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Dear Shareholder : 
 
This package contains information and instructions for transferring stock in response to a recent communication 
received from you.  The sections attached cover the most common situations and list the documents that we 
require in order to complete your transaction.  A glossary of the terms in this letter is on page six. 
 
If you are transferring stock certificates, the appropriate signature(s) must be guaranteed on either the back of 
each certificate or on the attached stock power with a Medallion Signature Guarantee Stamp (see glossary).  
If you are transferring both a certificate and Dividend Reinvestment Plan shares, please indicate on a letter of 
instruction how the Plan shares should be re-registered. 
 
If you are only transferring shares held in a Dividend Reinvestment Plan account, the appropriate signature(s) 
must be guaranteed on either the attached stock power or on your letter of instruction with a Medallion 
Stamp. 
 
Please note that any legal documents submitted (bir th or  death cer tificates, cour t appointments, etc.) will 
not be returned.  All documentation will be retained by First Citizens Bank and filed with the cancelled 
cer tificate(s) as par t of our  permanent transfer  records. 
 
Please feel free to contact one of our Shareholder Service Representatives if you have additional questions or if 
the information contained within this package does not apply to your transfer.  Our toll-free number is 1-877-
685-0576. 
 
When submitting the necessary transfer documents, we recommend the use of registered or certified mail, return 
receipt requested.  If you wish to insure the shares, we recommend 1.5% of their market value, which is the cost 
of replacement.  The mailing address is as follows: 
 
First Citizens Bank 
IAS / STOCK TRANSFER 
PO Box 29522 
Raleigh, NC  27626-0522 
 
Very truly yours, 
 
 
First Citizens Bank, Transfer Agent 
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STOCK TRANSFER INSTRUCTIONS 
 
 
Section A: ONE OR MORE REGISTERED OWNER(S) TRANSFERRING SHARES TO ANOTHER 
  INDIVIDUAL(S) OR CHANGES IN NAME 
 
 1.   The original stock certificate(s). 
 

2. The signature(s) of the Registered Owner(s) guaranteed either on the back of each certificate or on the enclosed 
stock power.  The guarantee must be done with a Medallion Stamp by a financial institution par ticipating in 
the Medallion Stamp Program.  (See glossary on page 6.) 

 
3. A letter of instruction indicating the name, address, and social security number or tax identification number of the 

new registration.  If some of the shares to be transferred are held by First Citizens in a Dividend Reinvestment Plan 
account, please identify the preferred form of ownership, i.e. Joint Tenants, Tenants in Common, etc. (See glossary 
on page 6 for descriptions of tenancy clauses.) 

  
If the new registration includes several co-owners, please identify the preferred form of ownership, i.e. Joint 
Tenants, Tenants in Common, etc. (See glossary on page 6 for descriptions of tenancy clauses.)  

 
Please note:  If you are making a name change due to marriage or due to a spelling or other error in the registration, 
the above instructions are applicable.  For the signature guarantee however, please sign your name exactly as it 
currently appears on the registration and again as you would like it to appear. 

 
Section B: DECEASED OWNER (SINGLE OWNERSHIP) 

 (Please note:  The below instructions apply if the Estate has been or will be probated.  If no probate is  
involved, please call 1 (877) 685-0576 ext. 2003. 

 
1. The original stock certificate(s). 
 
2. The signature(s) of the Executor or Administrator guaranteed either on the back of each certificate or on the 

enclosed stock power.  The guarantee must be done with a Medallion Stamp by a financial institution 
par ticipating in the Medallion Stamp Program.  (See glossary on page 6.) 

 
3. A Cer tified copy of the Certificate of Appointment of Executor or Administrator, or other court document 

appointing the Executor, dated within 60 days.  The term “certified”  means that the document has an original 
signature and seal affixed. 
 

4. A letter of instruction indicating the name, address, and social security number or tax identification number of the 
new registration.  If some of the shares to be transferred are held by First Citizens Bank in a Dividend Reinvestment 
Plan account, please also indicate how these shares should be re-registered. 

 
If the new registration includes several co-owners, please identify the preferred form of ownership, i.e. Joint 
Tenants, Tenants in Common, etc. (See glossary on page 6 for descriptions of tenancy clauses.) 
 

5. An Inheritance Tax Waiver may be required.  Please check enclosed list to determine if a waiver is required by your 
state. 

 
Section C: DECEASED OWNER (MULTIPLE OWNERS) 
 

 I f the shares are registered in Joint Tenancy or Tenants by the Entireties: 
 
1. The original stock certificate. 
 
2. The signature(s) of the Surviving Tenant(s) guaranteed on the back of each certificate or on the enclosed stock 

power.  The guarantee must be done with a Medallion Stamp by a financial institution par ticipating in the 
Medallion Stamp Program.  The signature guarantee of the Surviving Tenant is not required if the shares are to be 
registered in the Survivor’s name alone, as it currently appears on the registration. 
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3. A cer tified copy of the Death Certificate.  The term “certified”  means that the document has an original seal of the 
issuing bureau. 

 
4. A letter of instruction indicating the name, address, and social security number or tax identification number of the 

new registration.  If some of the shares to be transferred are held by First Citizens Bank in a Dividend Reinvestment 
Plan account, please also indicate how these shares should be re-registered. 

 
If the new registration includes several co-owners, please identify the preferred form of  ownership, i.e. Joint 
Tenants, Tenants in Common, etc. (See Glossary on page 7 for descriptions of tenancy clauses.) 

 
5. An Inheritance Tax Waiver may be required.  Please check enclosed list to determine if it is required in your state. 
 

I f the shares are registered as Tenants in Common: 
 
1.   The original stock certificate. 
 
2. The signature(s) of the Surviving Tenant(s) guaranteed on the back of each certificate or on the enclosed stock 

power.  The guarantee must be done with a Medallion Stamp by a financial institution par ticipating in the 
Medallion Stamp Program. 

 
3.   A cer tified copy of the Certificate of Appointment  of Executor or Administrator dated within 60 days. The term                       

       certified means that the document has an original signature and seal affixed. 
 
4.   A letter of instruction indicating the name, address, and social security number or tax identification number of the      

       new registration.  If some of the shares to be transferred are held by First Citizens Bank in a Dividend Reinvestment   
Plan account, please also indicate how these shares should be re-registered. 

 
If the new registration includes several co-owners, please identify the preferred form of ownership,  i.e. Joint 
Tenants, Tenants in Common, etc.   (See glossary on page 6 for description of tenancy clauses.) 

 
5.    An Inheritance Tax Waiver may be required.  Please check enclosed list to determine if it is required in your state. 

   
        Please note:  If  both Tenants in Common are deceased, please follow the instructions outlined under Section B 

(Deceased Shareholder, Single Ownership) for each decedent. 
 

 
Section D: TRANSFERS INVOLVING A MINOR 
   

To transfer to a Minor: 
 

Please follow the instructions under section A for transferring shares to another individual.  In your letter of 
instruction, please be certain to name a custodian for the account.  (Note that only one custodian per account can be 
named.) 

 
Re-issuance to Former Minor: 

 
1. The original stock certificate(s). 

 
2. A letter of instruction indicating the name, address, and social security or tax identification number of the new 

registration.  If some of the shares to be transferred are held by First Citizens Bank in a Dividend Reinvestment Plan 
account, please also indicate how these shares should be re-registered. 

 
3. Signature of Custodian guaranteed either on the back of each certificate or on the enclosed stock power.  The 

guarantee must be done with a Medallion Stamp by a financial institution par ticipating in the Medallion 
Stamp Program.  (See glossary on page 6.)  

 
AND 

A Cer tified copy of the former minor’s birth certificate.  The term “certified”  means the document has an original 
seal of the issuing bureau. 
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Please note:  If the former minor’s name has changed, we will also require the former minor’s signature guaranteed 
both as it currently appears on the registration and again as it should appear. 

 
Re-issuance to a Person Other Than a Minor: 

 
1. The original stock certificate(s). 

 
2. The signature of the Custodian guaranteed either on the back of each certificate or on the enclosed stock power.  

The guarantee must be done with a Medallion Stamp by a financial institution par ticipating in the Medallion 
Stamp Program.  (See glossary on page 6.) 

 
3. A letter of instruction indicating the name, address, and social security number or tax identification number of the 

new registration.  If some of the shares to be transferred are held by First Citizens Bank in a Dividend Reinvestment 
Plan account, please also indicate how these shares should be re-registered. 

 
If the new registration includes several co-owners, please identify the preferred form of ownership, i.e. Joint 
Tenants, Tenants in Common, etc. (See glossary on page 6 for descriptions of tenancy clauses.) 
 

Section E TRANSFERS INVOLVING TRUSTS 
 
Transfer to a Trust 

1. The original stock certificate(s). 
2. The signature(s) of the Registered Owner(s) guaranteed either on the back of each certificate or on the enclosed 

stock power.  The guarantee must be done with a Medallion Stamp by a financial institution par ticipating in 
the Medallion Stamp Program.  (See glossary on page 6.) 

3. A letter of instruction indicating the Trust Title, Trust Date, Trustees, address, and tax identification number of the 
new registration.  If some of the shares to be transferred are held by First Citizens Bank in a Dividend Reinvestment 
Plan account, please also indicate how these shares are to be re-registered. 

4. A photocopy of the first and last page of the Trust should be included for clarity. 
 

Transfer from a Trust 
The above instructions are applicable, except the guaranteed signature must be of the Trustee(s). 
 
Transfer Involving a Deceased Trustee 
The above instructions are applicable, except the signature must be of the Successor Trustee and, in addition, we 
will require the following documentation: 
 
A photocopy of the portion of the trust that appoints the Successor Trustee, and a Cer tified copy of the deceased 
Trustee’s Death Certificate. 

OR 
A Certified Court Order naming the Successor Trustee. 
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STATES REQUIRING A TAX WAIVER 

 
Alabama 
 
Arizona (If the Corporation is incorporated in the state of Arizona) 
 
Connecticut (Only if the Estate was not Probated, including Joint Tenant registration) 
 
Kansas 
 
Kentucky 
 
Louisiana (If the Corporation is incorporated in the state of Louisiana) 
 
Montana 
 
New Jersey (If the Corporation is incorporated in the state of New Jersey) 
 
New York (If the value of the Estate is over $30,000) 
 
Ohio 
 
Oklahoma (Not necessary if transfer is Joint Tenant to Surviving Tenant) 
 
Puerto Rico 
 
South Dakota (Not necessary if transfer is Joint Tenant to Surviving Tenant) 
 
Tennessee 
 
I f the individual has been deceased for  more than five years, additional states not listed 
above may require a waiver .  Please call our  shareholder  service line at (919) 716-2003 for  
fur ther  assistance. 
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GLOSSARY OF TERMS 
 

Financial Institution: Financial institutions in the context used here are commercial banks, savings banks, savings and 
loans, stockbrokers, securities dealers, and credit unions. 

 
Inher itance Tax Waiver : A document issued by the state (see list) certifying that the estate tax has either been paid or has 

been waived by the state. 
 
Joint Tenancy: A form of registration, properly abbreviated at “JT Ten”  on stock certificates, that means that all 

parties named on the certificate have an undivided interest in the shares represented by the 
certificate.  Thus, if one of the tenants should die the entire value of the certificate becomes the 
property of the surviving tenants.  (Identical to Joint Tenancy With Right of Survivorship.) 

 
Court Appointment: A dated document issued by the court naming an individual to act on behalf of an estate.  

Generally this is the document which names the Executor, Administrator or Personal 
Representative.  Also known as Letters of Testamentary. 

 
Medallion Stamp Program: A program developed by the Securities Transfer Association to meet the requirements of a recent 

SEC Rule which increases the number and type of financial institutions eligible to guarantee 
signatures. 

 
Taxpayer Identification   The number used to report dividends and other income.  In the case of individuals, it is the Social 

Security Number; in all other instances, it is the Employer Identification Number. 
Number:  
 
Tenancy in Common: A form of registration, properly abbreviated as “TEN COM”  on stock certificates, that means 

that each Tenant has a divisible, proportional interest in the value of the certificate.  If there were 
two tenants and one died, the surviving tenant would be entitled to 50% of the value. 

 
Tenancy by the Entireties:  A form of registration, properly abbreviated at “TEN ENT”, on stock certificate, which, like a 

joint tenancy, provides for undivided ownership of the property in question and for the right of 
survivorship.  Unlike a joint tenancy, Tenancy by the Entireties is not subject to partition. 
Tenancy by the Entireties is not available in all states, and is only available to married couples.  
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STOCK POWER 
 
1.  For value received, I/we hereby sell, assign or transfer unto________________________________________ 
                                                                                                                             Social Security # or Tax I .D. # of new owner 
 

 (Print/Type all Names and Addresses of NEW OWNERS.  Indicate if joint tenant, trust or custodian account) 
2. 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

3.              4. 

(______________________) Certificate Share AND/OR (_______________________) Book-Entry or Dividend Reinvestment shares 
      (I f no shares write “ NONE)                                                                 (I f not transferring Book-Entry and/or DRP or do not have any write “ NONE” ) 
                                                                     5. 

of the Common Stock of the ___________________________________________________________________ 
                                                                                                   (Name of Company) 
                      6. 

registered to _______________________________________________________________________________________ 
 

7. 

represented by Certificate No(s) _______________________________________________________________________ 
 
herewith and do hereby irrevocably constitute and appoint FIRST CITIZENS BANK & TRUST COMPANY, Attorney to  
 
transfer the said stock on the books of said Corporation with full power of substitution in the premises. 
         8. 

Date ____________________________________   _______________________________________ 
             (Signature of registered holder or authorized representative) 
 
Daytime Telephone Number  
_____________________________________   ____________________________________ 
                (Signature of registered holder, if more that one holder) 
 

(Affix Medallion Signature Guarantee Imprint)����  
 
 
 
 
 
IMPORTANT READ CAREFULLY: 
The signature to this assignment must cor respond with the name as wr itten upon the face of the cer tificate in every 
par ticular  without alteration or  enlargement or  any change whatsoever .  The signature of the person executing this 
power  must be guaranteed by an Eligible Guarantor  such as a Commercial Bank, Trust Company Secur ities 
Broker /Dealer , Credit Union, or  a Savings Association participating in a Medallion program approved by The 
Secur ities Transfer  Association, Inc.  Unfortunately, no other  form of signature ver ification can be accepted. 
………………………………………………………………………………………………………………………………………………… 

INSTRUCTION FOR COMPLETING THE STOCK POWER 
 

1. SS# OR Tax ID# of new shareowner(s) 
2. Complete name and address of the new shareowner(s) 
3. Total # of certificates share being transferred 
4. Total # of Dividend Reinvestment shares transferred 
5. Name of Corporation on Certificate or DRP statement 
6. Name as it appears on the face of the certificate 

              

7. List the certificate #’s printed on the upper left 
side of certificate being transferred.  This 
number may begin with letters followed by a 
series of numbers.  If all shares are held in DRP 
write “none”  

8. Signature of current owner(s) exactly as it 
appears on the face of the cer tificate.  An 
Eligible Guarantor Institution must guarantee 
signature. 
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