

[SAMPLE LETTER OF INSTRUCTION]
DISCLAIMER: This model is for informational purposes only. It does not represent all of the alternatives available in drafting a Letter of Instruction submitted in connection with an Order of divorce or separate maintenance assigning assets under an IRA, nor does it cover all of the issues that arise in regard to domestic relations matters. The parties to the Order should consult with their attorneys to ensure that their intentions are accurately reflected in the Order and Letter Instruction submitted for review. The format of this model Letter of Instruction may vary.
___________________

Plaintiff/Alternate Payee
vs.

___________________

Defendant/Participant
Divorce Letter Of Instruction IRA (LOI)

1. The parties hereto submit this LOI  in conjunction with (select one):
a. A final decree of divorce dated ______________.
b. A final decree of separate maintenance dated _____________.

c. A written instrument incident to the final decree of divorce or final decree of separate maintenance dated _________________________.  

2. This LOI relates to the Participant’s Individual Retirement [Account] [Annuity] (“IRA(s)”) identified in paragraph 7 below.
3. The Participant’s:

a. Social Security Number is: ___-__-____.

b. Current and last known mailing address is___________________.

c. Date of birth is: __/__/____.

d. Daytime telephone number is: ___-___-____.

4. The Alternate Payee’s:

a. Social Security Number is: ___-__-____.

b. Current and last known mailing address is___________________.
c. Mailing address is (select one):

i. the same as street address noted above.

ii. different, e.g. P.O. Box.  The mailing address is:
______________________________________.
d. Date of birth is: __/__/____.

e. Daytime telephone number is: ___-___-____.
f. Email is: __________________.

5. For purposes of calculating the Alternate Payee’s award, the Valuation Date (i.e. the date the IRA is valued for purposes of calculating the Alternate Payee’s award) is:
Date of Transfer (i.e. the date TIAA segregates the monies from the Participant’s IRA(s) into the Alternate Payee’s IRA(s)).

6. The Alternate Payee shall be assigned the following amounts (select one):

a. 􀀀  $____ (a specific dollar amount awarded proportionately from each contract).


b. 􀀀___% (a specific percentage awarded proportionately from each contract)


c. 􀀀 The amounts to be assigned shall be taken from the contracts, as follows:
TIAA Contract No.: _____________  $_______ or _______%
CREF Contract No.: _____________  $_______ or _______%

Other Investments: _____________  $_______ or _______%

TIAA Contract No.: _____________  $_______ or _______%
CREF Contract No.: _____________  $_______ or _______%



Other Investments: _____________  $_______ or _______%

(Add additional tables as needed)
All amounts to be assigned are subject to the terms and conditions of the contracts, including applicable liquidity restrictions.
7. Participant and Alternate Payee understand that upon processing this LOI, the amounts assigned to the Alternate Payee shall be transferred to a newly established and separate Individual Retirement [Account] [Annuity] for the benefit of the Alternate Payee (the “Alternate Payee’s IRA”).  The Alternate Payee’s IRA will be the sole and exclusive property of the Alternate Payee.  
8. This LOI will become effective upon acceptance by TIAA.

9. Alternate Payee and Participant acknowledge that this LOI was completed after receiving  the advice of counsel or having had the opportunity to seek the advice of counsel.
IN WITNESS WHEREOF, we have hereunto set our hands this __day of ________, 20__.  
Signed :__________________________________        Date:________________



Participant
Notary Public

Witnessed and dated by:____________________________

State of ______________________

ss:

County of ___________________

Signed :__________________________________        Date:________________



Alternate Payee
Notary Public

Witnessed and dated by:____________________________

State of ______________________

ss:

County of ___________________
Rev (11/2021)

