
THE EQUITY TRUST COMPANY

ACCOUNT TRANSFER FORM
WHEN TO USE THIS FORM

When you want to transfer an account to Equity Trust Company 
from another custodian.

BY FAX: 
(To be used only if corrections or  
additional paperwork are needed)
(440) 366-3755

OVERNIGHT:
Equity Trust Company
225 Burns Road
Elyria, OH 44035

REGULaR MaIL:
Equity Trust Company
P.O. Box 1319
Elyria, OH 44036

SUBMISSION OPTIONS

FEES AND pROCESSING TIMES

FEES:
Express Transfer Service: $50.00
Includes Overnight Service ($18 Value) and Incoming Wire Fee  
($30 Value)
What is Express Transfer Service  
(recommended if you already have an investment in mind*):

•	 We will review the transfer form the same day it is received  
at Equity Trust Company.**

•	 Initial call to verify fastest transfer method
•	 Overnight service to current custodian at no additional cost
•	 Additional wire fee waived if receiving transfer funds by wire
•	 Frequent follow-up calls will be placed to your current 

custodian to check on transfer status
•	 We will e-mail you concerning the status of your transfer  

as updates are received
•	 Immediate notification when funds are received 

Normal Processing: Free 
No charge for normal processing time of transfers
Overnight Service: $18.00 (included in Express Transfer) 
Transfer paperwork will be sent to current custodian via  
overnight carrier.
Incoming Wire Fee: $30.00 (included in Express Transfer) 
Fee for wires coming into Equity Trust Company.***
PROCESSING:
Typical transfers take 30-45 days from the time the paperwork 
is received by the current custodian. Choosing Express Transfer 
Service can impact this time line as it applies to activities within 
Equity Trust Company’s control. Transfer times may vary per 
custodian.  Please contact your current custodian to discuss what 
options they offer for expediting their processing of this transfer.

* Funds received by Personal or Business check are available 7 business days 
after deposit to Equity Trust Company’s bank. Funds received by check from 
other Custodians are available 5 business days after deposit. Funds received  
by Cashier’s Check, Money Order or Bank Wire are available immediately  
upon deposit. 

** We cannot guarantee to send the transfer out the same day if corrections 
are needed.

*** The custodian you are transferring from may also charge an additional 
amount.

pHySICaL aDDRESS:
Equity Trust Company
225 Burns Road
Elyria, OH 44035

pHONE #:
(440) 323-5491

wEbSITE:
www.trustetc.com

For assistance, please  
contact a member of your  
First Class Service Team at:

TOLL fREE:
(877) 693-8208

Or e-mail questions to:
E-MaIL:
help@trustetc.com

CONTACT INFORMATION

INSTRUCTIONS AND GUIDELINES

When completing your Transfer Form, please follow these  
guidelines:
•	 Be sure to fill out the entire Transfer Form
•	 For each account that is being transferred to ETC, please 
fill out a separate Transfer Form to avoid delays in your 
processing.

•	 Review the fees associated with each method of incoming 
funds, and choose the option that best fits your needs.

•	 Sign and date ALL necessary fields of the Transfer Form
•	 Submit the transfer form with a medallion signature stamp to 

ensure timely completion of your transfer.
•	 ALL TRANSFER PAPERWORK MUST BE ORIGINAL 

and CANNOT be processed when received via FAX.
For assistance, please contact a member of your First Class 
Service Team.
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