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Tenancy Application 

Tenant Checklist 
 

Thank you for your tenancy application for _______________________________________________ 
 
______________________________________________________________________________ 

(insert property address) 

 
Property Management Hours: 
 
Monday – Friday 9am – 5pm 
Saturday  9am – 12noon  
 
All appointments to be made within these hours. 
 
Please note the following: 
 
One application is required per person. 
 
The following information is required before any ap plications can be processed: 
 
Contact Details:  Your application should include contact names, telephone numbers and references 
 
100 Point Check: The following documents are required to satisfy our 100 point check requirement.  These 
documents must be current. We require one form of photo identification plus proof of current address. 
 
30 points Passport     10 points Utility Bill (gas/phone etc) 
30 points Drivers Licence    10 points Motor Vehicle Registration 
20 points Birth/Citizenship Certificate   10 points Bank Statement  
20 points ATM/Credit Card     10 points Rent/Lease Agreement 
20 points Medicare Card 
 
 
More than one applicant  please indicate the amount of bond which will be paid by each individual.  This 
information will be included on the lease agreement should the application be successful. 
 
 
Securing the property 
If your application is successful you will be required to pay one calendar months rent, by cash, bank cheque or 
money order.  It is important that this amount is received within 24 hours of such notification or the next applicant 
may be given preference or the property be re-listed.  
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Bond Lodgement 
You will also be required to complete a Bond Lodgement form as part of the Tenancy Agreement.  This form must 
be completed by all parties nominated on the lease indicating name and amount paid.  A bond payment of 
$_____________   in the form of a bank cheque or money order payable to the Residential Tenancies Bond  
Authority (RTBA) must accompany this form, at the commencement of your tenancy. Landlords/Agents must forward 
bond monies to the RTBA within 5 business days of receipt of the Bond.  You will be forwarded an official receipt by 
the RTBA after 7 days. 
 
Signing paperwork & collecting keys 
An appointment should be arranged with your Property Manager to sign the lease and pay the balance of monies 
due.  Appointments can be made Monday – Friday between 9am – 5pm and Saturday between 9am – 12 noon 
(subject to availability). 
 
Connecting your services 
Remember, it is the tenants responsibility to have all services (such as telephone, gas, electricity and water) 
connected in your name to coincide with your date of occupation.  Direct Connect offers a one stop connection 
service connecting all of the utilities for you.  This is a free service saving you time and money.  If you wish to utilize 
this service please fill in the attached application.  It is also the tenant’s responsibility to insure their possessions.  
The landlord’s insurance policy does NOT cover tenants possessions. 
 
 
Your application is regarded as a confidential docu ment.  If your application is unsuccessful it will 
be destroyed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
        
 
 

 
 
 
 
 
 

OFFICE USE ONLY 
 
Application signed  
& completed  

 

  
100 points identification received & 
photocopied  

 

 
Application Received by _______________ 
 
Date ____________ 
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Tenancy Application Form 
(Separate application form for each adult applicant) 

Property Details 

Property Address    

Rent $                                  per week $                            per calendar month 

Bond $ 

Lease Start date Lease Term No. to occupy 

How Many Children? Ages:  Smoker? 

How Many Pets? Type/s Age/s 

 
Personal Details 

Personal Details Surname Given Names 

Home Work 
Contact Numbers 

Mobile Fax 

Email Address   

Drivers Licence No.   Do you own your own Vehicle   YES/NO 

 
Current Address 

Rented:   Owned:   If rented, rent paid:   $                                      per week 

Address:          

Length of time at that address: 
  

Years:                                            Months: 

Landlord/Agent:  Ph: 

Reason for leaving this address: 

 
Emergency Contact 

Name:  Phone:   

Address:  
  

 
Previous Address 

Rented:   Owned:   If rented, rent paid   $ per week 

Address        
  

Length of time at that address   Years   Months 

Landlord/Agent   Ph: 

Reason for leaving this address: 

Was the Bond refunded to you in full?   If not, why?  
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Occupation 

Occupation   Type of employment: Full 
Time, Part Time, Casual   

Employer   Weekly Net Income 
(Take Home Income)   

Address   Period of Employment   

Contact Name   Position Held   

Phone    Mobile   

 
Previous Employer (if less than 3 years)      

Occupation   Type of employment: full 
time, Part time, casual   

Employer   Weekly Net Income   

Address   Period of employment   

Contact Name   Position Held   

Phone    Mobile   

 
Personal References  (Cannot be a family member)  

Name   Phone   

Address  

Relationship  
 
Name   Phone   

Address  
  

Relationship  
 
Name   Phone   

Address  

Relationship  

 
Are you happy with the current condition of the property?       YES  NO 
 
If not what matters do you feel need to be addressed? ______________________________________ 
 
__________________________________________________________________________________  
 
__________________________________________________________________________________  

 
 
Have you ever been evicted or are you in debt to another Lessor or Agent?   YES   NO 
 
I yes, give details ___________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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TERMS & CONDITIONS, AUTHORITY & PRIVACY DISCLAIMER 
 
Applicant’s Name ___________________________________________________________________________ 
 
I, the applicant, do solemnly and sincerely declare that the information provided in this document is true and correct 
and has been supplied at my own free will.  I, the applicant, understand that you as the agent for the lessor have 
collected this information for the specific purpose of checking identification, character, credit worthiness and to 
determine if I the applicant will be a suitable tenant for the property.  I have inspected the above listed rental 
property and wish to take a tenancy of such premises for a period of _______ months from ______/______/______ 
at a rental of $_________ per calendar month.  The rent to be paid is within my means and I agree to pay a bond of 
$ ____________. 
 
It is agreed that acceptance of this application is subject to a satisfactory report on the tenant’s credit worthiness.  I 
understand that you as the agent are bound by the Privacy Act and the National Privacy Principals and authority is 
hereby given to the agent to check credit references, employment details, previous rental references, database 
agencies, personal references and any other searches which may verify the information provided by me.  I also 
authorise the agent to give information to the lessor of the property, credit providers, other agents, salespeople, 
database agencies, references named in this application or any other third party who would have beneficial interest 
relating to a tenancy matter and understand this can include information about my tenancy, credit worthiness, credit 
standing, credit history or credit capacity.  Once a tenancy agreement has been entered into the tenant agrees that 
should they fail to comply with their obligations under the agreement, the failure to comply may be disclosed to third 
party operators of tenant default registry agents and or other agents. 
 
Once the application has been approved I agree to pay a minimum of the first calendar month rent to secure the 
property.  In this instance that being $____________. THE PROPERTY WILL NOT BE HELD UNTIL WE RECEIVE 
THE FIRST CALENDAR MONTH RENT AND THE TENANCY DOCUM ENT HAS BEEN SIGNED BY ALL 
PARTIES. 
 
I the applicant accept that if the application is rejected, the agent is not legally obliged to give a reason.  Further I 
the applicant understand that if the application is declined my details will be held on file for one week.  Following this 
period all details held will be disposed of. 
 

APPLICANTS SIGNATURE: DATE:  

AGENT TO WITNESS SIGNATURE: DATE:  
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