
Date: [Date] 

To: [Tenant Name] 

Property Address: [Rental Property Address]  

Subject: NOTICE OF MISSED SECURITY DEPOSIT INSTALLMENT 

Dear [Tenant Name], 

This letter serves as a formal notice regarding your security deposit payment plan for the 

property located at the address listed above. 

According to our records and your signed lease agreement, an installment payment of $[Amount] 

was due on [Due Date]. As of the date of this letter, we have not received this payment. 

The total outstanding balance for your security deposit is currently $[Total Owed]. 

Please submit the missing payment immediately. Payment can be made via [Payment Method, 

e.g., online portal, check, money order]. 

Failure to pay the security deposit as agreed is a violation of your lease terms. Please ensure this 

balance is settled by [Deadline Date] to avoid further action, which may include a formal notice 

to quit or legal proceedings. 

If you have already sent this payment, please disregard this notice. If you are experiencing 

financial difficulties or believe there is an error, please contact me immediately at [Phone 

Number] or [Email Address]. 

Sincerely, 

[Your Name/Landlord Name] 

[Company Name, if applicable] 

[Contact Information]  


