[bookmark: Xaac54fb056821ce7a33c64e27828fed3fe80cba]Qualified Charitable Distribution Checklist
Disclaimer: This information is provided for general educational purposes and is not intended as legal, tax, accounting, or other professional advice. Please consult your attorney, tax adviser, financial adviser, or IRA custodian regarding your individual circumstances.
When you make a Qualified Charitable Distribution (QCD) to Academy of the Holy Names, you help provide meaningful educational opportunities for young women and support a community where girls are encouraged to learn, lead, and serve.
Follow these steps to make your Qualified Charitable Distribution to Academy of the Holy Names.
[bookmark: X6794deea5b7fb30a8aae450fb2ca294930e8333]1. Request a Qualified Charitable Distribution Form
Contact your IRA custodian and request the appropriate form for making a Qualified Charitable Distribution directly from your IRA.
[bookmark: complete-your-distribution-form]2. Complete Your Distribution Form
Complete the distribution form provided by your IRA custodian.
To designate your gift to Academy of the Holy Names, please use the following information:
Academy of the Holy Names
1075 New Scotland Road
Albany, NY 12208
Tax Identification Number: 14-1514566
Whenever possible, ask your IRA custodian to include your name and address with the distribution so Academy of the Holy Names can properly identify and acknowledge your gift.
If you would like your gift directed to a particular fund, scholarship, program, or other purpose, please notify Academy of the Holy Names in advance.
[bookmark: sign-your-distribution-form]3. Sign Your Distribution Form
Sign and date your IRA custodian’s distribution form as required.
You may also complete and sign the sample Letter of Instructions below and send it with your distribution form. This will help ensure that Academy of the Holy Names receives your name and contact information with the gift and can acknowledge your generosity for your records.
Your IRA custodian may have additional signature or verification requirements. Please follow the custodian’s instructions.
[bookmark: send-the-request-to-your-ira-custodian]4. Send the Request to Your IRA Custodian
Send your completed distribution form and Letter of Instructions directly to your IRA custodian.
Processing times vary, and year-end is an especially busy period for IRA custodians and charitable organizations. If you intend for your Qualified Charitable Distribution to apply to the current tax year, submit your request well before the end of the year and confirm applicable deadlines with your IRA custodian.
[bookmark: let-academy-of-the-holy-names-know]5. Let Academy of the Holy Names Know
IRA custodians do not always provide the donor’s name or information with a Qualified Charitable Distribution. Without that information, Academy of the Holy Names may not know who made the gift or whether the donor intended the gift for a particular purpose.
Please consider notifying the Academy’s Institutional Advancement Office when you initiate your QCD so your gift can be properly acknowledged and used as you intend.
Institutional Advancement Contact
Kristin Vivian
Director of Institutional Advancement
Academy of the Holy Names
1075 New Scotland Road
Albany, NY 12208
Phone: 518-438-7895, ext. 219
Email: kvivian@ahns.org
[bookmark: letter-to-your-ira-custodian]

Letter to Your IRA Custodian
Re: Request for Qualified Charitable Distribution from Individual Retirement Account
Dear Sir or Madam:
Please accept this letter as my request to make a direct Qualified Charitable Distribution from my Individual Retirement Account:
IRA Account Number: ______________________________
Please issue a check in the amount of: $______________________________  payable to Academy of the Holy Names and mail it to:
Academy of the Holy Names
1075 New Scotland Road
Albany, NY 12208
Academy of the Holy Names’ Tax Identification Number is 14-1514566.
Please include my name and address in your transmittal to Academy of the Holy Names so that I may be identified as the donor of record in connection with this distribution. Please also provide me with a copy of the transmittal or other confirmation of the distribution for my records.
It is my intention to have this distribution qualify as a Qualified Charitable Distribution for the 20____ tax year under applicable federal tax law. Please process this request in accordance with all applicable requirements and deadlines.
Optional Gift Designation:
Please designate my gift for: ___________________________________________
If no designation is provided, Academy of the Holy Names may use my gift where it is most needed.
If you have any questions or need to contact me regarding this request, I can be reached at:
Telephone: ______________________________________
Email: __________________________________________
Thank you for your assistance in completing this distribution.
Sincerely,
Signature
Printed Name
Address
City, State, ZIP
Date
