Sample QCD Request Letter Template

[Your Name]
[Your Address]
[Date] 

[IRA Administrator Name]
[Company Name]
[Company Address] 

RE: Qualified Charitable Distribution for Account #[Your Account Number]

Dear [Name of Contact or "IRA Custodian"], 

Please accept this letter as a request to make a direct Qualified Charitable Distribution (QCD) from my Individual Retirement Account, #[Your Account Number], as authorized by IRC Section 408(d)(8). 

Please issue a check in the amount of $[Amount] payable directly to:

SSAFE
c/o Linda Graves, Assistant Treasurer
119 Hawthorn Drive, #113
Shelburne, VT 05482
EIN: 87-1229514

Please mail the check directly to the charity at the address above.

It is my intention that this transfer be treated as a Qualified Charitable Distribution for the [Current Tax Year] tax year, so it is excluded from my taxable income and counts toward my Required Minimum Distribution (RMD). 

Please include my name and address as the donor of record in the transmittal, and send me a copy of the transaction confirmation. 

Sincerely,
[Your Signature]
[Your Printed Name]
[Your Phone Number]

