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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

HOW TO:

RAISE A DEPOSIT 
ALLOCATION 
PROPOSAL
WITH TDS INSURED ON THE NEW TDS PORTAL

WHO SHOULD READ THIS?

Tenants Agents Landlords
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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

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.
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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. 
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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:

 1  What we will accept : acknowledgment of the types of claims TDS can deal with;

 2  Terms agreement : for TDS to resolve the dispute;

 3  Tenancy Details : details of the tenancy;

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

 5  Agent Details : your details; and 

6  Confirm Submission : a final review of the application form.
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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.  

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.
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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.
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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.
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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.

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.
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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

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



11

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.
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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.
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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.
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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

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

proposal.
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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

Your proposal summary will feature:

 1  The tenancy end date

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

are planning to return to the tenant(s)

3  Any deductions that you wish to make to the tenant(s)’ deposit
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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

Once you are happy with your proposal, select Submit to 
submit your proposal to TDS Insured.

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.
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HOW TO RAISE A DEPOSIT ALLOCATION 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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HOW TO RAISE A DEPOSIT ALLOCATION PROPOSAL

0300 037 1000 deposits@tenancydepositscheme.com tenancydepositscheme.com

mailto:mailto:%0Ddeposits%40tenancydepositscheme.com?subject=Annual%20Membership%20Enquiry
https://www.tenancydepositscheme.com
https://www.instagram.com/tenancydeposits/
https://www.facebook.com/tenancydeposits/
https://www.youtube.com/user/TenancyDeposits
https://twitter.com/tenancydeposits
https://www.linkedin.com/company/2027944/?trk=NUS_CMPY_FOL-nhre
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