Deposit Compliance Checklist
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Use this checklist for every residential tenancy involving a deposit. Record dates and retain the completed document with the lease file.
Property: ________________________________________________________________
Landlord: ________________________________________________________________
Tenant or tenants: ________________________________________________________________
Lease start date: ________________________________________________________________
Lease expiry or termination date: ________________________________________________________________
Deposit amount: ________________________________________________________________
At receipt
☐ Lease records the deposit amount and payment terms.   Date or initials: __________________
☐ Written receipt issued.   Date or initials: __________________
☐ Deposit placed in an interest-bearing account with a financial institution.   Date or initials: __________________
☐ Account rate is not less than the applicable savings-account rate.   Date or initials: __________________
☐ Proof of deposit and account details retained.   Date or initials: __________________
At commencement
☐ Joint incoming inspection arranged before occupation.   Date or initials: __________________
☐ Defects and contents recorded.   Date or initials: __________________
☐ Report signed or refusal or non-attendance documented.   Date or initials: __________________
☐ Dated photographs stored.   Date or initials: __________________
Before expiry
☐ Written invitation sent for outgoing inspection.   Date or initials: __________________
☐ Inspection arranged within three days before expiry.   Date or initials: __________________
☐ Delivery or receipt evidence retained.   Date or initials: __________________
At handover
☐ Keys and remotes recorded.   Date or initials: __________________
☐ Meter readings obtained.   Date or initials: __________________
☐ Outgoing condition compared with incoming report.   Date or initials: __________________
☐ Tenant comments and signatures recorded.   Date or initials: __________________
☐ If tenant did not respond, landlord inspection diarised within seven days.   Date or initials: __________________
Deposit closure
☐ Amounts due checked against the lease.   Date or initials: __________________
☐ Fair wear and tear excluded.   Date or initials: __________________
☐ Relevant receipts obtained and made available to tenant.   Date or initials: __________________
☐ Accrued interest calculated.   Date or initials: __________________
☐ Correct 7, 14 or 21-day deadline selected.   Date or initials: __________________
☐ Itemised statement sent.   Date or initials: __________________
☐ Balance paid and proof retained.   Date or initials: __________________
Important legal note
This pack provides general information and working templates for South African residential landlords. It is not a substitute for advice on a particular lease, deduction or dispute. Provincial unfair-practice regulations, the lease, the evidence and subsequent legal developments must also be considered. The Rental Housing Amendment Act 35 of 2014 should not be treated as operative unless its commencement has been proclaimed. Verify the current law before use.
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