Pre-Review Meeting Checklist
1. Client Identification & Basic Info
☐ Confirm Macquarie or other Authenticator Apps are set up
☐ Confirm ID on file (Driver’s Licence / Passport)
☐ Confirm updated FSG & Privacy Policy acknowledgment
2. Client Data Currency
☐ Last Fact Find date
☐ Last Risk Profile date
☐ Confirm BDBN / beneficiary nominations (super)
☐ Confirm FDS signed date
☐ Opt-In renewal valid to (add 12 months to last signature)
☐ Last SOA date
3. Platform & Reporting Checks
☐ Ensure XPLAN datafeeds are correct
☐ Check platform statements (last 12 months + 30 June)
☐ Add client to market update report list (if applicable)
☐ Check if client has SMSF
☐ Verify investment balances
☐ Verify contributions, pensions, premiums
☐ Verify performance & asset allocation accuracy
4. Goals & Circumstances Review
☐ Identify changes to circumstances
☐ Identify changes to goals & objectives
☐ Confirm any planned significant events
5. Strategy Review & Preparation
☐ Prepare Economic Outlook / Legislative Update summary
☐ Prepare Strategic Lifetime Modelling
☐ Review existing financial strategies
☐ Identify strategic gaps or opportunities
☐ Prepare portfolio review summary
6. Administrative Checks
☐ Confirm contact details updated
☐ Confirm authorities on file
☐ Ensure prior file notes completed
7. Items for Adviser Attention
☐ Outstanding tasks from prior meetings
☐ Pending client queries
☐ Compliance requirements
☐ Corrections needed in client file
8. Meeting Pack Preparation
☐ Annual Review Agenda
☐ Portfolio summaries
☐ Insurance summary
☐ Cashflow summary
☐ Contribution records
☐ Pension records
☐ Updated goals snapshot
☐ Product PDS / FSG updates
9. Agenda for the Review Meeting
☐ Changes to Circumstances
☐ Changes to Goals & Objectives
☐ Economic Outlook / Legislative Changes
☐ Strategic Lifetime Modelling
☐ Portfolio Review
☐ Any other matters
☐ Next Steps
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