
Retail Bond Lodgement

1 Bond Details Mandatory Please Tick: New Bond Or Top-Up for
Retail Bond Number

Make Cheques payable to the OSBC Lodgement Amount $

2 Address of Shop Premises Mandatory
Shop / Unit No. Street No.

Street Name

Suburb Postcode

3 Tenant* Mandatory
Tenant Name(s) Tenant ABN / ACN

Contact first name Contact last name

Mobile Phone Email Address

Address other than Shop
PO Box Unit No. Street No. Street Name

Suburb Postcode Date this tenancy ends
    /    / 

4 Landlord* Mandatory
Landlord Name(s) Landlord ABN / ACN

Contact first name Contact last name

Mobile Phone Email Address

Address
PO Box Unit No. Street No. Street Name

Suburb Postcode

5 Managing Agent* Optional
Agency Name Property-Corporation Licence No.

Phone Email Address

Address
PO Box Unit No. Street No. Street Name

Suburb Postcode

6 Signature of Tenant Mandatory

Signature Date
    /    / 

7  Signature of Landlord/
Managing Agent Mandatory

Signature Date
    /    / 

8 Tenant
Tick here if you do not want your details added to the Office of the NSW 
Small Business Commissioner’s database, to receive notifications about 
important industry, business and lease information.

          IMPORTANT: Correct legal names must be used for all parties and businesses. This will make verification and processing of bonds quick and easy.

Please complete this form and lodge together with payment, within 20 days of receiving the retail bond. 
Send completed form to GPO BOX 5477, Sydney NSW 2001



1  Retail Bond Number and Amount of Bond:
Please make all cheques payable to the OFFICE OF THE SMALL 
BUSINES S COMMIS SIONER. We recommend that the landlord or 
agent draw a cheque on cleared funds. We do not accept liability for 
personal cheques. A Retail Bond Number will be issued to the 
landlord/agent and tenant when the bond has been lodged with our 

The bar code appearing at the top right hand corner is for internal 
processing purposes only . Please quote the Retail Bond Number that 
will be posted to you and not the bar code number in any future contact 
with our 
Additional Bond Money:
If you are lodging an additional payment to an existing bond, please 
ensure that the current bond number is quoted at the top of the form 
and mark the 'TOP UP B OND' section.

2  Address of Shop Premises:
Write the shop address in this space. 
Please ensure that the postcode is included in all address details.

3  Tenant:
The bond will be returned (as required) to the nominated legal entity or 
person named as tenant. The address for contacting the tenant must be 

to the shop address.

4  Landlord:
Where an agent is managing a property, the landlord will only be 
contacted if the agent no longer manages the property.

5  Managing Agents:
Managing agents must quote their agent ID number. If the ID number is 
not shown, the agent's Advice of Lodgement is not generated and the 
bond will not appear on the quarterly agents listing or the reports 
generated by online access. Inquiries concerning Agent ID numbers 
should be directed to the Fair Trading Information Centre: 133 220

6  Signature of Tenant:
The tenant, or a person having authority to deal with the bond on behalf 
of the tenant, must sign to all details of the lodgement and 
record their signature.
The landlord, the landlord's agent or the landlord's solicitor may NOT 
sign the form on behalf of the tenant.

7  Signature of Landlord/Managing Agent:
Agents letting the property but not handling its management should 
ensure that the landlord signs this section.

8  Statistical Data:
General information from this form is collated to generate aggregate 
retail leasing statistics and to monitor the quality of service delivered. 
Any personal information you agree the of the Small Business 
Commissioner may collect is voluntary and protected by the Privacy 
and Personal Information Protection Act 1998 (NSW) and the Health 
Records and Information Privacy Act 2002 (NSW).  The information is 
important for improving our services. The information may be used to 
send you communications such as newsletters, and invitations 
about business-related activities. 
Please refer to our website smallbusiness.nsw .gov.au/Privacy .html for 
more information on our privacy policy and your rights to access or 
correct the information.

9  Disclosure of Information:
Information provided on this  form may be dis clos ed to lawfully 
authorised government agencies upon demand.

HOURS:

TELEPHONE: Retail Leasing Information:
1300 795 534 

8.30am - 5.00pm Monday to F riday

WEB SITE: www.smallbusiness.nsw .gov.au

OFFICE OF THE SMALL B USINESS COMMISSIONER
Office of the NSW Small Business Commissioner

Hours 8.30am - 5.00pm Monday to Friday

Telephone 1300 153 335

Website smallbusiness.nsw.gov.au

1 Bond Lodgement/Retail Bond 
Number and Amount of Bond
Please make all cheques payable to the OSBC. A Bond Number 
will be issued to the landlord/agent and tenant when the bond 
has been lodged with our office. Please quote this Bond Number 
in any future contact with our office. You will also be able to use 
this number to look up your bond if you register for WeAgree. 
Additional Bond Money – Top up Bond
If you are lodging an additional payment to an existing bond, 
please ensure that the current Bond Number is quoted  
at the top of the form and mark the ‘TOP UP BOND’ section.

2 Address of Shop Premises
Write the shop address in this space. Please ensure that 
the postcode is included in all address details.

3 Tenant*
The bond will be returned to the tenant unless the landlord makes 
a claim on it. The bond will be paid out as agreed between the 
parties or as directed by a Court or Tribunal. The address for 
contacting the tenant must be different to the shop address.

4 Landlord*
Where an agent is managing a property, the landlord must advise 
us when/if the agent is no longer managing the property.

5 Managing Agents*
Managing agents must quote their Property-Corporate License 
number. The Property-Corporation Licence number is the agency’s 
licence number as shown on the Fair Trading and Onegov websites.

6 Signature of Tenant
The tenant, or a person having authority to deal with the 
bond on behalf of the tenant, must sign to confirm all details 
of the lodgement and record their signature.

The landlord, the landlord’s agent or the landlord’s solicitor 
may NOT sign the form on behalf of the tenant.

7 Signature of Landlord/Managing Agent
Agents letting the property but not handling its management 
should ensure that the landlord signs this section.

8 Statistical Data and Information Provision
Information from this form is collected for the purpose of 
generating aggregate retail leasing statistics, to monitor the 
quality of service provided, and for providing notifications and 
important industry, business and lease information. The supply of 
this information is voluntary. Your details will be stored in OSBC 
records. Information will be stored and managed in accordance 
with provisions under the Privacy and Personal Information 
Protection Act 1998. It will not be used for any other purpose and 
will not be given to any other third party except where required 
by law. You may access or correct your personal information by 
contacting OSBC on weagree.bonds@smallbusiness.nsw.gov.au. 
Please refer to our website smallbusiness.nsw.gov.au/Privacy.html 
for more information on our privacy policy and your rights  
to access or correct the information.

9 Disclosure of Information
Information provided on this form may be disclosed to 
lawfully authorised government agencies upon demand.

  | 

           IMPORTANT: Correct legal names must be used for all parties and businesses. This will make verification and processing of bonds quick and easy.

Office of the NSW Small Business Commissioner
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