Sample Letter to Broker 
Dear, 

I would like to make a gift of stock on [insert date] to The Arc of Central Virginia.  Please transfer [number] shares of [company name] to the charity on [indicate month, year when you would like transfer to occur].  
Use the following transfer instructions:
Robert W. Baird & Co., Inc. 
DTC#: 0547
Account Name:The Arc of Central Virginia – Gift
Account#: 7903-2936

Contact Person:
Neal Davidson
Email: ndavidson@rwbaird.com
Phone: 434.386.5000
Address: 
Robert W. Baird & Co., Inc. 
5998 Boonsboro Road
Lynchburg, VA 24503
The Arc
 will also provide me with a receipt for this gift.

Thank you for your prompt attention to this matter. 

Sincerely,

cc:  The Arc of Central Virginia  
