Sample Letter of Instruction 
from Donor to Plan Provider for 2018 Gifts
Date: __________
[NAME OF PLAN PROVIDER]

[ADDRESS]

[CITY, STATE, ZIP]

Re:
Request for Direct Charitable Distribution from Individual Retirement Account

Dear Sir or Madam:

Please accept this letter as my request to make a direct charitable contribution from my Individual Retirement Account # ___________________________.  Please issue a check in the amount of $____________ payable to Drexel University (EIN# 23-1352630) at the following address:

DREXEL UNIVERSITY OFFICE OF PLANNED GIVING
3141 Chestnut Street, Suite 310
Philadelphia, PA  19104
Attn:  David Toll, JD
In your transmittal to Drexel, please state my name and address as the donor of record in connection with this transfer, and copy me on your transmittal. Please note in your communication with Drexel University that the gift is to be designated for:  _______________
____________________________________________________________________________.

If you have any questions or concerns regarding this request, I can be reached at the following telephone number: ___________________________.
Thank you for your prompt attention to and assistance with this matter.

Sincerely,

Donor Signature
Donor Name

