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Responding to tenant bond release -
Guide for real estate agents

Q: What is Tenant Initiated Release?

A: When your tenant submits a paper Security Bond Release Application for a bond that was lodged
electronically, Bonds Administration may convert the paper application into an eTransaction. This will
streamline the bond release process, allowing both agent and tenant to respond to the application
electronically as they do when an eTransaction is submitted by a BondsOnline user.

For real estate agents, the bond release application will now be viewable in the Tenant Initiated Release
page in BondsOnline. You need to respond to the bond release application in BondsOnline.

Other tenants on the bond who did not sign the Security Bond Release Application will receive an
eTransaction as they currently do.

Q: How will | know there's a Tenant Initiated Release for me to respond to?

A: You will receive an email with the subject line "Your residential tenancy bond release requires your
approval (eTransaction Number DXXXX)'.

Note: This email is sent to any active general correspondence email addresses for the agency in
BondsOnline. The Tenant Initiated Release can be actioned by anyone in the agency who has payment
approval level access.

The email asks you to review the application details and agree to, or dispute, the application via
BondsOnline.

To view details of the application, you must login to BondsOnline and go to ‘Payment and
Transfer Approvals'.

Q: How do | action the Tenant Initiated Release?
A: Follow the steps below:

1. Log in to BondsOnline and access the portal as a real estate agency. Select the real estate agency.
2. Select the ‘Payment and Transfer Approvals’ tab — hover over the tab to see drop-down menu options.
Payment and Transfer Approvals = Reporting
Lodgement and Variation
Disposal
- Bond Transfer

Tenant Initiated Releasze
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3. Select Tenant Initiated Release'.
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Tenant Initiated Release

Bonds Administration has received an application(s) for the release of the security bond held for the following property(s).
Step 1: Please review the details by selecting the eTransaction Number and tell us if you agree to or dispute the application

Step 2: Click *Confirm’ to submit your response.

eTransaction Number Bond Ref Number Property Address Tenancy End Date Agree { Dispute Bank Details
2001172025

Home Confirm

4. Click on the ‘eTransaction Number'.
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Tenancy Details.
eTransaction Number: Bond Ref Number: Property Address:
Bond Amount: $1.720.00 Pet Bond Amount: $260.00 Total Bond Amount: $1.980.00

Proposed Payment Amounts

Tenant(s) Landlord(s) / Park Operator

Property Manager
$1.980.00 $0.00 50.00
$0.00
Bond Assistance Loan $0.00
Total $1,980.00 | Total $0.00 | Total §0.00

Proposed Landlord(s) / Park Operator Claim Amounts
Landlord(s) / Park Operator Claim Details

Repairing damage (7) $0.00
Garden repair and maintenance (7) $0.00
Carpet cleaning (7) 50.00
General cleaning (3) $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 (2) $0.00
Total $0.00

Agree | Dispute

Dispute

If you agree with the bond release and would like to proceed, please select "Agree’ and click "Save’ If you disagree with the bond release and would like to lodge a dispute, please select 'Dispute’ and click 'Save'

Save ‘Come Back Later

5. Review the details of the bond release application, choose ‘Agree’ or ‘Dispute, or select the
‘Come Back Later’ button.

Notes:

Make sure you have reviewed the total amount allocated to everyone listed on the bond and the
landlord/park operator claim details.

If you don't understand one of the claim details, you can hover over the question mark icon next
to the claim detail to read a definition.

« If you select ‘Come Back Later’, you will be taken back to the Tenant Initiated Release screen.

6. If you selected ‘Agree’ or ‘Dispute’, you then need to select the ‘Save’ button.
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7. After clicking ‘Save), if a portion of the bond is allocated to the agency, you will need to select the
agency's bank details. A ‘Bank Details’ line will appear under the ‘Agree’ response, and you will need to
select the bank details from the drop-down menu.

Agree | Dispute

o

Agree
IT yvou agree with the bond release and would like to proceed, please select "Agres’ and click "Save'.

Bank Details Select .. -

8. Then you will be taken back to the Tenant Initiated Release screen and should see your response
recorded in the ‘Agree/Dispute’ column. If you provided bank details, these should also be visible in
the ‘Bank Details’ column.

Tenant Initiated Release

Bonds Administration has received an application(s) for the release of the security bond held for the following property(s).
Step 1: Please review the details by selecting the eTransaction Number and tell us if you agree to or dispute the application.

Step 2: Click ‘Confirm’ to submit your response.

eTransaction Number Bond Ref Number Property Address Tenancy End Date Agree / Dispute Bank Details
2001172025 Agree

Home Confirm

9. If you have multiple eTransactions to respond to, return to step 4 and follow the same process.
10. To finalise your responses to the applications, you must click ‘Confirm'.

11. After you click ‘Confirm’, you should see a ‘Confirm’ pop-up.
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Tenant Initiated Release

Bonds Administration has received an application(s) for the release of the security bond held for the following property(s).
Step 1: Please review the details by selecting the eTransaction Mumber and tell us if you agree to or dispute the application.

Step 2: Click ‘Confirm’ to submit your response.

eTransaction Number Bond Ref Number Property Address  Tenancy End Date Agree / Dispute Bank Details

— — 201112025 Dispute
& S -
Confirm *®

A Do you want to submit all responses marked ‘Agree’ or ‘Dispute’ in the table?
Home Confirm

v Yes * No

12. If you're ready to submit all responses, select ‘'Yes'. If you made a mistake, select ‘No' (you can then
follow steps 4 through 7 again).
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13. After selecting 'Yes', as you have responded to all Tenant Initiated Releases currently visible, you
will be taken back to the Tenant Initiated Release screen and should see the message, ‘There are no
payments waiting for approval’.

Note: Your response to the bond release application has not been recorded until you see this screen.
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Tenant Initiated Release

There are no payments waiting for approval

Home Confirm

Q: How do | navigate away from the Tenant Initiated Release page?

A: You can leave this page by clicking ‘Home'. If you click 'Home', you will be brought back to the
‘Managed Bonds' page:
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Managed Bonds

Agency Details
Agency:

Address: - @ e

Licence Number:
Current Bonds: 366
Draft Applications: 0

Bonds | Draft Applications  eTransactions Bond Transfer

() Bond Details

Bond Reference Number Bond Status Current - Bond Amount
Family Name Given Name Other Names
Organisation Name
Tenancy Start Date (From) ] Tenancy Start Date (To) E]

Tenancy End Date (From) = Tenancy End Date (To) =

() Bond address

Q: What happens if | don't respond to the Tenant Initiated Release?

A: From the day you receive the email with the subject line "Your residential tenancy bond release requires
your approval (eTransaction Number DXXXX)', you have 14 days to respond to the request.

If you do not respond within this timeframe, the bond release application will be referred to the
Commissioner for Consumer Protection (the Commissioner) for a determination.
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Q: What happens if | haven't received all the final invoices and can't

respond yet?

A: Only respond once you've worked out the exact deductions you need to claim from the bond and have
all the information you need to decide whether you agree with the tenant’s request. You can return to the
Tenant Initiated Release at any time within the 14-day period to submit your response.

If you can't get the information you need within 14 days, you don't have to respond. When the response
timeframe ends, the application will be sent to the Commissioner to make a decision. The Commissioner
will allow time for everyone to make a submission.

Q: What happens if | dispute the Tenant Initiated Release?

A: If you dispute the Tenant Initiated Release, the application will be sent to the Commissioner to make
a decision. The response period for all parties will close at that point. If you don't have the evidence
ready, you don't have to dispute . This will continue the response period allowing you the full 14 days to

gather evidence.

Department of Local Government,
Industry Regulation and Safety

www.lgirs.wa.gov.au
Regional Offices:

Goldfields/Esperance  (08) 9021 9494
Great Southern (08) 9842 8366
Kimberley (08) 9191 8400
Mid West (08) 9920 9800
North West (08) 9185 0900
South West (08) 9722 2888

Consumer Protection Division

Gordon Stephenson House
Level 2/140 William Street
Perth Western Australia 6000

Locked Bag 14. Cloisters Square
Perth WA 6850

Call: 1300 30 40 54
Email: consumer@Igirs.wa.gov.au
www.consumerprotection.wa.gov.au
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Disclaimer: The information contained in this

fact sheet is provided as general information

and a guide only. It should not be relied upon as
legal advice or as an accurate statement of the
relevant legislation provisions. If you are uncertain
as to your legal obligations, you should obtain
independent legal advice.

This publication is available in
other formats on request.

National Relay Service: 13 36 77
Translating and Interpreting Service (TIS): 13 14 50

770079¢SHI91


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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