.


Please note that whilst assessing the information you provided and considering the discussions we had, we feel that although we agreed not to provide you with advice in relation to xxxxxxxxxxxxx, the following issues may warrant your attention;

Add, edit or delete to reflect issues identified 

· You do not have a valid Will or Power of Attorney in place.

· You don’t have any personal insurance in place.

· Your budgeted expenses exceed your apparent income.

· Your investment portfolio does not seem to be appropriate for somebody with your tolerance for risk.

Should you wish to discuss any of the above issues please contact us and we can update the scope of the advice we have agreed to provide. Please note that by choosing not to receive advice on these matters you may not achieve your stated goals and objectives. 

Tailor Alert:
Please review the above examples and amend as necessary – use the client’s own words and detail any restrictions to the advice being sought – Scope the advice. For example, your goal is to save for a deposit on a house; assess your cash flow and savings capacity and demonstrate approximately how long it will take to achieve your desired deposit of $xx.

Please note terms such as “best”, “guarantee”, “monitor/monitoring” or similar terms, along with “maximising tax” and “minimising tax” should be avoided and not used in these documents. Other terms that you may choose to use can be “assist with”, “effective”, “review” etc or “tax effective strategies to reduce tax liabilities”. If unsure, please contact IFP Compliance.

NOTE: the above scoping should be reflected in the client’s Statement of Advice.

Your Participation / Responsibilities
To maximise the benefits of our relationship, your participation is important. You agree to advise us of any significant changes to your personal situation. Examples of  significant changes are:
· Changes to your employment status e.g. promotion, redundancy, change to self-employment or approaching retirement.
· Change in your relationship status.
· Additional funds to invest e.g. inheritance, property sale.
· Less funds to invest 
· Changes to your risk tolerance or investment time frame.
· Changes to your cash flow position, such as: an increase in income or an increase in expenses.
· Changes to your debt position e.g. purchase of car; home; furniture or undertaking of new debt; repayment of debt.
· Any injuries or illness that you may suffer.

You also agree to:
· Attend/participate in all scheduled meetings, 
· Provide all requested documentation; and
· Review the documentation provided.

Our professional fees
The professional fees we charge are based on a number of factors including;

· the complexity of your situation
· the nature of the advice you require
· the cost of implementing the advice provided; and
· the ongoing personal advice and services being offered.

We will seek your approval before undertaking any work, and before charging you any fee. 

Our initial fee will be $amount inclusive of GST. 

A schedule of our other estimated fees is contained within our Financial Services Guide (FSG version xxxxxx), attached to this letter / provided to you on DATE. 

We will require a deposit of 50% of the agreed initial fee prior to commencing your work.

We will issue you an invoice for these fees which can be paid via bank transfer, cheque or credit card. 
Tailor Alert:
Please review the above fees section and amend as necessary and appropriate to your practice and how your fees are applied to clients. 

Next steps
As we have discussed our advice process involves a number of steps. Firstly, to collect and assess the available information, then consider a range of possible strategies; before finally presenting our recommendations to you and if appropriate implement our recommendations for you. Depending on the complexity of your situation this may require us to meet more than once. 

The next step is for you to formally agree that we should begin preparing our advice for you by completing the enclosed Authority to Prepare Advice form and returning it to us, together with the deposit of our initial fee. Note that until this document is returned, and the deposit paid, we are unable to commence the work that we have discussed and agreed upon.

Upon receipt of the Authority to Prepare Advice form and deposit, we will contact you to arrange a date for our next meeting.

In the meantime, if you have any questions regarding our services please feel free to contact me on XX XXXX XXXX.

Yours sincerely



AdviserName
AdviserTitle
Authorised Representative No. xxxx of
Integrity Financial Planners Pty Ltd 
ACN 069 537 855  AFSL 225051





Authority to prepare advice
By signing below you authorise AdviserGroup to proceed with preparing a Statement of Advice, based on the information supplied by you during our meetings and associated discussions. By agreement, this Statement of Advice will address your needs in the following areas;

· Cash-flow and budget management,
· Debt management,
· Investments,
· Superannuation,
· Retirement planning,
· Personal insurance,
· Estate planning,
· Social security and aged care.

Tailor Alert:
Please review the above section and amend as necessary and appropriate to the advice you are providing for the client.


Further you agree and accept that:

· After discussion, you decided not to have a), b) and c), considered as part of our advice. (Tailor Alert: Please review this statement and amend as necessary and appropriate to your client and any restrictions to the advice that they have requested.)
· 
· The cost associated with reviewing your situation and developing and documenting our advice for you will be $amount inclusive of GST. This fee is payable whether or not you wish to proceed with any of the recommendations made and you agree to pay this within 14 days  from an invoice being issued. 
· If the information provided is inaccurate, incomplete or outdated and does not represent your current personal circumstances, it may result in inappropriate advice being provided.
· You have received a copy of our Financial Services Guide (version xxx).
· You have received a copy of our Privacy Policy (version xxx) and acknowledge that any personal information provided by us will be managed in accordance with this policy (as amended from time to time).
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