Sample Letter of Instruction from Plan Owner to KACS Informing of  
Forthcoming Qualified Charitable Distribution from Plan Administrator  
 
Attn: Development Director
KACS
PO Box 1025
Kennett Square, PA 19348
 
 
To whom it may concern:  
 
It is my pleasure to inform you that I have requested a qualified charitable distribution from my Individual Retirement Account payable to your organization in the amount of $____________  from my plan trustee/administrator, _______________________________________________. 
(name of trustee/administrator) 
 
When you receive the payment from my trustee/administrator, please send me a written acknowledgment that states the date and amount of my gift and that no goods or services were transferred to me by your organization in consideration for this gift.
 
If you have any questions or need to contact me, I can be reached at  
____________________________ or _______________________________________.  
	                       (phone)   					(email)  	 
 
Sincerely, 
 
_________________________________ 	 	_________________________________ 
                              (signature)  	 	 	 	 	 	(print name) 


