[To be printed on Letterhead] 

[DELETE SECTIONS IN BRACKETS AND RED TEXT PRIOR TO DISTRIBUTION]
RECORD OF ADVICE

CLIENT NAME/S:
MEETING/TELEPHONE CONVERSATION DATE:
DATE AND SCOPE OF SOA/ROA PREVIOUS TO THIS ADVICE: 
PERSONAL CIRCUMSTANCES: We discussed what constitutes a ‘significant’ change to the client’s personal circumstances after which <CLIENT NAME> stated that there had been no such change since the previous SOA/ROA dated <DATE OF PREVIOUS SOA/ROA>. [Where the date is not referenced then the requirement is that the ROA must include a summary of the client’s personal circumstance, needs and objectives.]
RECOMMENDATION:

[What is/was your recommendation to the client?]
REASONS FOR RECOMMENDATION:

[Provide the basis for the recommendation, why the recommendation is in the client’s best interest and why the client is in a better position by taking the advice based on the client's needs and objectives.]
IMPORTANT ISSUES RELATING TO THIS RECOMMENDATION THAT WERE DISCUSSED:

[This should include advantages and disadvantages of taking the advice use the alternate ROA template if this advice contains any product replacement]
DISCLOSURE OF REMUNERATION:
[If there is no fee or change in commission then make direct reference to the fee disclosure in the previous SOA/ROA. Otherwise state the remuneration payable to the Licensee, Authorised Representative, associate or referral source to be received due to the further advice i.e. if the ongoing fee is a percentage of FUM, and the advice results in an increase in FUM, then fee disclosure must be given again.] 
DISCLOSURE OF CONFLICTS OF INTEREST/RELATIONSHIPS/ASSOCIATIONS:
[Disclose conflicts such as soft dollar benefits. Disclose associations such as preferred product providers.]
DATE ISSUED TO CLIENT:
______________________  [sign here]
<Insert your Name>
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