Dividend documentation
Use this two-page template to record an interim dividend decision and provide the shareholder voucher. Complete every bracketed field, check distributable profits and keep the signed minute with the company records.
Minutes of a meeting of the directors
Company name: [Company name]
Held at: [address]
Date: [date]    Time: [time]
Present: [names]
1. The chair reported that the company’s management accounts to [date] showed distributable profits of £[amount], after providing for Corporation Tax.
2. IT WAS RESOLVED that an interim dividend of £[amount] per ordinary share, totalling £[total], be paid on [date] to shareholders on the register on [date].
3. There being no further business the meeting closed.
Signed ____________________ Chair


Dividend voucher
Company name: [Company name]
Company number: [company number]
Registered office: [registered office]
Shareholder name & address: [shareholder name and address]
Share class: [share class]    Shares held: [number of shares]
Dividend per share: £[amount]
Total dividend: £[total]
Payment date: [date]
Signed on behalf of the company ____________________ Director

Keep one copy with the company records and give one to the shareholder — the voucher supports the shareholder’s tax return. Dividends may only be paid from profits available after Corporation Tax.




