
 

 

Sample Letter #1 –if you have not heard from your former landlord after 21 
days of when you moved out. 
 
 
_______________________ 
[date] 
 
 
_______________________ 
_______________________ 
_______________________ 
[landlord’s name and mailing address] 
 
 
 RE: Request for Return of Deposit; Certified Mail #____________                    
 
 
Dear _________________: 
 
I moved out of my rental located at ______________________________ [address of rental] on 
____________ [date]. When I moved in, I paid a _________________ [type of deposit] of 
$__________ [amount of deposit]. It has been more than 21 days since I moved out. I 
have not received my deposit back from you. I have not received any statement from 
you.  
 
The Washington State Residential Landlord Tenant Act says that if you do not send 
the statement within 21 days, I am entitled to a complete refund of my deposit. If 
you intentionally failed to return my deposit or send me the statement, I can ask a 
court for double the amount of my deposit. If I do not receive my full deposit within 
one week, I may file a lawsuit to recover my deposit. If this becomes necessary and I 
win, you may have to pay double the amount of my deposit, the costs of the lawsuit 
and attorney's fees. You can send my full deposit to: 
________________________________________ [address].  
 
Sincerely, 
 
_______________________ 
_______________________ 
[your name and signature] 
 
 
 
 

  



 

 

Sample Letter #2 –to dispute that your security deposit is being kept or that 
you owe your former landlord money. 
 
 
_______________________ 
[date] 
 
_______________________ 
_______________________ 
_______________________ 
[landlord’s name and mailing address] 
 
 
 RE: Alleged Damages/Charges; Certified Mail #____________                    
 
 
Dear __________________________: 
 
I received your letter dated _______________ stating I owe $ ___ in damages or other 
charges. 
 
I dispute these damages.  The Residential Landlord-Tenant Act states that tenants are not 
liable for certain things, such as normal wear and tear resulting from ordinary use of the 
premises, damaged caused by third parties, damage that existed when I moved in, or 
unreasonable charges.  
 
[Check all that apply, give an explanation, and attach evidence] 
 

 I am not responsible for the following alleged “damages” because there was no 
damage; there was only normal wear and tear resulting from ordinary use of the 
premises: 
_________________________________________________________________________________________________
_________________________        . 

 I am not responsible for the following alleged “damages” because they were not 
caused by me, my family, or my guests: 
_________________________________________________________________________________________________
_________________________        . 

 I am not responsible for the following alleged “damages” because these were the 
conditions when I moved in so no damage was done: 
_________________________________________________________________________________________________
_________________________        . 

 I am not responsible for the following charges because they are not reasonable: 
_________________________________________________________________________________________________
________________________        . 

 



 

 

 I cannot be charged for any alleged damage because you did not do a move-in 
inspection report with me when I first moved in. The law requires you to do this. 
Since you did not, you cannot charge me for any alleged damages.  

 You did not provide a “full and specific statement” of alleged damages and repair 
costs within 21 days of when I moved out. You only provided estimates of repair 
costs. Under a court case called Goodeill v. Madison Real Estate, these estimates are 
not good enough. You did not comply with the law. 

 I agree that I am responsible for the following charges: 
_________________________________________________________________________________________________
________________________        . 

 
 
Please send me $_____________ immediately at this address: 
_____________________________________________________. Please also send me a copy of all 
proof you have of (1) all alleged damages and charges; (2) the amounts you actually 
paid to have repairs made. 
 
 
Sincerely, 
 
_______________________   
_______________________   
[your name and signature] 
 
 
 
 
  
  



 

 

Sample Letter #3 – to respond to a collection agency. 
 
_______________________ 
[date] 
 
_______________________ 
_______________________ 
_______________________ 
[collection agency’s name and mailing address] 
 
 RE: Account # ______________; Certified Mail #____________                    
 
To Whom It May Concern: 
 
I write to request that you stop communications to me about my account. Under the 
Fair Debt Collection Practices Act, 15 U.S.C. §1692 et seq., you must honor my 
request.   
 
Under the Fair Debt Collection Practices Act, once I have asked you to stop 
contacting me, you may only communicate with me to (1) advise that you are ending 
your efforts, (2) notify me that you may invoke specified remedies that you normally 
invoke or (3) where applicable, to notify me that you intend to invoke a specified 
remedy.   
 
Please provide me with:  
  
 Verification of any debt relating to my account;  
 Name and address of original creditor and current creditor; 
 Confirmation that you will treat any such debt and the accuracy of the items in 

the files relating to me as disputed; and 
 Forms and assistance I can use to dispute the accuracy of such items.  

  
Until advised otherwise, you should assume I am disputing this debt.  
  
Thank you for your cooperation. 
 
Sincerely, 
 
_______________________   
_______________________   
_______________________   
_______________________   
[your name, signature, and address] 
  



 

 

Sample Letter #4 –to respond to a Housing Authority’s decision to stop your 
housing assistance. 
 
 
_______________________ 
[date] 
 
 
_____________________________________ 
_____________________________________ 
_____________________________________ 
[Housing Authority’s name and mailing address] 
 
 
 RE: Request for Grievance Hearing  
 
 
To Whom It May Concern: 
 
I received your notice dated ____________ saying you will no longer provide me 
housing assistance because my former landlord says I owe money. I dispute that I 
owe any money to my former landlord.  
 
Further, I do not agree that my housing assistance should stop. I am requesting a 
grievance hearing within 10 days of receiving your notice. Please notify me of 
the date, time, and place for the grievance hearing. I would like an opportunity to 
review my file at your office before the grievance hearing. 
 
Sincerely, 
 
___________________________________________ 
___________________________________________ 
___________________________________________ 
___________________________________________ 
[your name, signature, and address] 
 

 

 

 

 

 



 

 

Sample Court Statement for Not Receiving Anything 

Your Honor, on November 3, 2019, I rented an apartment from defendant Joe 

Landlord. I gave him a $300 deposit. Here are copies of my lease, the written check-

in list we signed, and my deposit receipt. On March 1, 2020, I sent the landlord 

notice that I was moving and gave him a forwarding address. Here are copies of my 

letter and the envelope. On March 31, 2020, I moved. I waited 21 days. When I didn't 

get my deposit back or an itemized statement, I sent my landlord a demand letter. 

Here is a copy of my letter and the receipt showing he received it. My landlord still 

has not returned my deposit, so I filed this lawsuit. Here is a copy of the Sheriff's 

affidavit showing he served my landlord with my claim more than five days before 

trial. Under RCW 59.18.280, I feel I am entitled to double the amount of my deposit 

because my landlord intentionally failed to refund my deposit or provide me with an 

itemized statement. I also feel I should receive my $10 filing fee and the $25 fee the 

sheriff charged me to serve Mr. Landlord. I'd be glad to answer any questions you 

have. 

 

Sample Court Statement for Pre-existing Damages and Excessive Charges 

Your Honor, on November 3, 2019, I rented an apartment from defendant Joe 

Landlord, and gave him a $300 deposit. Here are copies of my lease, the written 

check-in list we signed, and my deposit receipt. On March 1, 2020, I sent my 

landlord notice that I was moving and gave him a forwarding address. Here are 

copies of my letter and the envelope. On March 31, 2020, I moved. A few days later, 

my landlord sent me a statement that I would not get any of my deposit back. Here is 

a copy of the statement. The landlord is charging me for a broken window and 

replacement of the screen door. I’m not responsible for the broken window. As my 

neighbor George Goodbody can explain, a stranger broke the window. Here is a copy 

of the report I filed with the police. I also feel the landlord is charging me too much 

money to repair the screen door my son damaged. Here are two written estimates I 

got from building repair stores stating they would repair the door for far less. Also, 

the landlord is trying to charge me for cleaning the apartment, but you can see from 

the attached photos that I cleaned the apartment thoroughly before I left. When I got 

the statement from my landlord, I sent him a demand letter explaining my position. 

A copy of that letter and the return receipt showing that he received it are attached. 

He ignored my letter, so I filed this lawsuit. I feel I am entitled to $250 of my $300 

deposit. I should also get my filing fee and service costs. 

 


