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Request a bond refund 
Agents can use this process to request a bond refund.  
 
 

1. Sign into the Rental Bonds Portal using your registered email address and password, then click 

‘Sign In’. 

 

 
2. The agencies or branches that you are registered with will appear in the selection box, along with 

your role type (Agent or Agent Administrator). Click the agency you want to access.  
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3. The Manage Bonds screen will open, displaying the bonds for the selected agency account.  

 

 
 

4. Open the required bond in ‘Lodged’ status from the Manage Bonds home screen by clicking on the 

bond number. 

 

 

 

 

 

 

 

 

 

5. The bond summary page will display. Click on ‘Options’ in the top menu bar. 

 



 

 

 

ACT Revenue Office 
ABN: 45 096 207 205 

 

Rental Bonds Portal – Agent user guide for how to request a bond refund  4 
July 2026 

6. Click on ‘Request Refund’. 
 

 
 
 
 
 
 
 
 
 

 

7. The Request Refund form will appear. Ensure that refund disbursements are correctly allocated, 

then click ‘Next’. 
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8. Enter the ‘Tenancy End Date’ and the tenant’s bank account details for the refund. Use the toggle 
switch to omit bank details if you do not have the tenant’s bank information. Then click ‘Next’. 

Note: where a portion of the bond refund is to be allocated to the agency, the agency’s registered 

bank account details will be automatically prefilled. If required, Agency Admin users can update 

these details through the Agency Profile prior to the request being submitted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. The summary page will display. Review all details and ensure they are correct. 
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10. Once all information has been checked, tick the box ‘I confirm that these details are correct at the 

time of submission’, then click ‘Submit’. 

 

 

 

 

 

 

 

11. Following submission, the successful submission message will display. The bond will now be in 

‘Refund Pending’ status. 

If the managing agent is requesting a refund where the tenant is receiving less than 100% of the bond, 

a Bond Refund Notice email will be sent to the tenant/s for approval. The tenant/s have 14 days to 

respond to the notice in writing, at which time the refund will be actioned and completed by the 

Rental Bonds Team. 

 

Disclaimer 
 
All identity information used in this document depicts fictitious operations with sample data used to 
develop sample processes for the Rental Bonds Portal. Any resemblance to actual names, addresses, 
contact numbers, rental values or bond amounts is coincidental.  
 


