(DATE), 2015

Tenant One

1000 Tenant’s Address  

Vallejo, CA 94591
RE: Invoice and Accounting of 1000 Tenant’s Address, Vallejo, CA 94591
Dear Mr. and Ms. Tenant:

Please be advised that you will not receive return of your $1,250.00 security deposit for the property addressed above.  The security deposit was applied to the balance of past due rent and repairs in accordance of your lease agreement as follows:

Past Due Rent 


June 2014: 06/01/2014-06/30/2014

$1,250.00





July 2014: 07/01/2014-07/31/2014

$1,250.00

Repairs  


List Repair Here



$225.00

Repairs  


List Repair Here



$225.00





SUBTOTAL DUE



$3,250.00




GRAND TOTAL DUE



$3,250.00
(NOTE: DELETE THE INFORMATION BELOW BEFORE SENDING THIS ACCOUNTING TO YOUR TENANTS)

Note on Repairs: If you have a third party perform repairs, list total amount of invoice from the invoice. Attach a copy of the invoice with this accounting. If you use an estimated amount from a contractor, attach the invoice to the accounting. When the final invoice is issued, submit this accounting again with final invoice. Make sure your third party has their name, address and telephone number on their invoices. If they do not, type up their name, address and telephone number on this accounting in the repair section.

Note if you do repairs yourself: You must itemize each item you are charging your tenant. If you buy materials you must itemize each item on the accounting and provide a copy of the receipt of the item with the invoice. If you will be charging for your labor, you must state the hourly rate and number of hours/time worked on the job. Your rate should be reasonable under the circumstances.

THIS ACCOUNTING MUST BE SENT WITHIN 21 DAYS OF YOUR TENANT(S) VACATING YOUR PROPERTY. Send your tenant(s) this accounting to their last known address/forwarding address by certified mail and regular mail. FAILURE TO SEND AN ACCOUNTING TO YOUR TENANT WITHIN 21 DAYS FOREFEITS YOUR RIGHT TO RETAIN YOUR TENANT’S SECURITY DEPOSIT!
LANDLORD’S NAME HERE

1000 LANDLORD WAY

VALLEJO, CA 94591

Phone: (707) 000-0000

