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LANDLORD & TENANT LANDLORD & TENANT LANDLORD & TENANT  

 

CHECKLIST NO. SEVEN: TENANCY DEPOSIT 

☐ Whilst it may not seem important at the start of your tenancy, in particular if it is your 
intention to remain at the property for some time, you should always view rented 
property from the perspective of what will happen if or what will happen when you 
leave the property. Looking at it from this perspective your deposit becomes an 
important consideration. 
 
This checklist gives some pointers as to what to do with your deposit and to help 
protect you, as much as can be protected in any event when dealing with 
reasonable landlords, at the end of your tenancy agreement. 

☐ START OF THE TENANCY 
☐ Check to see that your tenancy is an Assured Short Hold Tenancy, and if so, 

ensure that your deposit is part of a government protected and approved 
scheme. 

☐ Your landlord has a duty to ensure your deposit is protected within 30 days of 
the start of your tenancy by one of the government assured schemes and you 
should ensure it has been.  Such schemes include tenancy deposit scheme, 
DPS, my deposits. 

☐ Your landlord should ensure that they have given you the prescribed 
information about the relevant scheme they are using within 30 days. 

☐ You should ensure that the information provided includes the official leaflet 
from the Scheme Administrator and this should be provided to you, again, 
within 30 days of the start of your tenancy. 

☐ Does your tenancy agreement state where your deposit has been protected, 
i.e. which scheme the landlord has chosen to use? It is also worth noting that 
when we are referring to landlord we are also referring to letting agents. If 
your landlord has chosen to use one. 

☐ Does your tenancy agreement state what your deposit can be used for, for 
instance check to see repairing obligations and how your landlord or letting 
agent can use your deposit if necessary to cover costs for damage for 
instance? You should also confirm what any redress provision is within the 
scheme and your obligations within that and indeed your tenancy agreement  
should also be considered and understood by you. 

☐ You should confirm that your landlord has provided you with an inventory 
and/or check-in report confirming the condition of the property and any 
fixtures and fittings that you are to be responsible for, and this should be 
provided to you when you move in. You should ensure that photographs are 
included as necessary and these are time dated so you can rely upon them 
later, should the need arise. 

☐ If you have any queries in respect of the check-in report and/or inventory, for 
instance you disagree with the condition of an item, you should communicate 
this to your landlord ASAP or there letting agent. All communications should 
be in writing and accompanied by photographs as necessary, which should 
also be time dated. 

☐ You should ensure you have signed and dated your inventory and check-in 
report and put it in a safe place, signing each page as necessary to ensure 
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that you are able to refer back to that particular page in the future. Should the 
need arise. 

☐ As with all important paperwork and email communications. You should have 
created a folder where you can store such information for easy retrieval in the 
future, should the need arise. It is worthwhile dating separate items within the 
folder and/or ensuring that these are named correctly so that you can quickly 
find information. 
 
TOP TIP:  Whilst it may not seem important at the outset when you have a lot 
of information and are trying to recover a particular email or document, from 
within a batch of potentially tens of other documents, it can be difficult to find 
a particular email or document if they are incorrectly named or filed. As such 
start as you mean to go on and be methodical in your approach. There are 
several methods including in chronological order and/or alphabetical order, 
batching communications to particular people, locations or subjects can also 
help. 

☐ DURING THE TENANCY. 
☐ During your tenancy you should ensure that all communication between you 

and your landlord and/or letting agent is made in writing and a copy kept in 
the property file.   
 
If conversations happen on the phone or in person, then these should be 
followed up in writing ASAP thereafter referring to the conversation and 
agreed items. It is worthwhile putting a diary note in systems such as Google 
calendar for to record meetings so that you can refer back to dates of 
meetings and conversations held should the need arise in the future. 

☐ If you and your landlord/letting agents agree that changes can occur at the 
property, for instance decorations, changing fittings, structural works, etc... 
you should ensure that you have obtained permission in writing before 
undertaking the works and ensure that the permission is confirmed to you in 
writing and stored in your property file for future reference. Should the need 
arise. 
 
TOP TIP: If building regulations and/or planning permission are required for 
the works you intend to carry out then you should ensure you obtain such 
permissions and that a copy of documentation is stored in the property file 
and supplied to your landlord/there letting agent as soon as possible ensuring 
you either retain the original or a suitable copy for your own personal records. 
If you post items ensure you keep a proof of postage receipt with the 
particular item. 

☐ If you have been given permission to keep a pet or otherwise deviated from 
the tenancy agreement in terms of how you use the property, then you should 
ensure that you obtain permission to do so from your landlord or their letting 
agent for implementing the changes and should also keep a written record of 
all such permissions in your property file. 
 

☐ END OF TENANCY 
☐ After you give notice to your landlord, which should be given in writing, of the 

intention to end your tenancy, you should start to plan towards the vacation 
date. Ensuring that the property is clean and tidy and notify your landlord or 
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their agents that you wish them to come and inspect in advance of your 
leaving the property so they can confirm the condition of the building and/or 
fixtures and fittings you are responsible for. Again record the details of the 
meeting and follow-up in writing as necessary. 

☐ Your tenancy agreement will likely have details of your responsibilities before 
leaving the property and you should check your agreement to find out what 
you are required to do before you leave. It is important to check dates to 
ensure that there are no time of the essence requirements, i.e. things that 
you need to have completed by a particular date. 
 
TOP TIP:  If time of the essence actions are contained in your tenancy 
agreement, failure to comply with these could result in you being unable to do 
so and the landlord charging you as appropriate or otherwise you being 
disadvantaged as a result. It’s therefore important to be aware of these and 
comply with them unless of course you have a good reason not to do so and 
are happy to accept the consequences. 

☐ You should check the condition of the property, including all fittings and 
fixtures you are responsible for against the inventory that you were provided 
with at the start of the tenancy. This should be done well in advance of you 
leaving the property so you have time to rectify any defects found before the 
end of the tenancy agreement.   
 
TOP TIP : You will most likely not have the ability to return to the property 
following the end of your tenancy agreement to undertake any works that you 
do not complete before the end of your agreement. As such it is important 
that you ensure you have planned your vacation date so you have time 
factored into this to allow you to undertake works as may be necessary. 
 
Do not anticipate being able to get quotes and builders in to undertake works 
quickly, it could take several weeks or you may find it difficult in fact to find 
contractors to help you and as such you should ensure you have given 
yourself enough time to obtain quotes, agree contracts and undertake works 
as necessary before the end of your agreement. 
 
You may need to get landlord/letting agent sign off for completed works, as such 
factor such timescales into your project plan. 

☐ Does your tenancy agreement require you to have the property professionally 
cleaned before you leave? If so, you should ensure that this is done or you 
have agreed in writing with your landlord/their agent that this requirement is 
not necessary. 

☐ If your landlord intends to make deductions from your deposit due to the 
condition of the property, you should clearly identify how much these are and 
whether there is an alternative, i.e. you are replacing the items or undertaking 
repairs yourself. 

☐ DEDUCTIONS FROM YOUR DEPOSIT 
☐ Does your tenancy agreement allow the landlord or their letting agent to 

make deductions from your deposit and if so, have these been appropriately 
applied? 
 
TOP TIP:  Whilst your landlord may have the ability within the agreement  to 
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deduct the monies for repairs that are required, improvements may not be 
covered and as such you should carefully consider the works required and 
whether they are appropriate. For instance would a repair of the roof be 
sufficient to return it to a satisfactory condition when the landlord is trying to 
claim for replacing the whole? 

☐ Unless your tenancy agreement provides for it, you should not be required to 
carry out improvement works to the property and as such if your landlord or 
their agent has suggested that works are required then you should compare 
these to the inventory you were provided with at the start of the tenancy and 
ensure that they are not improvements. 
 
For instance repair to a damaged item may be able to satisfy the tenancy 
agreement requirements rather than replacing that particular item. You 
should clarify this aspect before undertaking works of repair and/or 
replacement works, discussing such with your landlord to ensure that they 
are happy for you to do so. 
 
TOP TIP:  Bear in mind that an unscrupulous landlord or their letting agent 
may try to delay conversations as long as possible so that you do not have 
time to complete the works required. As such if you plan correctly you can 
help avoid this by giving your landlord/their letting agent sufficient time and 
putting a deadline on their response following which you will undertake the 
works at risk. It is always worth checking your tenancy agreement, as 
mentioned above, before undertaking any works. 
 
It is possible that you become responsible for works that you would otherwise 
not have been responsible for should you undertake works that were the 
landlords responsibility. Furthermore should the works you carry out cause 
damage to third party or the building itself, then the landlord may have a 
claim against you if you have not obtained their permission beforehand 
and/or undertake works poorly. Whilst it may be your contractors who are 
liable for their work, you want to avoid having to sue them in court for costs 
that your landlord has charged you for. Legal expenses can quickly increase 
and conflict should therefore, as far as possible, be avoided. 
 

☐ You should ensure you are not being charged for the full replacement cost of 
brand-new items or full redecoration costs, ensuring that fair wear and tear 
has been deducted from any repairs or replacement charges being levied 
against you.  

☐ You should ask your landlord or letting agent to provide you with quotes, 
receipts and/or invoices as necessary for works carried out and not just rely 
upon them telling you that works have been carried out and/or the cost of 
those is as they say it is.  
 
You should ensure that your landlord has not simply used the most 
expensive contractor they can find or a friendly contractor who may have 
provided them with invoices to suit their requirements and not yours. Whilst 
this is difficult to evidence, asking the landlord to demonstrate that they have 
obtained three quotes from reputable contractors who are independent of 
them may be possible and should be considered.  Having this written into the 



52 
 

agreement can help you avoid unscrupulous landlords trying to take 
advantage of you. 

☐ DISPUTES 
☐ If you disagree with the deductions that the landlord or their agent is trying to 

make, then you can negotiate with them. Do not simply accept what your 
landlord says is true without trying to negotiate a settlement which is mutually 
agreeable to all parties. 
 
TOP TIP:  There is an old saying, i.e. cash is king. Your landlord may be 
willing to accept a reduced amount if you pay them cash as it would save 
them having to incur banking charges and/or they may prefer cash as they 
have other expenses that they need to pay. Remember though paying cash 
in the knowledge that somebody is attempting to defraud HMRC may be a 
crime and as such you should carefully consider this before offering payment 
as you may find yourself becoming an accessory to that crime. 

☐ In the event that you are unable to agree you may well be able to ask an 
Independent Third Party, such as one who is appointed by your tenancy 
deposit scheme, to decide on your and your landlord's behalf. Your tenancy 
deposit scheme provider will be able to provide you with details of how to 
apply and the steps involved. 
 
TOP TIP:  Whilst it is easy to say so and much more difficult to do, you 
should treat all negotiations in a professional manner and remain calm 
throughout. Remember this is business and is not personal. 

☐ You should raise disputes as soon as possible following the end of your 
tenancy if not before, and in any event within three months from the end of 
your tenancy. You should ensure that photographs, documents, receipts 
quotations and any other information is provided as part of your dispute as 
necessary to support your position. 
 
TOP TIP:  When involved in a dispute you should ensure that you have kept 
good and methodical records of all conversations, documentation, emails and 
ancillary communications as you may be required to provide this in court. 
Disclosure of documentation can be a requirement and as such failure to do 
so could result in your being held to account in court and/or the judge in any 
trial potentially holding you to account.  
 
Do not destroy or otherwise try to hide documentation if a disclosure order 
has been made, and remember evidence you have even if that does not help 
your own case is required to be provided to a court should they ask for it 
under a disclosure order or otherwise.  Keep the moral high ground at all 
times and enter any court proceedings with clean hands, i.e. do not try to be 
clever or underhand in your dealings with the court. 

☐ Generally speaking, you should plan out your end of tenancy at the start and 
consider what you will do in the event of a dispute. Thinking the matter 
through before you serve notice on your landlord can save you lots of time, 
money and potential stress later on. It can also give you an advantage in 
negotiations as your landlord may not be as prepared as you are. 
 

 


