
 

 

TENANCY APPLICATION  
 

Our Agency welcomes your application and any queries you may have about the Property, Tenancy or 
process. The following information and checklist will assist you to complete the Tenancy Application so it can 
be processed promptly.  

Please read prior to completing your application  

• This Application cannot be processed until it is completed including copies of supporting documents 
attached as required for 100 Points Identification Check. Refer to the following list of accepted 
documents and point value of each. Mandatory documents include either a Driver’s License, 
Passport, Proof of Age Card and, also, at least one document from the list below to verify your 
current address. Submit copies of the documents with your application.  
 

• Our Agency staff will contact you within 48 business hours. If the Application is approved, within 24 
hours of acceptance, the General Tenancy Agreement is to be signed by all approved tenants and the 
full Bond (equivalent to 4 weeks rent) plus the first 2 weeks rent is to be paid by the approved 
payment methods  
 

• Rental Payments can be made in the following approved methods: 
1. Simple Rent: Direct Debit from Bank Account ($1.65 per transaction) or Credit 

Card (Visa Master Card 1.98% / Amex 4.4% per transaction).  
2. Bank Cheque or Money Order (cost may apply up to $15.00 per order) 
3. Payroll Deduction  

 
 
DOCUMENTS ACCEPTED FOR IDENTIFICATION CHECK – 100 POINTS PER APPLICANT  
At least one item marked with an asterisk* MUST be supplied for each applicant 

☐ Birth certificate (50 points) * 

☐ Passport (50 points) * 

☐ Driver license (50 points) * 

☐ Proof of age card (50 points) * 

☐ Passport (50 points) * 

☐ Medicare card (40 points) 

☐ Tenancy ledger (20 points) 

☐ Previous tenancy agreement (20 points) 

☐ 2 most recent pay slips (20 points) 

☐ Bank statement (20 points) 

☐ Electricity statement (20 points) 

☐ Pension card (20 points) 

 



 

 

RENTAL PROPERTY DETAILS 

Address of Property: 

Lease commencement date: _ _ / _ _ / _ _ _ _ 

Lease term: _ _ Months  Rent per week: 

Have you inspected the property: Yes/No  Date inspected:  

Number of tenants:  

Names and description of occupants/dependants:  
1.  
2.  
3. 

Do you have pets: Yes/No   
• if yes then how many pets:   
• Description: 

 
APPLICANT DETAILS 
Given Name(s):  Surname: 

Current Address: 

Home Phone:  Work Phone: 

Mobile:  

Email:  

Date of Birth: 

Drivers Licence No:  Drivers Licence State: 

Passport No:  Passport Country: 

Vehicle Type:  Rego: 

 
EMERGENCY CONTACT DETAILS: 
Given Name:  Surname: 

Relationship:  Phone: 

Mobile: 

Address: 



 

 

CURRENT ADDRESS: 

Address: 

Type of occupancy: Agent / Private Landlord / Owner Occupier 

Email:  Phone:  

Contact name: 

Period of occupancy:  

Rent per week: $  Bond: $ 

Reason for leaving: 

 
PREVIOUS ADDRESS: 

Address: 

Type of occupancy: Agent / Private Landlord / Owner Occupier 

Email:  Phone:  

Contact name: 

Period of occupancy:  

Rent per week: $  Bond: $ 

Reason for leaving: 

 

PROFESSIONAL REFERENCE 1 

 

Name:  Relationship: 

Phone:  Email: 

PROFESSIONAL REFERENCE 1 

Name:  Relationship: 

Phone:  Email: 

PROFESSIONAL REFERENCE 2 

Name:  Relationship: 

Phone:  Email: 



 

 

OCCUPATION (CURRENT EMPLOYER): 

Occupation: 

Employer: 

Phone: 

Contact name:  Email: 

Period of employment:  Net income: $                                 per week 
 

OCCUPATION (PREVIOUS EMPLOYER): 

Occupation: 

Employer: 

Phone: 

Contact name:  Email: 

Period of employment:  Net income: $                                 per week 
  

COMPANY OR BUSINESS: (If self-employed evidence required - BAS or Tax Return statement) 

Company or business name: 

ACN or ABN:  Date formed: 

Address: 

Accountant name / Company name: 

Phone: 

Email: 

 

 

 

 

 



 

 

PRIVACY DISCLOSURE FORM  

This form provides information about how we use your personal information, as required by the Australian Privacy 
Principles in the Privacy Act 1988, and seeks your consent to disclosures to the TICA Group of companies (TICA) in specified 
circumstances. If you do not consent to the disclosure of your personal information to TICA we cannot process your 
application. As a professional asset manager, we collect personal information about you. The information we collect can be 
accessed by you by contacting our office.   

Primary Purpose:   
Before a tenancy is accepted, we collect your information to assess the risk to our clients in providing you with a property you 
have requested to rent and if considered acceptable provide you with a tenancy for the property. In order to assess your 
application, we disclose your personal information to: The Lessor / Owners for approval or rejection of your application, TICA 
Data Solutions Pty Ltd and TICA Assist Pty Ltd to assess the risk to our clients and verify the details provided in your tenancy 
application, any other persons to validate information supplied in your application and Other Real Estate Agents to assess the 
risk to our clients   

Secondary Purpose:   
During and after the tenancy we may disclose your personal information to: Trades people to contact you for repairs and 
maintenance of the property, Tribunals or Courts having jurisdiction seeking orders or remedies, Debt Collection Agencies 
and affiliated industries, TICA Data Solutions Pty Ltd to record details of your tenancy history, Lessors / Owners insurer in 
the event of an insurance claim and Future rental references to other asset managers / owners.   

TICA Statement   
As the TICA Group may collect personal information about you, the following information about the TICA Group is provided 
in accordance with the Australian Privacy Principles in the Privacy Act 1988. TICA Data Solutions Pty Ltd (ABN 70 638 779 521) 
is a tenancy database that records tenant’s personal information from its members including tenancy application inquiries 
and tenancy history. TICA Assist Pty Ltd (ABN 28137 488 503) is a database company that records information from 
mercantile agents and associated industries. In accordance with the Australian Privacy Principles, you are entitled to have 
access to any personal information that we may hold on any of our databases. To obtain your information from the TICA 
Group proof of identity will be required and can be made by mail to: TICA Public Inquiries PO BOX 120, CONCORD NSW 2137 
a fee of $19.80   

TICA Primary Purpose   
The TICA Group collects information from its members and provides such information to other members as a risk 
management system for the purpose of assessing a tenancy application. The TICA Group does not provide any information 
that it collects to any other individual or organization other than its own group of companies for any other purpose other 
than assessing a tenancy application or risk management system or locating system other than government departments 
and or agencies allowed by law to obtain information from the TICA Group.   

The personal information that the TICA Group may hold is as follows: Name, date of birth, driver’s license number, proof of 
age card number and or passport number (except Australian) and address at time of making a tenancy application, 
comments made by a TICA member in relation to your tenancy, which members you rented through and which members 
you applied to and which members are seeking you.   

TICA PRIVACY ACT ACKNOWLEDGEMENT:   

☐ I, the APPLICANT, have read and understood the Privacy Disclosure Form 

Name:  

Signature:  Date: 



 

 

PRIVACY DISCLOSURE STATEMENT  

We are an independently owned and operated business. We are bound by the National Privacy Principles. We 
collect personal information about you in this form to assess your application for a residential tenancy. We may 
need to collect information about you from your previous landlords or letting agents, your current or previous 
employer and your referees.   

Your consent to us collecting this information is set out below. We may disclose personal information about you 
to the owner of the property to which this application relates. If this application is successful, we may disclose 
your details to service providers relevant to the tenancy relationship including maintenance contractors and 
owner’s insurers. We may also send personal information about you to the owners of any other properties at your 
request. You have the right to access personal information that we hold about you by contacting our privacy 
officer. If you do not complete this form or do not sign the consent below then your application for a residential 
tenancy may not be considered by the owner of the relevant property or, if considered, may be rejected.  

CONSENT 

I the Applicant acknowledge that I have read the Privacy Disclosure Statement. I authorize the Agent to collect 
information about me from:   
1. My Previous letting agents and/or landlords;   
2. My personal referees;   
3. Any Tenancy Default Database which may contain personal information about me. I also authorize the Agent 
to disclose details about any defaults by me under the tenancy to which this application relates to any tenancy 
default database to which it subscribes including Tenancy Information Centre of Australia (TICA), National 
Tenancy Database (NTD) and/or Trading Reference Australia (TRA).   

I authorize the Agent to disclose the personal information collected about me to the owner of the property even 
if the owner is resident outside Australia and to any third parties – valuers, contractors, sales people, insurance 
companies, bodies corporate, other agents and tenancy default databases. 

Name:  

Signature:  Date: 
  

DECLARATION 

I acknowledge that this application is subject to the approval of the owner. I declare that all information 
contained in this application is true and correct and given of my own free will. I declare that I have inspected the 
premises and am satisfied with the current condition and cleanliness of the property. 
Name:  

Signature:  Date: 

 


