
**Sample Letter of Instruction** 
 
 
 
 
August 1, 2016 
 
 
 
(Your broker’s name 
Your broker’s address 
Your broker’s fax number) 
 
 

Re:  (Your Name & Account Number) 
 
 
Dear (Your broker): 
 
Please transfer ___ shares of (Security Name and Ticker Symbol) from the above captioned 
account.  Please send to the account listed here: 
 
  Account #:  6166-5238 
  Brokerage Firm: E-Trade 
  DTC #:   0385 
  Account Name: Veritas Academy 
 
If you have any questions about this transfer, please call (me/us) at (phone number). 
 
Thank you, 
 
 
(Signature of Account Holder(s)) 
(Address of Account Holder(s)) 
 
 
 
** Many brokerage firms will take a fax of your letter of instruction.  Please call your broker for 
instructions on how to most easily facilitate the transfer of securities from your account.** 
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