LAKE-SUMTER STATE COLLEGE
ADMINISTRATIVE PROCEDURES

TITLE: STOCK TRANSFER NUMBER: 1-03

REFERENCE: Rule 1.09

i.  The donor will ask his or her broker to transfer a specific number of shares of stock
or other publicly traded securities (bonds or mutual funds) into a Foundation
account.

ii.  The broker will contact the Foundation to determine if the Foundation has an
existing account with the brokerage firm. If necessary, the Foundation will open a
new account to make the transfer. The information required to open a new
brokerage account will be the Foundation's tax identification number and the name
of the contact person at the Foundation (the Foundation's Executive Director).

iii.  The donor or Foundation representative will verify that the broker has transferred
the stock. If the stock has not been transferred within a week's time, a progress call
will be made to the broker or the donor to verify that a mix-up or delay has not
occurred.

iv.  Once the stock has been transferred into the Founda

of the transferee (Lake-Sumter State College Foundation, Inc.) and the Foundation's
tax identification number in the appropriate box.

c. Atransfer via certificate and accompanying stock power.

i.  The donor will send, usually by mail, an unsigned stock certificate to the Foundation
office.

ii. Inaseparate envelope, the donor will send a signed stock power, identifying the
Foundation as the transferee and indicating the Foundation's tax identification
number in the appropriate space.

iii.  The donor will provide the Foundation with a letter of intent, which, while not
required by law, will satisfy the requirements of some brokerage houses in the
event that the foundation sells the stock.






