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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

STEP BY STEP

IF THE PARTIES HAVE
BEEN UNABLE TO
REACH AN AGREEMENT

If the parties have been unable to reach an agreement regarding
the allocation of the deposit, you will be asked by TDS to
provide evidence for a TDS adjudicator to consider.

You'll receive an email from our team asking you to provide evidence and the amount that

is in dispute.
Note: You should not send TDS any funds that have been agreed between the parties.

To provide your evidence, access the relevant deposit under your TDS account. You'll be
directed to the Deposit summary screen, as seen below. This page will show the details of

the tenancy that you have provided, as well as the current stage that the case is in.

LN
. DEPOSIT Agents v Landlords v Tenants v Help & Support v Dashboard v
Welcome Test Agentl
@Deposit summary @My account
Address 67, Broadlands Avenue, Chesham, Buckinghamshire, HP5 1AL
This is the agent/landlord's opportunity to
Tenancy end date 27/09/2019 provide details of the claim and evidence
: to support it. The applicant can return to
Deposit amount £850.00
edit the response at any time up to
TDSN reference number UAT2:EWI00000383 Lol uring the process, the
submission will be saved automatically
Status Evidence gathering agent/landlord achtmethebpplinEpreSesiConaines
Lead tenant name Test Tenant

After 16/05/2023, the information
provided will be made available to the
tenant(s) and they will be asked to provide

Back to deposit management

their response. The adjudicator will use all
the information from both parties in

making their decision. It is important that
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HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

If you havent paid the disputed amount into TDS at this stage, you'll see an option to pay

the funds in online.

TENANCY
DEPOSIT Agents v Landlords v Tenants v
SCHEME

Help & Support v Dashboard v

Welcome Test Agentl

@Deposit s

&My account

Address 67, Broadlands Avenue, Chesham, Buckinghamshire, HPS 1AL
Tenancy end date 2700012019

Deposit amount £850.00

TDSN reference number UAT2:EWI00000383

Status nce gathering agent/landlord

Lead tenant name

This is the agent/landlord’s cpportunity o

provide details of the claim and
16 support it. The applicant can return to
edit the response at any time up to
16/05

subi

2023, During the process, the

sice will be saved automatically

€ach time the applicant presses ‘Contimoe’.

After 16/05/2023, the information
provided will be made available to the
tenant{s) and they will be asked to provide
their response. The adjudicator will use alt
the information from both parties in

making their decision. It &5 important that

the ages

Siord provide the

information they wish the adjudicator to

see now. TOS Insured will generally not

contact gain to ask for more

information.

Disputed funds ace also required to be

sent to TDS within 5 working days.
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

Your deadline to provide your evidence for the dispute is noted in the column to the right

of the page.

Please note: You must make sure that you have submitted all the evidence that you
consider necessary to prove your case to the adjudicator. TDS cannot accept evidence
supplied by the parties via email. It is important that you provide any evidence that you

wish for the adjudicator to consider via the online portal only.

You should make sure that you send the disputed funds to TDS within 5 working days
of TDS requesting you to supply your evidence. You will receive an email from our team

advising you how to do this.

To continue to provide your evidence for the dispute, select Submit evidence at the top of

the page.

TENANCY
DEPOSIT Agents v Landlords v Tenants v Help & Support v Dashboard v
SCHEME
{@sDeposit summary &My account
Address 67, Broadlar
Tenancy end date 27/09/201¢
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

On the next page, you will see a summary of your proposal so far.

You can go back to the summary page or cancel your dispute at any time. If you want to

cancel your dispute, simply select Cancel dispute at the top of the page.

If you choose to cancel your dispute, TDS Insured will ask you to confirm that you wish
to cancel your dispute. If cancelled, our team will release any disputed funds that we

currently hold to the tenant(s) in full.

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

Welcome Test Agentl

§¥Deposit summary @My account

Cancel dispute

Please click 'Confirm' if you want to cancel the dispute.

If you confirm, we will advise the tenant(s) to expect repayment from you within 5 working days in accordance
with the rules of the scheme.

If you do not want to cancel the dispute, press 'Go back'.

{ Goback
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

We will also notify the parties that the dispute has been canceled.

f we are holding any
disputed funds, we will release these funds to the tenant(s) at this stage.

LN

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

Welcome Test Agentl

@Deposit summary @My account

Address 67, Broadlands Avenue, Chesham, Buckinghamshire, HP5 1AL

Tenancy end date 27/09/2019

Deposit amount £850.00

TDSN reference number UAT2:EWI00000383

Status I Case closed - resolved without adjudication I

Lead tenant name Test Tenant

Back to deposit management
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. HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

If you wish to continue to provide evidence for the dispute, you'll be asked to confirm

that you consent to TDS handling the dispute.

By providing your consent, you'll be consenting to TDS Insured sharing the information
that you provide with the other party and the adjudicator. You will also agree that the

decision made by the adjudicator will be final and binding on the parties.

If you havent provided your payment details at this stage, you'll be asked to provide these
details at this point.

o0
Cleaning
£50.00
Damage
£100.00
Gardening

£150.00

Rent arrears

£50.00

Other

£500.00

Please provide us with or review your payment instructions. You are unable to continue to submit your evidence if you
do not provide these. These payment instructions will be used for any award due to you following adjudication. Joint
tenants will need to provide their payment instructions for their share, via their own TDS account.

Add bank details

Please give your consent to the following:
| give authority to TDS to consider my dispute and confirm that:

® | accept responsibility for ensuring that any personal information | submit complies with the requirements of the
Data Protection Act 2018, and the UK GDPR;

® | consent to the information | provide being shared with the other party to the dispute, the adjudicator and anyone
else involved in resolving it;

® | agree that the decision of the adjudicator will be final and binding in accordance with the Rules for the
Independent Resolution of Tenancy Deposit Disputes.

I consent to the above

Continue
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

Once you have provided your consent for TDS to handle the dispute, select Continue.
On the next page, you'll be asked to provide the key documents for the dispute.

The key documents for a dispute are:

o Arecord of the tenant’s obligations (normally in the form of a tenancy agreement)
G A check-in report

e A check-out report

If you are also claiming for rent arrears, you will be asked to provide a rent statement.

All the questions below are mandatory to complete. You must answer either Yes or No to

these questions.

Key documents Claim breakdown Additional comments Review submission

You have until 16/05/2023 to submit details of your case and your evidence.

Total claim amount Does your total claim exceed the deposit amount?
Yes No
Tenant's obligations and use of the Do you have a tenancy sgreement?
deposit
Yes No
Condition of the property at the Do you have an inventory/check-in report?
start of the tenancy
Yes No

Condition of the property at the end Do you have a check-out report?

of the tenancy

Yes No
Payment of rent Do you have a rent statement?

Yes No
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

If you do not have one, or more, of the key documents required, can still continue with
your submission, but please bear in mind that failure to submit key documents may
compromise your chances of success. You may wish to reach out to the tenant to come

to a resolution on this basis.

The documents that you submit must be under 20MB in size, and must be uploaded in

one of the formats found on the grey sidebar to the right of the page.
You will only be able to add up to one file per key document at this stage. However, you
will have the option to add further files in the following sections.

To add a document or file, select Yes next to each request. You will then be able to upload
your chosen document from your local device.

In this section, you should submit
documents that may be relevant for
multiple claim items. For example, if you
have claims for cleaning and gardening,
we only need you to submit your
inventory once. You will be invited to
submit additional evidence which is
relevant to particular claims areas in the

next step(s).

The following file types are supported:

.csv .doc .docx .pdf .ppsx .ppt .pptx.rtf .txt
Xls .xlsx .odt .bmp .jpg .Jpeg .png .tif .tiff

.mp3 .wav.mov .mpeg .mpg .zip

You may add one file to each section. The

size limit for any individual file is 20mb.
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

If you need to attach an image as evidence, you will be asked to provide a label for the

image.

Try to pick a label that describes the image you are uploading. In this example, we are
uploading the tenant’s obligations, so we will label the image as ‘Tenancy Agreement’

followed by the tenant’s name.

N
Tenant's obligations and use of the Do you have a tenancy agreement?
deposit
Yes No
3148f454-e6ba-4ee0-8733-907ac109022.png
uploaded
8KB
Description: Tenancy Agreement - Test Tenant
Tenant's obligations and use of the Do you have a tenancy agreement?
deposit

e 3148f454-e6ba-4ee0-873a2-€907ac109022.png

7 : |
0kb of 8kb
Drag and drop file You are uploading an image - please give a label or
OR description.

Upload
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

submitted your key documents, select Continue

at the bottom of the page.

You will then be asked to provide further details and evidence relating to each category

of claim that you mentioned in your initial proposal.
At the top of each claim category you will see:

o The amount requested

o The amount agreed by the tenant(s)

o The remaining amount in dispute

@}Deposi[ summary {,My account

Submit evidence

[ qcoback (NS

Key documents Claim breakdown Additional comments Review submission

You have until 16/05/2023 to submit details of your case and your evidence.

Your claim for cleaning

Requested by you Agreed by tenant(s) Amount in dispute

£50.00

100
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HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

Below this, you will be asked to provide a breakdown for your claim, along with any

clauses of the tenancy agreement and evidence that you wish to rely on.

Your claim for cleaning

Requested by you

Please describe your claim for
cleaning and set out each cleaning
claim separately by room

Hyour claim relates to more than ane room, you

will need to set out your claim room by room.

What clause(s) in the tenancy
agreement support your claim for
cleaning?

You nced to point the adjudicator to exactly
where the evidence i in the information
provided. For example, poge 2 of the tenancy
agreement under clause 11.3. f you are making

multiple claims, each one must be referenced.

What is your evidence of the
property’s cleanliness at the start of
the tenancy?

You need to point the adjudicator to exactly
where the evidence i in the information
provided. For example, page 6 of the checkin
report under the heading Kitchen'.f you are
making mltiple claims, each one must be

referenced.

What is your evidence of the
property’s cleanliness at the end of
the tenancy?

You need to point the adjudicator to exactly
where the evidence i in the information
provided. For example, page 12 ofthe check out
report under the heading ‘Bedroom 1 If you are
making mltiple claims, each one must be

referenced.

What evidence supports the value of
the claim you are maling?
The invoice must clearly st each of the areas

highlighted as cleaning claims above

Agreed by tenant(s)

Amount in dispute

£50.00

.csv.doc docx .pdf ppsx.ppt ppbx.rtf et
xls xisx.odt .bmp jpg jpeg .png .4if iff
.mp3 .wav .mov .mpeg .mpg Zip

If you provide a photograph, you will be
asked to label it clearly.

If you are able to break down each claim
to provide more detail it will help the
adjudicator understand more about the
sum you are claiming. When answering the
questions, please refer to all of your
evidence, including the tenancy
agreement, inventory/check-in and check-
out information to demonstrate how your
evidence supports the claim you are
making.

The adjudicator will not construct the
claim for you from the evidence you
provide 50 you should point out clearly
how the evidence you have provided

supports each element of your claim.

I you are having difficulty providing
evidence or answering the questions, you
can return and complete or add to your
submission before 16/05/2023. If you do
not have relevant evidence, you may wish
to consider cancelling the dispute. If you
do so, the outstanding deposit will be due

back to the tenant(s).

The size limit for any individual file is
20mb. You may add up to 10 files for
cleaning and 5 files for damage,
redecoration and gardening, in addition to
the key documents previously added.

© View our help article here.
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

The grey text under each point will help you to understand what the adjudicator

requires under each category.

You should be as explicit and clear as possible when providing a breakdown for your

claim. If the claimed category includes multiple amounts, you should list each amount

clearly under the first section.

Your claim for cleaning

Requested by you Agreed by tenant(s) Amount in dispute

£50.00

Please describe your claim for

cleaning and set out each cleaning My claim for cleaning is split into two parts
claim separately by room

- General clean of the property (£20.00)

- Oven clean (£30.00)

If your claim relates to more than one ro

will need to set out your claim room by

1300



‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

Please bear in mind that you will only be able to provide a limited number of files under

each claimed category, excluding the key documents that you have submitted previously.

Our experience is that the key documents set out in the sections above are the most
important pieces of evidence in any dispute involving a deposit or deposit replacement
product. These should be comprehensive and clear and reduce the need for large volumes

of additional evidence.

In the past, we have received evidence submissions running into many hundreds and
sometimes thousands of pages, large parts of which are not relevant to the dispute.
We limit the number of items that you are able to provide per individual claim area to

encourage the parties to focus on the most relevant additional information only.

For further information on the evidence TDS can accept, please see the Help Article to

the right of the evidence gathering journey

The size Limit for any individual file is

What is your evidence of the
property's cleanliness at the end of
the tenancy?

the key documents previously added

avided. For example, page 12 of the check @ View our help article here.

eferenced.

What evidence supports the value of
the claim you are making?
ighted

Please upload evidence relating to
your cleaning claim

/I\ . No file Selected

H
H
H
i
i Drag and drop file
H
H
H
H

OR -

Browse

0kb of Okb
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

Once you're happy with your submission for this category, select Continue to proceed to

the next category.

Please upload evidence relating to

Browse

your cleaning claim

3148f454-e6ba-4ee0-873a-e907ac109022.png

uploaded

8KB

Description: Invoice for EoT clean

c069980e-f5ac-4c2d-9bc6-9a2942ff9bfa.png

uploaded

50 KB

Description: Payment confirmation
B .
H 1
H 1
i A i
- ™ -
H ‘ No file Selected H
E Drag and drop file H

1

i OR :
. 1
4 1
H 1
' 1
H 1
' 1
. 1
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‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

Once you've provided the details of your claim and your supporting evidence under each

category, you will be asked to provide any additional comments in support of your claim.

Once you have provided your additional comments for your claim, select Continue.

L N J
TENANCY
DEPOSIT Agents v Landlords v Tenants v Help & Support v Dashboard v
SCHEME
Welcome Test Agentl
@3Deposit summary &My account

Submit evidence

[ERECETS]  Concel dispute

1 2 a 4

Key documents Claim breakdown Additional comments Review submission

If you have any additional comments
to make in support of your claim,
please do so here

16 O ©



‘ HOW TO RESPOND DURING THE EVIDENCE GATHERING PROCESS

You'll see a success page to inform you that your submission has been saved successfully.

{@sDeposit summary @My account

Submit evidence

[ 4 GCoback |EEELIENNINE

.

Key documents Claim breakdown Additional comments Review submission

Everything you added in the previous steps has been saved and you may safely leave this page. You may return to review
or amend your submission until 16/05/2023.

The tenant(s) cannot see your submission until after 16/05/2023.

You will not be able to amend your evidence after 16/05/2023. After 16/05/2023 we will invite the tenant(s) to view
your submission make a submission of their own within a further 10 working days.

After the tenant's deadline has passed, the case will be reviewed and progressed to an adjudicator who will make a
decision usually within a further 28 calendar days. You will be able to view the tenant's submission after their deadline
has passed, but will not be able to comment on it.

You can cancel your dispute at any time during these stages by selecting 'Cancel dispute' at the top of this page. If you

did this, you must return the remaining deposit to the tenant(s).
Go to deposit summary

To leave this page select Go to deposit summary at the bottom of the page. If you return to
the deposit summary at any point before your deadline, you'll be able to review and amend
your submission.

You will not be able to amend your submission once the deadline to provide your
evidence for the dispute has passed.

Our team will contact the tenant(s) and invite them to view your submission and make
comments. You can view the tenant’s comments after their deadline, but you will not be
able to make any further comments in return.

Once the tenant(s) have commented on your submission, our team will review the evidence
provided by the parties. The case will proceed to adjudication if our team consider that an
adjudication is required. Once the dispute has been reviewed, the adjudicator aims to issue
their decision to the parties within approximately 28 calendar days

1700
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