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How to complete the Paying an advice fee forms 

We’ve prepared this guide to help you as registered adviser, complete the new Paying an advice fee and Paying an advice fee – Member 
Direct forms with your clients. 

Steps to 
complete 

 
What you need to do  
 

What you need to know 

Step 1 
Provide Your 
Personal Details 
 

Provide the member’s: 
 name 
 suburb, state and postcode  
 date of birth. 

 

The member’s personal details. 
Member details should match our record for the fee form 
to be processed.  

Step 2 
Provide Proof  
of Your ID  
 

Send us the form with a certified copy of the member’s ID 
such as their:  
 

 Driver’s licence or passport, or 
 One from each of the following two groups: 

Birth Certificate, Citizenship Certificate or 
Centrelink Pension Card, and  

 Notice issued to their current address by 
Commonwealth, State or Territory Government (for 
example a Centrelink payment letter), ATO or local 
government body (for example a council rates 
notice), or utility provider. 

 
 
 

Every submitted form must be accompanied by a certified 
copy of the member’s ID that meets the following 
requirements:  

 easy to read   
 ID must be current i.e.  not expired 
 includes certifier’s full name, qualification and 

registration number (where applicable) 
 signed by the certifier, and  
 date of certification is within the last 12 

months. 
 
Please read the Guide to providing proof of your identity 
fact sheet for more information on certified ID under the 
‘All documents’ tab at  
australiansuper.com/AdviserResources 
 

For digital signatures, please provide a digital signature 
certificate / audit report.  
 

For digital signatures, please ensure the email address 
used is the same as the nominated email on your 
AustralianSuper account. 
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

Step 3 
Provide Details of 
Your Nominated 
Financial Adviser 
 

Provide the following details about you: 
 adviser name and address 
 adviser business name 
 AustralianSuper adviser code 
 AFS Licensee number 
 adviser phone number and email address. 

Your details. 
 
Adviser’s details on the form must match our records for 
the fee form to be processed.  
 
If you have changed licensee and you haven’t yet notified 
us to update the records, we won’t be able to process the 
fee, unless you have moved to a registered licensee and 
additional paperwork has been provided.   
 

Step 4  
Advice Fees 
 

If you and the member wish to deduct a one-off advice fee 
from their AustralianSuper account - complete Step 4a. 
 
If you and the member wish to deduct a fixed term advice 
fee from their AustralianSuper account - complete step 4b. 
 
If you and the member wish to deduct an ongoing advice 
fee from their AustralianSuper account - complete step 4c. 
 
 
 

Please take note you cannot request a fee to be deducted 
from the member’s AustralianSuper account for advice 
provided, if it is:  

 related to an ongoing advice fee where the 
nominated account for the fee deduction is the 
member’s Super (Accumulation) account and all 
or part of that account is invested in the Balanced 
(MySuper) option. 

 not related to their AustralianSuper account 
(including their Member Direct account); and 

 related to another member or non-member, 
including their spouse. 

 
All the relevant questions and information in the step 4 
must be answered, otherwise we cannot process the 
form. Any missing information will require a new form to 
be completed and signed by the member.  
 

Step 4a 
One-off Advice Fee 

Provide us with the date on the Statement of Advice (or 
Record of Advice) that was provided to the member which 
relates to the one-off advice fee. 
 

Step 4a is only applicable if you have provided the 
member with point-in-time personal advice contained 
within a Statement of Advice (or Record of Advice), for 
which you’re seeking payment from the member’s 
AustralianSuper account.    
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

Select the type(s) of advice you provided to the member in 
the Statement of Advice (or Record of Advice) and 
whether they’re connected to the member’s 
AustralianSuper account. 

We need this information because the consent form must 
include information about the services the member will 
receive and to ensure that we only deduct advice fees 
that relate to the member’s AustralianSuper account.   
 
A member cannot pay fees to their financial adviser from 
their AustralianSuper account for services that: 

 don’t relate to their AustralianSuper account (such 
as non-super investments, advice about loans); or 

 relate to someone else (such as their spouse or 
partner), even if they are an AustralianSuper 
member. 

 
Provide us with the dollar amount you and the member 
wish to deduct from the member’s AustralianSuper 
account and the portion (as a percentage) of the total one-
off advice fee that it represents.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

When advice fees are deducted from an AustralianSuper 
account, we need to ensure that the fee is appropriate 
and meets the sole purpose test. The services selected 
for types of advice connected or not connected to 
AustralianSuper are reflected in that percentage. 
 
If all of the advice services selected for the one-off advice 
fee are connected to the member’s AustralianSuper 
account, and the entire amount of the total one-off advice 
fee is being deduced from the member’s AustralianSuper 
account, then the percentage is 100%. 
 
If some of the advice services selected for the one-off 
advice fee are not connected to the member’s 
AustralianSuper account, and/or a portion of the total one-
off advice fee is being paid by an alternative source, then 
the percentage must be less than 100% - see example on 
the form.  
 
We’re unable to process forms if the responses are 
inconsistent. 
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

Select which of the member’s AustralianSuper accounts 
you and the member want the one-off advice fee to be 
deducted from. 
 

You can select either an Accumulation or Choice/TTR 
Income account for the fee to be deducted from. This 
selection is not applicable if you’re using the Member 
Direct form. 
 
Please note that we won’t be able to deduct the advice 
fee if the balance of the nominated account falls below 
$15,000 as a result of deducting the advice fee.  
 

Fill in the account number of the member’s 
AustralianSuper account that you and the member want 
the fee to be deducted from.  
 

If the member has multiple accounts, please ensure that 
the correct member’s account number is provided.   

Step 4b 
Fixed Term Advice 
Fee 

Confirm that the fixed term service arrangement agreed 
between you and the member is for 12 months or less. 
 

Step 4b is only applicable if the service arrangement 
between you and the member is for services to be 
provided over a period of 12 months or less. 
 

 Provide us with the dates the service period commences 
and ends. 
 

We won’t process the form where the fixed term 
arrangement between you and the member exceeds 12 
months. 
 

 Select the advice services the member has agreed to and 
is entitled to receive from you over the service period and 
whether or not they’re connected to the member’s 
AustralianSuper account. 
 

We need this information because the consent form must 
include information about the services the member will 
receive and to ensure that we only deduct advice fees 
that relate to the member’s AustralianSuper account.   
 
A member cannot pay fees to their financial adviser from 
their AustralianSuper account for services that: 

 don’t relate to their AustralianSuper account (such 
as non-super investments, advice about loans); or 

 relate to someone else (such as their spouse or 
partner), even if they are an AustralianSuper 
member. 
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

 Provide us with the dollar amount you and the member 
wish to deduct from the member’s AustralianSuper 
account and the portion (as a percentage) of the total 
fixed term advice fee that it represents.   

When advice fees are deducted from the member’s 
AustralianSuper account, we need to ensure that the fee 
is appropriate and meets the sole purpose test. The 
services selected for types of advice connected or not 
connected to AustralianSuper are reflected in that 
percentage. 
 
If all of the advice services selected for the fixed term 
advice fee are connected to the member’s 
AustralianSuper account, and the entire amount of the 
total fixed term advice fee is being deducted from the 
member’s AustralianSuper account, then the percentage 
is 100%. 
 
If some of the advice services selected for the fixed term 
advice fee are not connected to the member’s 
AustralianSuper account, and/or a portion of the total 
fixed term advice fee is being paid by an alternative 
source, then the percentage must be less than 100% - 
see example on the form.  
 
We’re unable to process forms if the responses are 
inconsistent. 
 

 Select which of the member’s AustralianSuper accounts 
you and the member want the fixed term advice fee 
deducted from. 
 

You can select either an Accumulation or Choice/TTR 
Income account that the fee will be deducted from. This 
selection is not applicable if you’re using the Member 
Direct form. 
 
Please note that we won’t be able to deduct the advice 
fee if the balance of the nominated account falls below 
$15,000 as result of deducting the advice fee.  
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

 If the member chooses to have the fee deduced from their 
AustralianSuper (Accumulation) account and all or part of 
the account is invested in AustralianSuper's Balanced 
(MySuper) option, please provide a copy of the Fixed Term 
Service Agreement between you and your financial 
adviser. 
 

Without a copy of the Fixed Term Service Agreement, 
AustralianSuper may not process the advice fee request. 
 

 Fill in the account number of the member’s 
AustralianSuper account that you and the member want 
the fee to be deducted from.  
 

If the member has multiple accounts, please ensure that 
the correct member’s Account number is provided.   

 Whether you and the member wish to have the fee paid 
as a lump sum, monthly or quarterly instalments. 
 

This only applies to members with an AustralianSuper 
Member Direct account. 

Step 4c 
Ongoing Advice 
Fee 

Confirm that the service arrangement agreed between 
you and the member is an ongoing fee arrangement.  

Step 4c is only applicable if the service arrangement 
between you and the member is for services to be 
provided over a period of more than 12 months and can 
be renewed each year after the anniversary date. 
 
Please note: For ongoing advice fees, AustralianSuper: 

 Will only allow up to 12 months of the ongoing 
service to be paid from the member’s account. 
We’ll require a new Paying an advice fee form 
each time the ongoing fee arrangement is 
renewed. 

 Cannot process the request if the nominated 
account for the fee deduction is the member’s 
super (Accumulation) account and all or part of 
that account is invested in the Balanced 
(MySuper) option. 
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

 Provide us with the information if the arrangement is a 
new or an existing ongoing fee arrangement and the 
Commencement date / Anniversary day of that ongoing 
fee arrangement. 

For a new ongoing fee arrangement, you must provide us 
with the date on which the ongoing fee arrangement was 
entered into. 
 
For an existing ongoing fee arrangement, you must 
provide us with the Anniversary day. The Anniversary day 
is the anniversary of the day on which the ongoing fee 
arrangement was entered into.  For the purpose of this 
form, the Anniversary day is when the service period for 
this advice fee request begins. 

 Select the advice services the member has agreed to and 
is entitled to receive under the ongoing fee agreement 
and whether or not they’re connected to the member’s 
AustralianSuper account. 
 

We need this information to ensure that we only deduct 
advice fees that relate to the member’s AustralianSuper 
account.  A member cannot pay fees to their financial 
adviser from their AustralianSuper account for services 
that: 

 don’t relate to their AustralianSuper account (such 
as non-super investments, advice about loans); or 

 relate to someone else (such as their spouse or 
partner), even if they’re an AustralianSuper 
member. 
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

 Provide us with the dollar amount you and the member 
wish to deduct from the member’s AustralianSuper 
account and the portion (as a percentage) of the total 
ongoing advice fee that it represents.   

When advice fees are deducted from the member’s 
AustralianSuper account, we need to ensure that the fee 
is appropriate and meets the sole purpose test. The 
services selected for types of advice connected or not 
connected to AustralianSuper are reflected in that 
percentage. 
 
If all of the advice services selected for the ongoing 
advice fee are connected to the member’s 
AustralianSuper account, and the entire amount of the 
total ongoing advice fee is being deducted from the 
member’s AustralianSuper account, then the percentage 
is 100%. 
 
If some of the advice services selected for the ongoing 
advice fee are not connected to the member’s 
AustralianSuper account, and/or a portion of the total 
ongoing advice fee is being paid by an alternative source, 
then the percentage must be less than 100% - please see 
the example on the form.  
 
We’re unable to process forms if the responses are 
inconsistent. 
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

 Select which of the member’s AustralianSuper accounts 
you and the member want the ongoing advice fee 
deducted from. 
 

You can select either an Accumulation or Choice/TTR 
Income account for the fee deduction. This selection is 
not applicable if you’re using the Member Direct form. 
 
Please note: AustralianSuper cannot deduct the advice 
fee if: 

 the balance of the nominated account falls below 
$15,000 as result of deducting the advice fee, or  

 the nominated account is a super (Accumulation) 
account and all or part of that account is invested 
in AustralianSuper’s Balanced (MySuper) option. 
 

 Fill in the account number of the member’s 
AustralianSuper account that you and the member want 
the fee to be deducted from.  
 

If the member has multiple accounts, please ensure that 
the correct member’s account number is provided.   
 
Please note: AustralianSuper cannot process the request 
if: 

 the nominated account for the fee deduction is the 
member’s super (Accumulation) account, and 

 all or part of that account is invested in the 
Balanced (MySuper) option. 

 
 Whether you and the member wish to have the fee paid 

as a lump sum, monthly or quarterly instalments. 
 

This only applies to members with an AustralianSuper 
Member Direct account. 

Step 5  
Important 
Information 

Please read the Important Information. This step contains important information about: 
 when member consent ends 
 how members can withdraw their consent 
 reduced input tax credits 
 other information if they have a Member Direct 

account. 
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Steps to 
complete 

 
What you need to do  
 

What you need to know 

Step 6 
Adviser 
Declaration 
 

Please read, sign and date the Adviser Declaration.  
 

We won’t process the form if you don’t agree with, and 
sign and date, the declaration. 

Step 7 
Member 
Declaration and 
Consent 
 

Please ensure the member reads, signs and dates the 
Member Declaration and Consent. 
 
 
 

We won’t process the form if the member doesn’t 
complete the declaration and consent. 

Step 8 
Checklist 
 

This section is optional to complete. 
 

Completing the checklist will help ensure that the Paying 
an advice fee form has been completed correctly and all 
necessary documents have been provided. This should 
avoid any processing delays.  
 

 

If you have any further questions, please refer to our advice fee FAQs on Adviser Resources or call us on 1300 362 453 9am to 5pm weekdays 
(AEST/AEDT). 


