
SMSF CHECKLIST
Thinking of establishing an 
SMSF? Follow the steps in 
this guide to ensure everything 
is done in the correct sequence. 



Establish an SMSF: Checklist
Thinking of se�ng up an SMSF? Follow the steps below to 

ensure everything is done in the correct sequence. 

SELF MANAGED 
SUPERANNUATION FUNDS

You can use individual trustees or a 
corporate trustee. Either way you 
can only have a maximum of four 
members. For an SMSF with 
individual trustees, all members of 
the fund must be trustees. In the 
case of a single member fund, you 
will need to find another person to 
act as a trustee. This person can be a 
rela�ve, but not an employer. 

If you choose a corporate trustee, 
each member must be a director of 
the company. If it is a single member 
fund then you can act as the sole 
director of the company. 

A solicitor must prepare the deed. To 
execute the trust deed, it must be 
signed and dated by the trustees.

The trust deed sets out the rules for 
your SMSF, and if dra�ed properly, 
the fund will be eligible for tax 
concessions. It is the tax concessions 
that make superannua�on such an 
a�rac�ve investment medium.

Each trustee needs to sign a trustee 
declara�on, this must be done within 
21 days of establishing the fund. 
These can be obtained directly from 
the ATO but should be provided 
when purchasing SMSF document 
packages from legal document 
providers.
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SMSF CHECKLIST

Step 1
Decide on the trustees

Step 2
Execute a trust deed

Step 3
Sign a trustee declaration

Individual trustees

(Maximum 4 X trustees)

(Maximum 4 X members)

(All members bust be directors 
of trustee company)

Corporate trustee
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SMSF Checklist 

SELF MANAGED 
SUPERANNUATION FUNDS

An ABN/TFN is required for the 
SMSF. The applica�on for the 
ABN/TFN includes registering as an 
ATO regulated fund. The applica�on 
needs to be submi�ed to the ATO 
within 60 days of execu�ng the trust 
deed. These registra�ons are 
required to allow contribu�ons/ 
rollovers to the SMSF. A register is required to record 

formali�es such as minutes of 
mee�ngs, register of trustees, 
nomina�on of members and a 
detailed investment strategy. The 
register can be a simple ring binder.

The trustees need to open a bank 
account in the name of the SMSF. EG: 
"John Ci�zen as trustee for the 
Ci�zen Superannua�on Fund". The 
trustees will need to provide a signed 
copy of the SMSF deed and pass a 
"100" point iden�ty check.

The bank account exists to accept 
contribu�ons. These include rollovers 
of super benefits and investment 
earnings. The SMSF will only 
commence when a contribu�on has 
been deposited into the account. A 
contribu�on should be made as soon 
as possible to ensure the fund 
remains compliant.

A superannua�on deed and the suppor�ng 
documents are generally filed away in a 
simple ring binder and kept in a secure 
loca�on at the home or office. A copy 
should also be scanned and stored in PDF 
format on your computer. ABN/TFN applica�ons can be lodged 

online through the ATO portal.
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SMSF CHECKLIST

Step 4
Obtain an ABN/TFN

Step 5
Create a register

Step 6
Open a bank account

Trustee 1

John Ci�zen ATF The Ci�zen 
Superannua�on Fund

       The ATO records an 
average of 36,000 SMSF 
establishments per year 
(2011 - 2015).* 

*Source - Australian Tax Office
1

F The Ci�zen
on Fund



SMSF Checklist 

SELF MANAGED 
SUPERANNUATION FUNDS

An appropriate investment strategy 
that takes the needs of all members 
into considera�on needs to be 
implemented.
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SMSF CHECKLIST

Step 7
Implement an investment strategy

An accountant needs to be engaged 
to lodge an annual tax return. 

The fund will also need to be audited 
annually with an ASIC approved SMSF 
Auditor. 

Step 8
Annual audit and tax return. 

SUMMARY

       In 2014, for the first 
�me, the average assets in
self managed super funds
exceeded $1 million.*

*Source - Australian Tax Office

An SMSF auditor is required to hold an 
accoun�ng qualifica�on or must have 
completed a course of study in audi�ng. A 
competancy examina�on needs to be 
completed before being registered with ASIC.

Decide on the trustees

Execute a trust deed

Sign a trustee declaration

Obtain an ABN/TFN

Create a register

Open a bank account 

Implement an investment strategy 

Annual audit and tax return 

Trustee 1

INVESTMENT STRATEGY

FOR CITIZEN SUPER FUND

Trustee 1

INVESTMENT STRAFOR CITIZEN SUPER

1



Stamping requirements vary from 
state to state, however as of June 
2015, the only jurisdic�ons in 
Australia that require stamping are 
Tasmania ($50 nominal duty) and the 
Northern Territory ($20 nominal duty 
plus $5 for each copy of the SMSF 
trust deed). 

Please see the contact details for NT 
and TAS in the next column.

Public Trustee
Telephone: 1800 068 784
www.publictrustee.tas.gov.au

Northern Territory Government
Darwin
Telephone: (08) 8999 7271
www. nt.gov.au
h�ps://treasury.nt.gov.au/d�/revenu
e/stamp-duty
Alice Springs
www. nt.gov.au
h�ps://treasury.nt.gov.au/d�/revenu
e/stamp-duty

h�ps://www.sro.tas.gov.au/Do
cuments/DUT0026.pdf

h�ps://www.sro.tas.gov.au/Do
cuments/DUT0123.pdf

The Australian Tax Office has a 
number of useful SMSF resources. 

For further informa�on from the ATO 
please visit the links below.

SMSF FAQs
h�ps://www.ato.gov.au/indivi
duals/super/in-detail/super-ch
anges---faqs/

SMSF explainer videos 
h�ps://www.ato.gov.au/Super
/Self-managed-super-funds/In-
detail/SMSF-resources/SMSF-v
ideos/

SMSF technical ques�ons
h�ps://www.ato.gov.au/super
/self-managed-super-funds/in-
detail/smsf-resources/ques�o
ns-and-answers/?

ATO SMSF Checklist
h�ps://www.ato.gov.au/super
/self-managed-super-funds/in-
detail/smsf-resources/smsf-ch
ecklists/

Stamping your SMSF deed

TASMANIA

NORTHERN TERRITORY

Helpful resources

SMSF Checklist 

SELF MANAGED 
SUPERANNUATION FUNDS

SMSF CHECKLIST
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https://www.ato.gov.au/individuals/super/in-detail/super-changes---faqs/
https://www.ato.gov.au/Super/Self-managed-super-funds/In-detail/SMSF-resources/SMSF-videos/
https://www.ato.gov.au/super/self-managed-super-funds/in-detail/smsf-resources/questions-and-answers/?
https://cloud.3dissue.com/85364/85709/101172/Empire-SMSF-Checklist/index.html
https://www.sro.tas.gov.au/Documents/DUT0026.pdf
https://www.sro.tas.gov.au/Documents/DUT0123.pdf
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The advice may not be suitable to you because it 
contains general advice which does not take into consideration 

any of your personal circumstance. All strategies and information provided 
on this website are general advice only.

GENERAL ADVICE WARNING


