Individual Retirement Account/Annuity (IRA) Intake

Individual Retirement Account/Annuity (IRA) is a tax-advantaged investing tool that individuals use to earmark funds for retirement savings. There are several types of IRAs, including: Traditional IRAs, Roth IRAs, SEP IRAs, and SIMPLE IRAs. IRAs are not offered by an employer and are exempt from ERISA. Generally, transfers from IRAs must be by direct rollover to another IRA. 
Participant (P) Name: (person transferring the funds FROM their account)
_____________________________________________________________________________

Alternate Payee (AP) Name: (person receiving funds TO their account)
_____________________________________________________________________________

PARTICIPANT ACCOUNT INFORMATION:
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]IRA Account Name: 	__________________________________________________________
Type of IRA:  (circle one) 		Traditional   |   Roth   |   SEP   |   Simple      
Account Number: 	____________________________________________________________
Bank/Institution Managing IRA: ___________________________________________________
Telephone Number: 	______________________________ Fax: _________________________
Mailing Address:	____________________________________________________________
	____________________________________________________________
Email: ________________________________________________________________________
Website with IRA/bank information: ________________________________________________

Financial Advisor/IRA Advisor: ___________________________________________________
Financial Advising Firm Name: ____________________________________________________
Telephone Number: 	____________________________ Fax: ___________________________
Mailing Address:	____________________________________________________________
	____________________________________________________________Email: ________________________________________________________________________

ALTERNATE PAYEE ACCOUNT INFORMATION:

IRA Account Name: 	__________________________________________________________
Type of IRA:  (circle one) 		Traditional   |   Roth   |   SEP   |   Simple      
Account Number: 	____________________________________________________________
Bank/Institution Managing IRA: ___________________________________________________
Telephone Number: 	______________________________ Fax: _________________________
Mailing Address:	____________________________________________________________
	____________________________________________________________
Email: ________________________________________________________________________
Website with IRA/bank information: ________________________________________________

Financial Advisor/IRA Advisor: ___________________________________________________
Financial Advising Firm Name: ____________________________________________________
Telephone Number: 	____________________________ Fax: ___________________________
Mailing Address:	____________________________________________________________
	____________________________________________________________Email: ________________________________________________________________________


TRANSFER DETAILS: 

1. Transfer/Receipt of Funds:
a. If the funds are to be transferred to Alternate Payee’s account by WIRE, please provide specific wiring instructions for Alternate Payee’s financial institution. (or attached hereto)
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

b. If the funds are to be transferred to Alternate Payee’s account by CHECK, please provide specific instructions on WHO the check shall be made payable to and WHAT ADDRESS the check shall be mailed to:

i. Check Payable to: _____________________________________________
(Example: “IRA FBO John Doe, Pershing LLC as Custodian”)

ii. Address to mail check: _________________________________________
			 _________________________________________
			 _________________________________________

2. Is the transfer to be a sum certain (e.g. $25,000) or a percentage of the account balance?
· Sum Certain: _____________   
· Percentage: ______________ (if percentage, see below)
· If this is blank and silent in your Order/Agreement, the QDRO WILL specify that the loan balance SHALL be added back in prior to division.
· For example: The statement shows the account balance as $100,000 and the loan balance as $10,000, the total account balance to be divided will be $110,000). This is not relevant for a dollar amount award.

CHECK ALL THAT APPLY:
· YES, there ARE outstanding loan balances against this account, and the loan balances:
· SHOULD be included when calculating AP’s award
· SHOULD NOT be included when calculating AP’s award

· NO, there ARE NO outstanding loan balances against this account.

3. What is Date of Valuation (DOV)?  __________ (Month/Day/Year)
· If this is blank and silent in your Order/Agreement, the DOV will be identified in the QDRO as the Date of Segregation (DOS)(future date- when funds are transferred to AP)

4. Is AP’s share adjusted for gains and losses from the DOV to the DOS?    YES    |     NO
· If this is blank and silent in your Order/Agreement, the QDRO will NOT include gains and losses language

5. Is there a pre-marital balance to be backed out? (circle one)  	YES    |     NO    
· If YES, provide account statement as of Date of Marriage (DOM)[footnoteRef:1]  [1:  If the Plan does not have financial data as of the DOM or P doesn’t have a statement as of DOM, you need to do a calculation to determine a flat $ amount or % as of a date after the earliest plan financial information.
] 


6. Have any prior QDROs been filed on this plan? (circle one) 	 YES    |     NO     
· If YES, provide copies of all QDROs related to this Plan/Account.

Additional Forms to Provide:
· Account Statement as of the date of valuation (date funds are to be valued)
· Copies of IRA Administrator’s guidelines and procedures for Transfers incident to Divorce
· Not all IRA plans require a supplemental order, some will accept the Final Order and Agreement detailing the division, and internal transfer forms OR a letter of instruction and/or letter of authorization.
· Please contact your IRA Administrator and determine exactly what is needed.
· Any prior QDROs related to this Plan MUST be provided.
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