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	WHO
	Client/s:
	Adviser:

	
	Meeting Attendees:

	WHEN
	Date:
	Time:
	Duration:

	WHERE
	Location:

	HOW
Adviser or client initiated?
Referral source?
	

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


	What service are you providing?
	☐  Factual Information        ☐  General Advice        ☐  Execution Only Service

	What information have you provided to your client in relation to the service (e.g., PDS date/version, client instructions etc.)
	

	Details of any warnings provided (e.g., GAW)
	☐  Factual Information: Clarified with the client at the outset that I was providing factual information; and the information was not intended to imply any recommendation or opinion about a financial product.

☐  General Advice Warning: Advised the client that their needs and objectives were not taken into consideration; and because of that, the client should consider the appropriateness of the advice in the context of their own circumstances before acting on it.

☐  Execution Only: Discussed with the client and they have understood and confirmed: 
· The risks of making a decision on a financial product without advice being provided to the client.
· The possibility of the transaction not being appropriate for the client’s needs, objectives or financial situation. 
· Warnings and risks associated in particular to this the transaction that has been given to the client include (enter specific risks below):





	DESIGN AND DISTRIBUTION OBLIGATIONS (DDO)
	Did your service involve ‘retail product distribution’ in relation to a product in-scope for DDO? (General Advice or Execution Only Services)
☐  No (complete the next section only)          ☐  Yes (complete all sections)

	Service Type Clarification
(Detail how you were satisfied your client understood the implications and limitations of the service provided)





	How did you clarify and confirm the service type provided was appropriate?




Detail how you were satisfied your client understood they were not receiving personal advice.




	Documenting your Distribution Obligations
(Describe how you have met your retail product distribution obligations in relation to a financial product in-scope for DDO)

	Name of product: 


Date of TMD assessment: Click or tap to enter a date.

What steps did you take to assess whether your client is reasonably likely to be in the product’s TMD? (select all that apply):
☐  Compared existing information about client against the TMD
☐  Went through the TMD with client and asked specific questions
☐  Made further assessments, please detail:



Are you satisfied your client is within the TMD?
☐  Yes
☐  No – Describe why the distribution was not inappropriate and the actions undertaken to eliminate or minimise the likelihood of harm (if applicable): 



Was the method of distribution in the TMD consistent with your distribution conduct?
☐  Yes                         ☐ No – You must cease distribution

Did your distribution result in dealing outside the product’s TMD?
☐  Yes – Capture the relevant information in Xplan          ☐  No


	Additional Adviser Notes





	




