
Online Depository Trust Company (DTC) Transfers

Overview
Online Depository Trust Company (DTC) transfers enable stock plan participants with the 
capability to transfer assets from their stock plan account to other financial institutions on 
etrade.com. The process is streamlined and will allow you to enter the receiving financial 
institution name and account number, select the lots and/or quantity of shares to be 
transferred, and then submit your request. The online experience has been built to allow 
like-to-like transfers only (same name, same account type) and will allow the transfer of 
available, eligible shares only. This document will highlight the steps needed to make a 
DTC transfer. Note: This guide is for U.S. and non-U.S. account holders.

Getting Started
Note: It's important that you refer to your company's Insider Trading Policy or 
share transfer rules prior to initiating a transfer of shares.
In advance of your transfer request, and to help expedite the delivery timing to receive
your shares, please contact your receiving brokerage firm and request the following
information:

1. Receiving BrokerageFirm Name
2. Receiving BrokerageFirm Direct DepositoryTrust (“DTC” 4-digit number)
3. Receiving Account Owner Name
4. Receiving Brokerage Firm Account Number
5. Receiving BrokerageAccount Type (e.g., Single, Joint, Trust)
6. Receiving Brokerage Firm Email Address

Pleasenote: Some non-U.S. firmsuse an intermediary clearing firm with a “house-
account” number. Please include both the house-account and your personal account
number, if applicable.
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1. Sign in with your user ID
and password to
etrade.com. 

2. .Click on At Work, then 
My Account.
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3. Start Transfer
Click on Transfer Shares 
Out at the bottom of the My 
Account page.

4. Select account
Click Select next to the 
account you would like to 
transfer shares from.

If there are multiple eligible 
accounts, each eligible account 
will be shown. You can only 
select one at a time, provided 
there are shares available to 
transfer.
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5. Select a financial institution 
A list of saved accounts at 
financial institutions previously 
used for transfers will be displayed 
on Step 2 of the asset transfer 
process. You can either: 

a. Select from a saved account, 
then click Continue; or 

b. Add a new receiving account 
(see Step 5a).

5b

5a

Add a financial institution 
Begin typing the name of the financial 
institution, enter the receiving firm and 
account number, and click Save. 

The financial institution is then added to 
your list of saved accounts.

5a.
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Financial institution saved to 
saved accounts list

a. Click the radio button next 
to the financial insti tution 
you would like to send 
shares to.

b. Then, click Continue.

6. Select shares to transfer
Choose a row or enter a 
quanti ty from the list of 
transferable shares. 
Multiple selections are 
possible.

5b
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7. Review the transfer

a. Review the transfer. 
b. If something needs to be 

revised, click Cancel or select 
Confirm to advance.

8. Confirmation
Note the reference number to 
track the progress of the 
transfer when reviewing your 
status in the Message Center 
and when receiving asset 
transfer alerts. You can also 
navigate to the Transfer 
Activi ty page to view the 
status of your transfer.

Please note: Transfer 
requests may take up to 10-
15 business days (or longer) 
from initiation date. 
Processing times can also 
vary and may be shorter i f 
your broker partners with a 
U.S. securities clearing firm.
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9. Transfer Request Form 
If you are unable to find your 
financial insti tution using the 
online transfer tool you can 
request a transfer by using the 
Stock Plan Transfer Request 
Form.
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Have Questions?

Visit https://us.etrade.com/contact-us to contact us via phone (24 hours a day, weekdays) or by secure chat. From 
outside the US, visit etrade.com/contact for your country’s toll-free number or by secure chat.
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Employee stock plan solutions are offered by E*TRADE Financial Corporate Services, Inc., Solium Capital LLC, Solium Plan
Managers LLC and Morgan Stanley Smith Barney LLC (“MSSB”), which is part of Morgan Stanley at Work.

Morgan Stanley at Work services and stock plan accounts are provided by wholly owned subsidiaries ofMorgan Stanley.

Morgan Stanley at Work stock plan accounts were previously referred to as Shareworks, StockPlan Connect or E*TRADE stock plan
accounts, as applicable.

In connection with stock plan solutions offered by Morgan Stanley at Work, securities products and services are offered by MSSB,
Member SIPC.

E*TRADE from Morgan Stanley is a registered trademark ofMSSB.

All entities are separate butaffiliated subsidiaries ofMorgan Stanley.

Content and services available to non-US participants maybe different than those available to US participants.

The laws, regulations, and rulings addressed by the products, services, and publications offered by Morgan Stanley and its affiliates
are subject to various interpretations and frequent change. Morgan Stanley and its affiliates do not warrant these products, services,
and publications against different interpretations or subsequent changes of laws, regulations, and rulings. Morgan Stanley and its
affiliates do not provide legal, accounting, or tax advice. Always consult your own legal, accounting, and tax advisors.

© 2024 Morgan Stanley. All rights reserved.
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https://us.etrade.com/contact-us
http://www.sipc.org/
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