
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Subject: QDRO Payment Instructions  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to provide you with the details regarding the Qualified 

Domestic Relations Order (QDRO) related to the dissolution of our 

marriage. As per the QDRO, the following payment arrangements are 

applicable:  

1. **Amount to be Paid**: $[amount]  

2. **Frequency of Payment**: [monthly/quarterly/annual]  

3. **Payment Start Date**: [start date]  

4. **Payment Method**: [e.g., direct transfer, check, etc.]  

5. **Account Details**: [bank account details, if applicable]  

Please ensure that all payments are made promptly to avoid any penalties 

or issues. If you have any questions or require further clarification, 

feel free to reach out to me at [your phone number] or [your email 

address].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

---  

[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Plan Administrator's Name]  

[Plan Administrator's Address]  

[City, State, ZIP Code]  

Subject: QDRO Implementation Request  

Dear [Plan Administrator's Name],  

Enclosed with this letter, you will find the Qualified Domestic Relations 

Order (QDRO) pertaining to [Name of the Participant] and [Name of the 

Alternate Payee]. Please initiate the processing of the order as 

outlined:  

1. **Division of Benefits**: [specific percentage or amount]  

2. **Effective Date of QDRO**: [effective date]  

3. **Contact Information for Queries**: [your contact information]  

If there are any further documents or information needed to facilitate 

this, please let me know at your earliest convenience.  

Thank you for your prompt attention to this matter.  

Best Regards,  

[Your Name] 


