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@ When you see this icon it means there has been a change to the process.

Note: In some areas of BondsOnline, the term ‘disposal’ is still used to refer to the release or payout of
a bond. This terminology will be updated to ‘release’ soon.

Before you start

If you are approved to use BondsOnline, there are a number of steps before beginning the bond release
process in BondsOnline. Ensure that the tenancy has ended, the final inspection has been completed and
the outgoing Property Condition Report has been provided to the tenant(s).

If there's any damage to the property, it's best if everyone understands the bond claim amounts so
you and the tenant(s) can work out a fair amount to deduct from the bond before lodging the release.

The easiest way to get a bond released is if everyone agrees on who is lodging the bond release.
Ensure that you have the correct email address and mobile number for your tenant(s).

Submitting the electronic Security Bond Release Application
1. Log in to BondsOnline and navigate to the bond you want to have released.

2. Select the ‘Request Disposal’ button on the bottom-right corner of the Bond'’s Details screen.

Request Disposal Request Variation

3. You should see ‘Security Bond Release Application” (hnew name of the form) at the top of the screen.

Energy, Mines, Industry Regulation and Safety '
Home Lodge New Bond Payment and Transfer Approvals ~ Reporting ~  Maintain Autnorised Signatories Maintain eTransaction Users

Security Bond Release Application pnine submission + partial Release %)

4. You need to enter in the "Tenancy End Date’, the ‘Mobile Number’ and ‘Email Address’ for each tenant,
and the ‘Amount to be Paid’ for each tenant.

5. If you are making a claim to the bond, you will need to select "Yes' to the question under ‘Agency/
Managing Party’ ‘Do you want to make a claim?'.

Do you want to make a claim? @ Yes () No
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6. When you click ‘Yes', the ‘Claim details’ you must select from will appear.

Claim details

Repairing damage (7) $0.00 @

Garden repair and maintenance (7) 50.00

Carpet cleaning (7) %0.00

General cleaning (7) %0.00

Pet fumigation (7) $0.00

Locks, keys, and security devices (7) 50.00

Unpaid rent (7) 50.00

Unpaid utilities (7) $0.00

Other breaches of the agreement (7) 50.00

Total amount claimed from bond $0.00

Note: You can hover over the question mark next to the claim to read the definition of what the
claimis.

The Total amount claimed from the bond’ and the ‘Amount to be Paid’ under your section will
automatically populate based on the figures you add in the claim details boxes.

7. If you are claiming any portion of the bond, you will also need to ‘Select Bank Account’ by clicking into
the drop-down menu that appears in your section.

Select Bank Account Select... = @

Do you want to make a claim? @ Yes () No

8. After completing all relevant fields on this screen, select ‘Submit’ at the bottom of the screen, under
the heading ‘Form Validation'.

9. A 'Release Summary’ will appear. Review this, and if correct, select the tick-box next to ‘I confirm that
the above details are correct’. Then select the ‘Submit’ button.

10. A pop-up message with the eTransaction Number will appear. You may wish to note this number
down. Then click ‘OK".

Approving the electronic Security Bond Release Application

Before your tenant(s) receives the bond release eTransaction, you need to approve the payment.
1. Hover over 'Payment and Transfer Approvals’ and select ‘Disposal'.

2. Review the details.

3. Select the tick-box under ‘Approve’ and click on the ‘Confirm’ button to proceed to sending the
eTransaction to the tenant(s).

Note: If you made a mistake, you can click on the eTransaction Number. From the ‘eTransaction Details’
screen, you can edit the contact details for any of the parties, ‘Cancel the Transaction’ or ‘Change and
Resubmit the Transaction'.
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Tenant approval or dispute of the bond release
Once you approve the eTransaction, Bonds Administration officially receives the bond release request.

notice to everyone else on the bond, notifying them of the application. In BondsOnline, this
notification happens automatically when the eTransaction email is sent to the tenant(s).
The tenant(s) will then receive a notice from Bonds Administration at the email address
you provided.

@ An important change to the legislation requires Bonds Administration to send an official

From here, the tenant(s) will review the details of the bond release application and can respond by
agreeing, disputing or requesting a change.

1. The bond release notice email has the subject line "Your residential tenancy bond release requires
your approval (eTransaction Number DXXXX)'.

2. The tenant(s) approve the eTransaction in the same way that they currently do, by selecting ‘Here’ and
‘Request Code" and entering in the code that they receive via their supplied mobile number.

Viewing the details of the application

Please read the attached document and follow the steps below to view the details:

1. Select here.

2. Select 'Request code’. You will receive a security code as a text to your mobile phone.

3. Enter the code to review the details of the bond release application.

3. The tenant(s) can respond to the application by clicking ‘Approve Details’ if they agree to the
bond release, or ‘Dispute’ if they do not agree to the bond release.

4. The tenant(s) can also click ‘Request a Change'. If they do this, you will receive an email
advising of the requested change. At this point, you can choose to amend the Security Bond
Release Application, resulting in the creation of a new eTransaction. However, you and the
tenant(s) will have to respond to the new eTransaction within the initial 14-day timeframe.

If the tenant(s) do not respond to the eTransaction they will receive a reminder 7 days after the first email
was sent to them and a final reminder on day 13 — one day before the eTransaction is set to expire.

Bond disputes

*  Residential tenancy

respond within 14 days of receiving the notice, the bond release application will be referred
to the Commissioner for Consumer Protection (the Commissioner) to decide on how the bond
will be released.

@ If the bond is for a residential tenancy — the tenant(s) disputes the bond release or does not

* Residential parks
Those listed on the bond can apply to the State Administrative Tribunal (SAT) if someone disputes the
application or otherwise does not respond within 14 days.
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When the Security Bond Release Application is referred to the Commissioner

®

If the tenant(s) disputes the application or fails to respond within the 14-day timeframe, you
will receive two notifications concurrently:

1. Bonds Administration will inform you that the bond release has been referred to the
Commissioner.

2. The Commissioner will issue a notice to you and the tenant(s) advising that the bond was
referred and invite you and the tenant(s) to make a submission regarding the bond release.

From here, you should follow the directions outlined in the notice from the Commissioner or
contact the Determinations Branch for further information on the process.

After the Commissioner’'s decision is issued

©

After going through the dispute resolution process, you will receive a Commissioner’s decision
about the bond release. This will specify how the bond is to be released. Bonds Administration
also receives a copy of the Commissioner’s decision.

Everyone has seven days to make an appeal application with the Magistrates Court. For more
information on making an appeal, visit: (insert link). Bonds Administration will continue to hold
the bond for seven days.

After the seven-day appeal period, assuming that there was no appeal of the Commissioner’s
decision, Bonds Administration can pay out the bond. Bonds Administration will pay out any
portion of the bond that is owed to a BondsOnline user using their authorised bank details
from their BondsOnline account.

If anyone provided bank details during the bond release process (such as when they approved
the eTransaction for bond release) and their portion of the bond is owing back to these
parties, this may be automated.

If the tenant(s) disputed the application or did not respond, Bonds Administration will contact
the tenant(s) to request their bank details and will release their portion of the bond after
receipt of the bank details.

Department of Local Government, Consumer Protection Division Disclaimer: The information contained in this

Industry Regulation and Safety Gordon Stephenson House fact sheet is provided as general information

www.lgirs.wa.gov.au Level 2/140 William Street and a gu[de only. It should not be relied upon as

Regional Offices: Perth Western Australia 6000 Iegl;al adtvllce_ olrte_as an accurate Tftatement of thet _
: , relevant legislation provisions. If you are uncertain

Goldfields/Esperance 5083 9021 9494 Ez(r:fhe?/\/iag%% Cloisters Square asdto yogr Ieglal olbligations, you should obtain

Great Southern 08) 9842 8366 independent legal advice.

Kimberley (08) 9191 8400 Call: 1300 30 40 54 This publication is available in

Mid West (08) 9920 9800 Evnv;a:légggﬁum”;rer%lt%'&gf'v%gv'%‘]’ au other formats on request.

North West (08) 9185 0900 ’ P a.gov National Relay Service: 13 36 77

South West (08) 9722 2888 @ @@@ Translating and Interpreting Service (TIS): 13 14 50

870079¢SHIOT


https://www.facebook.com/ConsumerProtectionWesternAustralia/
https://www.instagram.com/consumerwa 
https://au.linkedin.com/showcase/consumerprotectionwa/
https://www.youtube.com/channel/UCebzv248sLrdTt0NGAdqWHg
https://vimeo.com/consumerprotectionwa
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