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BOARD MINUTES – DIVIDEND
	Company name
	
	Registered number
	

	Registered office
	
	Meeting date
	

	Time
	
	Place / Video link
	

	Chair
	
	Minutes taken by
	

	Directors present
	
	Apologies
	

	In attendance
	
	Meeting reference
	



Dividend details
	Type (tick one)
	☐ Interim    ☐ Final
	Share class
	

	Dividend per share (£)
	
	Number of shares
	

	Record date
	
	Payment date
	

	Total dividend (£)
	
	Payment method
	



Accounts relied upon & distributable reserves
	The latest annual accounts to
	
	Interim management accounts to
	

	Distributable reserves before dividend (£)
	
	Total dividend proposed (£)
	

	Distributable reserves after dividend (£)
	
	Prepared by / Checked by
	




1. Notice and quorum. The Chair noted that due notice of the meeting had been given and a quorum was present. The meeting was declared open.
2. Purpose of the meeting. The directors considered whether to declare an interim dividend or recommend a final dividend in respect of the share capital of the Company.
3. Directors’ statement on distributable profits and solvency. The directors reviewed the latest annual accounts and interim management accounts together with cash flow forecasts. Having considered the Company’s liabilities and commitments, the directors are satisfied that the Company has sufficient distributable reserves to support the proposed dividend and that, after payment, the Company will remain able to pay its debts as they fall due for the foreseeable future.
4. Interests. Any director who is a shareholder entitled to the proposed dividend declared any interest. The Board noted the declarations and agreed they did not prevent participation in the meeting.
5. Resolutions. After due and careful consideration, IT WAS RESOLVED THAT:
a) Interim dividend — an interim dividend of £[amount] per [share class] share be declared to shareholders on the register at the close of business on [record date], payable on [payment date], amounting in aggregate to approximately £[total], to be paid by [method].
b) Final dividend (recommendation) — subject to approval by ordinary resolution of the members at the [AGM/General Meeting] to be held on [date], the directors recommend a final dividend of £[amount] per [share class] share, to shareholders on the register at [record date], payable on [payment date]. The Chair is authorised to give notice to the members accordingly.
c) Authority to implement — any director or the Company Secretary is authorised to sign and dispatch dividend vouchers and to do all acts and things necessary to give effect to these resolutions.
6. Close. There being no further business, the Chair declared the meeting closed.
Notes for file: attach the distributable reserves calculation, supporting accounts, and copies of signed dividend vouchers.
	Signed (Chair)
	
	Print name
	

	Date
	
	Time closed
	

	Directors present — signatures
	
	Company Secretary (if any)
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