Minutes and Dividend Voucher Guide
The following notes will help assist you in completing the minutes and dividend voucher spreadsheet:

There are 4 different tabs in the spreadsheet; Data, Shareholders, Minutes & Vouchers
Data:
In this tab that you must enter your company information along with the amount you wish to declare as a dividend.

Company name: Please enter the name of the company here

Company number: Please enter the company number here. This can be found on the Companies House website or by contacting us
Issued number of A shares: A shares are the most common type of shares. If you are unsure about the type of shares you have you can download the information from Companies House or contact us to find out
Nominal value of shares: This is the amount each A share is worth. This can be any amount so you will need to check with us or Companies House if you are unsure
Issued number of B shares: Typically, Class B Shares will have fewer or no voting rights in the company and holders of the B Shares may not have a right to any repayment on a winding-up of the company
Director 1: Please enter the name of the first director here

Company secretary: Please enter the name of the company secretary here (if any)
Current year ended: This is the date of your companies next financial year end

Registered Office: This is the address the company is registered to. This address can be found on the Companies House website

Dividend Date: This is the date you wish to declare the dividend
Dividend Type: Interim dividends are dividends taken before the companies financial year end
Dividend Rate A shares: Please enter the amount of the dividend you wish to declare. Please bare in mind that this is based on the number of this type of share the company has. So for example, if the company has 100 A shares issued and you wanted to declare dividends of £100 then you would enter £1 in this box

Dividend Rate B Shares: Same as above but for the companies B shares (if any)

Dividend declaration in respect of which class of shares? Please enter the class of shares that a dividend is being declared for (usually A)

Board Meeting Date: Please enter the date the meeting was held

Board Meeting Time: Please enter the time of the meeting

Shareholders:
Please enter the names and addresses of each shareholder in this tab. You will also need to enter the amount of each class of share that they have. You can enter up to 10 shareholders here.
Once the above information has been entered you can then print out your minutes and dividend vouchers. The minutes will need to be signed by the director and kept on file and the vouchers should also be printed and kept as a record. 

If you would like any help with completing this template, then please contact us on 0791234874 or info@thetaxgeeks.co.uk
