
Date: 
 
 
To Whom it May Concern, 
 
The security deposit for the rental unit was provided by AGENCY NAME 
 
As the unit received a full or partial assistance with the security deposit. It has 
been requested that you notify AGENCY NAME when the lease is terminated 
and to return the portion of the security deposit, minus any damages due, to 
AGENCY NAME. In accordance with the Truth in Renting Act of 1972 
evidence that notice of damages due was provided to the tenant within 30 days 
of the termination of occupancy must be provided to AGENCY NAME if the 
refund will be adjusted or forfeited due to damages incurred. 
 
On 00/00/0000 payment towards CLIENT NAME security deposit was made. The 
total check that was paid out was $$. $$ was paid allocated the security deposit. 
 
Please review your records and send over a detailed list of damages used for the 
security deposit or please return the $$ to AGENCY NAME. 
 
Please remit all payment to: AGENCY NAME AND AGENCY ADDRESS 
 
 
 
AGENCY STAFF PROGRAM MANAGER/DIRECTOR/CASE MANAGER 
 
 
 
 


