
 

TENANCY APPLICATION 

NOTIFICATION OF RESULTS:  

It is our goal to obtain a definite answer for you within 24 – 48 hours of 

receiving application. If the process is slower, it is generally because we have 

not received all the information requested, or we are waiting on a response 

from referees or owners.  

TICA:  

Our office is a member of the Tenancy Information Centre of Australia P/L 

(TICA), should a positive ID be received, the application will be rejected.  

Find attached the New Tenant Checklist released from Fair Trading NSW – 

What you must know before you sign the lease.  

APPROVAL: 

 Once approved you are required to pay one weeks  holding deposit 

asap to finalise acceptance  

 You will then need to make an appointment to sign your lease between 

Monday – Friday 

 If you are applying for Department of Housing assistance this must be 

organised prior  to you signing the lease 

SIGNING YOUR TENANCY AGREEMENT: 

 All tenants to go on the lease must be present  

 Please note, we DO NOT sign up tenants on Saturdays 

 The balance of monies due can be paid by cash or cheque at the 

appointment, if you are to do a bank transfer this must be done prior to 

the signing date to allow time to reach our account  

 Six weeks rent in total is due on the lease signing date, this is made up 

of  four weeks for your bond, two weeks for rent (one weeks holding 

deposit should already be paid – as above) 

 Keys will not be handed over until all monies are paid, the lease is 

signed by all parties, and the lease start date has commenced   



6. Please provide your contact details

5. Please give us your details

Mr Ms Miss Mrs Other

Surname   

8. How did you find out about this property?

ChildrenAdults

How many tenants will occupy the property?:

Ages of Children

Lease Term: 

Lease Commencement Date: 

Day Month Year

Address of Property:

C.     PERSONAL DETAILS

B.     PROPERTY DETAILS

Dr

Given Name/s

Date of Birth Driver’s licence number

Driver’s licence expiry date Driver’s licence state

Passport no. Passport country

Pension no. (if applicable) Pension type (if applicable)

A.     AGENCY DETAILS

Property Manager

Home phone no. Mobile phone no.

Work phone no. Fax no.

Email address

7. What is your current address?

Local Paper

Sign Board at property

The Internet

Office Window

Other (specify)

Newspaper

Office

Referral

E.    DECLARATION

Tenancy Application Form
Please be advised, this application will only be processed once ALL details 
have been completed and all copies of all supporting documents attached. 
Each applicant must submit an individual form.

MonthsYears

D.     UTILITY CONNECTIONS

I hereby offer to rent the property from the owner under a lease to be prepared by the 
Agent. Should this application be accepted by the landlord I agree to enter Into a Residential 
Tenancy Agreement.
I acknowledge that this application is subject to the approval of the owner/landlord. I 
declare that all information contained in this application (including the reverse side) is true 
and correct and given of my own free will. I declare that I have Inspected the premises and 
am not bankrupt.
I authorise the Agent to obtain personal Information from:
(a) The owner or the Agent of my current or previous residence;
(b) My personal referees and employer/s;
(c) Any record listing or database of defaults by tenants such as NTD, TICA or TRA for the 
purpose of checking your tenancy history;
I am aware that I may access my personal information by contacting - 
• NTD: 1300 563 826
• TICA: 1902 220 346
• TRA: (02) 9363 9244 
If I default under a rental agreement, I agree that the Agent may disclose details of any 
such default to a tenancy default database, and to agents/landlords of properties I may 
apply for in the future.
I am aware that the Agent will use and disclose my personal information in order to:
(a) communicate with the owner and select a tenant
(b) prepare lease/tenancy documents
(c) allow tradespeople or equivalent organisations to contact me
(d) lodge/claim/transfer to/from a Bond Authority
(e) refer to Tribunals/Courts & Statutory Authorities (where applicable)
(f) refer to collection agents/lawyers (where applicable)
(g) complete a credit check with NTD (National Tenancies Database)

I am aware that if information is not provided or I do not consent to the uses to which personal 
information is put, the Agent cannot provide me with the lease/tenancy of the premises.
Signature Date

PO Box 1519,  Box Hill,  Victoria 3128.  P: 1300 664 715  F:1300 664 185.  www.directconnect.com.au

Signature Date

This is a FREE service that connects all your utilities and other services.
Direct Connect can help arrange for the connection or provision of the following utilities 
and other services:

Please tick this box if you would like Direct Connect to contact you in relation to any of the above 
utilities and other services.  

Once Direct Connect has received this application Direct Connect will call you to confirm 
your details. Direct Connect will make all reasonable efforts to contact you within 24 hours 
of the nearest working day on receipt of this application to confirm your information and 
explain the details of the services offered. Direct Connect is a one stop connection service. 
Direct Connect’s services are free. However, the relevant service providers may charge you 
a standard connection fee as well as ongoing service charges.

Electricity  Cleaners
Gas  Insurance
Phone  Removalist
Internet  Truck or van hire
Pay TV  

We guarantee that when you connect with one of our market leading 
electricity and gas suppliers, your services will be connected on the day 
you move in. Please refer to Direct Connect’s Terms & Conditions for 
further information.

DECLARATION AND EXECUTION: By signing this application, you: 

1. Acknowledge and accept Direct Connect’s Terms and Conditions (which are included 
with this application).

2. Invite Direct Connect to contact you by any means (including by telephone or SMS 
even if the Customer’s telephone number is on the Do Not Call Register) in order to 
provide Direct Connect’s services to you, to enter into negotiations with you relating to 
the supply of relevant services as an agent for the service providers, and to market or 
promote any of the services listed above. This consent will continue for a period of 1 
year from the date the Customer enters into the Agreement

3. Consent to Direct Connect using the information provided by you in this application to 
arrange for the nominated services, including by providing that information to service 
providers for this purpose. Where service providers are engaged by you, they may use 
this information to connect, supply and charge you for their services.

4. Authorise Direct Connect to obtain the National Metering Identifier and / or the Meter 
Installation Reference Number for the premises you are moving to.

5. Agree that, except to the extent provided in the Terms and Conditions, Direct Connect 
has no responsibility to you for the connection or supply (or the failure to connect or 
supply) any of the services.

6. Acknowledge that Direct Connect may receive a fee from service providers, part of 
which may be paid to the real estate agent or to another person, and that you are not 
entitled to any part of any such fee. 

By signing this application form, I warrant that I am authorised to make this application 
and to provide the invitations, consents, acknowledgements, authorisations and other 
undertakings set out in this application on behalf of all applicants listed on this application. 

Cardow & Partners Woolgoolga

Address: Shop 7a-8, 46 Beach Street, Woolgoolga
Phone: 02 6654 1148
Fax: 02 6654 1103
Email: rentals@cardowwoolgoolga.com.au
Web: www.cardowwoolgoolga.com.au



11. Landlord/Agent details of this property (if applicable)

14. Landlord/Agent details of this property (if applicable)

15. Please provide your employment details

16. Please provide your previous employment details

18. Please provide 2 personal references (not related to you)

17. Please provide a contact in case of emergency
Surname Given name/s

19. Car Registration

20. Please provide details of any pets

F.     APPLICANT HISTORY
9. How long have you lived at your current address? 

MonthsYears

10. Why are you leaving this address?

Name of landlord or agent

12. What was your previous residential address?

13. How long did you live at this address?

MonthsYears

Name of landlord or agent

Landlord/agent’s phone/fax no. Weekly Rent Paid

$

Landlord/agent’s phone/fax no. Weekly Rent Paid

$

G.     EMPLOYMENT HISTORY

What is your occupation?

Contact name Phone no.

Length of employment     Net Income

Years Months $

Length of employment     Net Income

Years Months $

Employer’s name

Occupation?

Employer’s address (accountant if self employed or institution if student)

Employer’s name (accountant if self employed or institution if student)

What is the nature of your employment? (circle)

 CASUALFULL TIME PART TIME

If not why not?

Was bond refunded in full?

H.    CONTACTS/REFERENCES

Relationship to you Phone no.

Relationship to you Phone no.

1. Surname Given name/s

2. Surname Given name/s

Relationship to you Phone no.

I.    OTHER INFORMATION

Breed/type   Council registration / number 

1.

2.

Property Rental

per week OR per month

J.    PAYMENT DETAILS

$ $

Rental Bond (4 weeks rent):

First payment of rent in advance (2 weeks rent) 

Total 

$

$

$

K.    100 Points of ID Required

Signature of Landlords Agent Date

We require 100 Points of ID.
You must have:
1. A current drivers Licence or other photo ID
2. Current proof of income
3. Current rent ledger (if renting)

Application without 100 Points of ID will not be accepted.

Your 100 Point Check

Drivers Licence   40 Points
Passport    40 Points
Birth Certificate/Extract  30 Points
Other PhotoID   30 Points
Current proof of income  20 Points
Previous Landlord Reference  20 Points
Rent Ledger from other Agent  20 Points
Motor Vehicle Registration Certificate 10 Points
Bank Statement / Bank Card  10 Points
Phone / Electricity/ Gas Account 10 Points
Pension Card   20 Points
Medicare / Health Care Card  10 Points
Rates Notice (Proof of Ownership) 20 Points

21. Are you a smoker?

NoYes



At the start of every tenancy you should be given the
following by the landlord or agent:

● a copy of this information statement
● a copy of your lease (tenancy agreement)
● 2 copies of the premises condition report (more on

that later)
● a bond lodgement form for you to sign, so that it can

be lodged with NSW Fair Trading
● keys to your new home.

The first thing you should do before you sign the lease is
read it thoroughly. If there is anything in it which you don
´t understand, ask questions.

Remember, you are committing to a legally binding
contract for which there is no cooling-off period. You will
want to be certain you understand and agree to what you
are signing.

Only when you can respond with a Yes to the following
statements, should you sign the lease.

The lease
I have read the lease and I asked questions if there
were things I didn´t understand.
I know the length of the lease is negotiated before I
sign, which means it can be for 6 months, 12
months, or some other period.
I know that I must be offered at least one way to pay
the rent which does not involve paying a fee to
a third party.
I know that any additional terms to the lease are
negotiated before I sign.
I have checked that all additional terms to the lease
are legal, for example, the lease does not include a
term requiring me to have the carpet professionally
cleaned when I leave, unless I have agreed to that
as part of a condition to allow me to keep a pet on
the premises.

Promised repairs
In relation to any promises by the landlord or agent (for
example, replace the oven, paint a room, clean up the
backyard etc):

I have made sure these have already been done, or
I have an undertaking in writing (before signing the
lease) that they will be done.

Upfront costs
I am not being required to pay:

more than 2 weeks rent in advance, unless I freely
offer to pay more
more than 4 weeks rent as a rental bond.

I am not being charged for:

the cost of preparing my lease
the initial supply of keys and security devices to each
tenant named on the lease.

After you move in
Make sure you:

● Fill in your part of the condition report and don´t
forget to return a copy to the landlord or agent within
7 days. This is an important piece of evidence. If you
don´t take the time to complete it accurately money
could be taken out of your bond to pay for damage
that was already there when you moved in.

● Get a letter from Fair Trading sometime during the
first 2 months saying that your bond has been
received and advising you of your Rental Bond
Number. If this doesn´t arrive call Fair Trading to
make sure it has been lodged.

New tenant checklist
What you must know before you sign a lease

January 2014 FTR72



Top tips for problem-free renting
Follow these useful tips to help avoid problems while you
are renting:

● Photos are a great way to record the condition of the
property when you first move in. Take pictures (that
are date stamped) of the property, especially areas
that are damaged or unclean. Keep these in case the
landlord objects to returning your bond at the end of
your tenancy.

● Keep a copy of your lease, condition report, rent
receipts, Rental Bond Number and copies of letters/
emails you send or receive in a designated `tenancy´
file folder and put it somewhere you can easily find it
later.

● Never stop paying your rent, even if the landlord is
not complying with their side of the agreement (eg.
by failing to do repairs) - you could end up being
evicted if you do.

● Keep a diary of your dealings with the landlord or
agent - record all the times and dates of
conversations, who you spoke to and what they
agreed to do. If repairs are needed, put your request
in writing to the landlord or agent and keep a copy.
This type of evidence is very helpful if a dispute
arises which ends up in the NSW Civil and
Administrative Tribunal.

● Comply with the terms of your lease. In particular,
never make any alterations, keep a pet or let other
people move in without asking the landlord or agent
for permission first.

● Consider taking out home contents insurance. It will
cover your belongings in case of theft, fires and
natural disasters. The landlord´s building insurance,
if they have it, will not cover your things.

● If the property has a pool or garden be clear about
what the landlord or agent expects you to do to
maintain it.

● Be careful with what you sign relating to your
tenancy, and don't let anybody rush you. Never sign
a blank form, such as a Claim for refund of bond.

● If you are happy in the place and your lease ends,
consider asking for the lease to be renewed for
another fixed term. This will remove the worry about
being unexpectedly asked to leave, and helps to lock
in the rent for the next period of time.

Further information
Go to the Fair Trading website, call 13 32 20 or visit a
Fair Trading Centre for more information about your
renting rights and responsibilities.

The NSW Government funds a range of community
based Tenants Advice and Advocacy Services across
NSW to provide advice, information and advocacy to
tenants. Go to the Tenants Union website
at www.tenants.org.au for details of your nearest service
or check your local phone directory.

Landlords and agents must give a copy of this
information statement to all new tenants before they
sign a residential lease. Fines can be imposed if this is
not done.

January 2014 FTR72

www.fairtrading.nsw.gov.au
Fair Trading enquiries 13 32 20
TTY 1300 723 404
Language assistance 13 14 50

This fact sheet must not be relied on as
legal advice. For more information about
this topic, refer to the appropriate
legislation.
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