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Ready-to-edit tenant communication templates
Template for reference and customization only. Not legal, tax, or financial advice. Laws and requirements vary by state and locality — consult a licensed professional and verify your jurisdiction’s rules before use.
Move-in welcome
Hi [Tenant], welcome to [Address]! Your lease begins [Date]. Rent of [$] is due on the 1st via [method]. Please set up all utilities in your name effective [Date]. Complete and return the Move-In Condition Form within [5] days. For maintenance, contact [email/phone]. We’re glad to have you — reach out anytime.
Late rent reminder
Hi [Tenant], our records show rent for [Address] hasn’t been received and is now past due. A late fee of [$] applies per your lease. Please pay the balance of [$] by [date] via [method] to avoid further action. If you’ve already paid, please disregard. Thank you.
Maintenance acknowledgment
Hi [Tenant], thanks for reporting [issue]. We’ve scheduled [vendor] for [date/time window]. Please ensure access and secure any pets. We’ll follow up once it’s resolved. Let us know if anything changes.
Lease renewal offer
Hi [Tenant], your lease ends [date]. We’d love to have you stay! We’re offering a [term] renewal at [$]/month. Please let us know by [date] if you’d like to renew and we’ll send the paperwork.
Notice-to-vacate acknowledgment
Hi [Tenant], we received your notice to vacate [Address] effective [date]. Please leave the home clean and return all keys/remotes. Send your forwarding address so we can return your deposit within the time required by law. We’ll schedule a move-out walkthrough for [date].
Security deposit return
Hi [Tenant], attached is your security deposit itemization for [Address]. Your refund of [$] is enclosed/sent to [address] within [state deadline] days of move-out. Thank you for renting with us.
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