WHO SHOULD READ THIS?

Tenants ‘Agents .Landlords

HOW TO:

RAISE A DEPOSIT
ALLOCATION
PROPOSAL

WITH TDS INSURED ON THE NEW TDS PORTAL

Printer-friendly



STEP BY STEP

How to Raise a Deposit
Allocation Proposal

To raise a deposit allocation proposal, start by pressing
End/Renew Protection. This can be done by accessing the

relevant tenancy.

TENANCY
DEPOSIT
SCHEME

# Q Viewlandlord

Agents v Landlords v

Edit Deposit | Tenancy Certificate &1, AddTen: nt | End/Renew Protection

Member: Test Agent1 (G11653) » Branch: Test By

Tenancy Information

Tenants v

HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

Help & Support v

Dashboard v

Address Flat 4 Beaton Court
Maylands Avenue
Hemel Hempstead

HP24AY
Unique ID 67EACCFUM
Deposit Amount £64000
Rent Amount £640.00

Start Date
Expected End Date
Deposit Received Date

Deposit Protection Start Date

15/12/2022

15/12/2022

15/12/2022

15/12/2022

Member
Branch
Landlord

Tenancy ID

Test Agent1
TestBranch 3
TestLandlord 3

997514055

Membership Information Tenants associated with this tenancy

Membership G11653
Number

Membership ID 11060
Membership Member
Status

Approved Body No Category

D Name Mobile
12503934 Homer Simpson 07894561235

12503935 Marge Simpson 07989885841

Email

Start Date

15/12/2022

15/12/2022

Filter:
EndDate

15/12/2022 | 4

Delete Edit

15/12/2022 | B
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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

You'll need to specify the tenancy end date in order to proceed further.

Please note that we are unable to consider cases for a dispute where the tenancy ended
more than 3 months ago.

LN J

TENANCY

DEPOSIT

SCHEME Agents v Landlords v Tenants v Help & Support v Dashboard v
View Tenancy

Member: Test Agent1 (G11653) » Branch: Test Branch 3 » Landlord: Test Landlord 3

Any fields marked with an * must be completed

Tenancy Details How Did The Tenancy End?

Address Flat 4 Beaton Court End Type

Maylands Avenue
v Select one of the type to determine how the tenancy ended
Hemel Hempstead

HP24AY
Renewed Periodic NoDispute
Deposit Amount £640.00
/) Endedin dispute Delete Tenancy Transfer
Tenancy end date * 24/04/2023 4
Note Note ’

%

CANCEL V5%V
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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

You'll be taken to an application form where you will need to complete the following

sections:

What we will accept : acknowledgment of the types of claims TDS can deal with;
Terms agreement : for TDS to resolve the dispute;

Tenancy Details : details of the tenancy;

Tenant Details : details of an tenants who lived at the property;

Agent Details : your details; and

Confirm Submission : a final review of the application form.

LN

TENANCY

DEPOSIT

SCHEME Agents v Landlords v Tenants v Help & Support v Dashboard v
A Q Test Agent1

Any fields marked with an * must be completed

Agent Application

What TDS can and can't deal with 1ofé

What we will accept

TDS can deal with claims against a tenancy deposit for things TDS will not accept disputes:
Terms Agreement e « ifthe depositisn't protected by TDS
« Cleaning « Where the tenancy hasn't ended within the past 3 months
Tenancy Details « Damage « where the parties haven't tried to negotiate a solution before
* Redecoration coming to TDS
Tenant Details * Gardening « if the tenant hasn't left the property
* RentArrears « if the tenancy is not an Assured Shorthold Tenancy
Agent Details « Missing Items « between landlords and their agents
* Any other costs that the tenancy agreement might require a * between individual tenants
tenant to pay from their deposit at the end of a tenancy + that are not sbout the deposit

Confirm Submission ! °
o that are counterclaims (claims by tenants against landlords for

compensation)

* Please note that you will need to fully complete your submission
online OR by post. We may reject applications that are submitted
using amix of both options.

| Agree
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‘ HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

Once you have provided your agreement to the terms, you should specify the number of

tenants that lived at the property.

Any fields marked with an * must be completed

Agent Application

What we will accept

Address of property Flat 4 Beaton Court Maylands Avenue
Terms Agreement Hemel Hempstead
HP2 4AY
Tenancy Details
Deposit Amount £640.00
.
Tenancy Start Date 15/12/2022 ’
Agent Details
Deposit protection registered date 15/12/2022
Confirm Submission
The Tenancy Ended On* 24/04/2023 ’
No of adult tenants who lived at the property * 0

ants wiho lived at the property is required and

v

For each tenant, you will need to provide their details so that we can contact them about
your claim. You must provide either an email address or a telephone number for us to
contact the tenant about your claim.

Agent Application

What we will accept

Title* Mr. ’
Terms Agreement Firstname* Firstname [--1g
Tenancy Details Surname" — ,
jeaatbetiis Postcode Postcode n ’

Agent Details Sub Building Name Sub Building Name 4
Confirm Submission Building Name or Number Building Name or Number 4
Street Street 4
Locality Locality 4
Town Town -
County Select County -
Country United Kingdom =
Email Email “
Phone* Phone 2
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‘ HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

You'll be asked to confirm that the details provided are true and accurate.

Once you confirm this, we will create a new case for you where you'll be able to provide

details of how you want the deposit to be allocated at the end of the tenancy.

X

TENANCY

DEPOSIT

SCHEME Agents v Landlords v Tenants v Help & Support v Dashboard v
# Q James Jackson

Generating link to Dispute

Your application has been saved and s in the process of creating your dispute. This
shouldn't take longer than a few minutes

If you feel this is taking too long please contact us

Your dispute reference number is: UAT2:EWI00000382

BACKTOTENANCY = VIEW DISPUTE
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‘ HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

STEP BY STEP
Deposit summary

Once you have completed your initial application to raise
a deposit allocation proposal with TDS Insured, you will be
taken to the deposit summary page below.

At the top of the page there are two tabs — Deposit summary and My account.

When selecting Next Step from the previous page, you will automatically land on the
'‘Deposit summary’ tab. Select Continue to continue on to the '‘Deposit allocation
proposal’ page. To return to your account with TDS Insured, select Back to deposit

management.

DEPOSIT Agents v Landlords v Tenants v Help & Support v Dashboard v

TDSN reference number UAT2:EWI00000382

Status New
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‘ HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

On the 'deposit allocation proposal’ page, you will see the tenancy end date and the total

deposit amount.

LN J
TENANCY
DEPOSIT Agents v Landlords v Tenants v Help & Support v Dashboard v
SCHEME
Welcome Test Agentl
{@yDeposit summary @My account

Deposit allocation proposal

This deposit has been protected under our

4 Goback )
Insured scheme and is therefore held by
the agent/landlord,

Tenancy end date Deposit amount
24/04/2023 £640.00 to
Do you want to make deductions from the deposit? A BRI

cannot be increased after you proceed,

Yes No although you will be able to negotiate

further about the deposit if the other

party does not agree to your proposal

You will be asked whether you wish to make
deductions from the deposit amount at this
stage.

If you select No to this question, TDS will
ask you to release the deposit funds to the
tenant(s).

We also recommend that you contact the
tenant(s) to let them know that you are
releasing the funds to them.

80O



HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

You can select Go back at any time to be taken back to the previous step.

DEPOSIT Agents v Landlords v Tenants v Help & Support v Dashboard v

Welcome Test Agentl

§yDeposit summary @My account

Deposit allocation proposal

g h This deposit has been protected under our
4 Goback )
. Insured scheme and is therefore held by
the agent/landlord.

Tenancy end date Deposit amount Make sure the sums you request are
24/04/2023 £640.00 reasonable and that you hold evidence to
support the amounts claimed.
Do you want to make deductions from the deposit? e VU e uast

cannot be increased after you proceed,
further about the deposit if the other

. . party does not agree to your proposal.
This deposit has been protected under our Insured Scheme and is therefore

held by the agent/landlord.
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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

If you do wish to make deductions to the tenant(s)’ deposit, select Yes.

TENANCY
DEPOSIT Agents v Landlords v Tenants v
SCHEME

Help & Support v Dashboard v

Welcome Test Agent1l

@ Deposit summary

My account

Deposit allocation proposal

(( Go hark>

Tenancy end date : Deposit amount
24/04/2023 1L £640.00

Do you want to make deductions from the deposit?

Yes No

Please enter in the fields below, how much of the deposit you agree to be paid to the tenant(s) and how much
you want to request using the claim items below.

The amounts you claim should include any amounts already agreed by the tenant(s).

The total of these amounts must match the amount protected with TDS Insured as shown above.

‘Amount to tenant(s)
This should include any sums you have already returned
to the tenant(s)

£0.00
Amount claimed for:

Cleaning

£0.00

Damage

£0.00

Redecoration

£0.00

Gardening

£0.00

Rent arrears

£0.00

Other

£0.00

Amount of deposit to be paid to
Test Agent1:

The deposit has been protected under our
Insured scheme and is therefore held by

the agent/landlord.

Make sure the sums you request are
reasonable and that you hold evidence to
support the amounts claimed.

Please note, the amount you request
cannot be increased after you proceed,
although you will be able to negotiate
further about the deposit if the other
party does not agree to your proposal.

If your total claim exceeds the tenant’s
deposit, you will have the opportunity to
add further details if the case proceeds to
adjudication. Please remember that TDS
will only adjudicate up to the deposit
amount and cannot make an award which

exceeds the deposit.
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‘ HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

You will be asked to confirm how much money has already been paid to the

tenant(s).

Any part of the deposit amount that has been returned to the tenant(s) already

will not be considered if the case proceeds to adjudication.

Deposit allocation proposal

( 4 Goback |

Tenancy end date Deposit amount
24/04/2023 £640.00

Do you want to make deductions from the deposit?

Yes No

Please enter in the fields below, how much of the deposit you agree to be paid to the tenant(s) and how much
you want to request using the claim items below.

The amounts you claim should include any amounts already agreed by the tenant(s).

The total of these amounts must match the amount protected with TDS Insured as shown above.

Amount to tenant(s)
This should include any sums you have already returned
to the tenant(s)

£0.00

Amount claimed for:

100



‘ HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

If your deductions to the tenant(s)’ deposit exceed the total deposit amount protected
by TDS Insured, you will have the opportunity to add further details if the case proceeds

to adjudication.

If you are planning on making any deductions to the tenant(s) deposit, you will be asked at
this stage to specify the categories that your deductions fall under. The total amount you
are claiming will automatically add up at the bottom of the form when the individual claim

categories are filled out.

Amount to tenant(s)
This should include any sums you have already returned
to the tenant(s)

Amount claimed for:

Cleaning

Damage

Redecoration

Gardening

Rent arrears

Other

Amount of deposit to be paid to
Test Agent1:
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‘ HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

You can only claim up to the value of the deposit. However, If your deductions
exceed the total deposit amount protected, you'll be asked to tell us the total value
of your claim, you'll have the opportunity to add further details of your claims in

excess of the deposit if the claim needs to proceed to adjudication.

If you've already tried to negotiate with your tenant before using our services, you
can select to opt out of our self-resolution process. Doing so will skip the
self-resolution part of the process, and you'll be asked to provide your evidence for

the claim if the tenant doesn’t agree to your proposal.

Deposit allocation proposal

<4

Tenancy end date Deposit amount
11092023 £1,000.00

Do you wans to make dedections fram the deposit?

Dot your claim exceed the deposit amount ?
Yer L]

What is your total claim?

Where your clifim may exceed the depasit valee, pleate enter your total dlaim
You will be able to provide us with detadls regaeding this sum hould the case
be sccepted for adjudication

If you harve dlready attempred negotiations with the tenanls] and can provide
evience 10 Support This when requested, you can choose 10 09t aut of self
resolution for this case by ticking this box

Please ercer In the Selds below, how much of the deporit you agree 50 Be pad 1o the tenant]s) and how much

YOu want 50 reQuent ¥ w clatm iterms Below
The amounts you claim should include any amounts Jlready agreed by the tenands

The 106 of these amounts must macch the amount protected with TDS irsured 25 shown above

Amount 2o tenan(s)
THS should Include avy sums you hrve dready recurned
©o the terant(s)

1300



HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

Once you have completed your initial proposal, please select Continue to review your

proposal.

Amount to tenant(s)
This should include any sums you have already returned
to the tenant(s)

£0.00

Amount claimed for:

Cleaning

£0.00

Damage

£0.00

Redecoration

£0.00

Gardening

£0.00

Rent arrears

£0.00

Other

£500.00

Other text

Unpaid Utilities (£300.00); Early Release (£200.00)

Amount of deposit to be paid to
Test Agentl:

1400



HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

Your proposal summary will feature:
o The tenancy end date

9 Any amount that you have already returned to the tenant(s), or any amount that you

are planning to return to the tenant(s)

€D Anydeductions that you wish to make to the tenant(s)’ deposit

LN
TENANCY
DEPOSIT Agents v Landlords v Tenants v Help & Support v Dashboard v
SCHEME
Welcome Test Agent1l
@}Deposit summary @My account

Deposit allocation proposal

\(( Go bau«)

Tenancy end date 24/04/2023
Deposit amount £640.00
Amount to tenant(s) £0.00
Amount to Test Agent1 £640.00
Cleaning £50.00
Redecoration £50.00
Rent arrears £40.00
Other £500.00
Other text Unpaid Utilities (£300.00); Early Release (£200.00)

By clicking “Submit” you confirm that you wish to submit the deposit allocation proposal as set out above.

The amount you have claimed cannot be increased after you click “Submit”, although you will be able to negotiate
further about the deposit if the other party does not agree to your proposal.
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Once you are happy with your proposal, select Submit to

HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

submit your proposal to TDS Insured.

Deposit allocation proposal

Tenancy end date 24/04/2023
Deposit amount £640.00
Amount to tenant(s) £0.00
Amount to Test Agent1 £640.00
Cleaning £50.00
Redecoration £50.00
Rent arrears £40.00
Other £500.00
Other text Unpaid Utilities (£300.00); Early Release (£200.00)

By clicking "Submit” you confirm that you wish to submit the deposit allocation proposal as set out above,

The amount you have claimed cannot be increased after you click “Submit”, although you will be able to negotiate
further about the deposit if the other party does not agree to your proposal

Note: You will not be able to increase your claimed amount after you click Submit - so

make sure to review your proposal fully before finalising it.
You can press Go back to return to your deposit allocation proposal before you submit it.

Once you press Submit, you'll receive a message to tell you that you have successfully

submitted your deposit allocation proposal to TDS.

To return to view your completed proposal at this stage, press Go to deposit summary.

16 O ©



‘ HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

‘ TENANCY
DEPOSIT Agents v Landlords v Tenants v Help & Support v Dashboard v
SCHEME

Welcome Test Agentl

¢@yDeposit summary @My account

©

Thank You!

We have now received your deposit allocation proposal.

TDS will review your proposal and contact you directly if we require any
further information from you. We will contact you again by email when we
have asked the tenant(s) to respond to your proposal.

At this stage, our team will review your proposal. We'll contact
you using the details that you previously provided if we have
any questions about your submission.

Once our team have reviewed your proposal, we will contact the tenant(s) and invite them
to respond. The tenant(s) have 10 working days from the date of our contact with them to

submit their response.

You'll receive an email notification from TDS Insured once we invite the tenant(s) to
respond to your proposal. If the tenant(s) do not respond within this time, our team will

contact them to investigate the reason why they did not respond within the timeframe.

If the tenant(s) accept your proposal, you'll receive an email from TDS Insured
confirming that they have accepted your proposal, and that the deposit will be paid in line

with your agreement.

If the tenant(s) disagree with your proposal, you'll receive an email from TDS Insured
to confirm their disagreement. You'll then be invited to access your account to engage in
self-resolution with the tenant(s). All parties must engage in the process before the case

can be considered for adjudication.
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