NOTICE OF A BOARD MEETING 

                                                                        LIMITED

NOTICE OF A BOARD MEETING

TO BE HELD ON [DD/MM/YY]

TO BE HELD AT                                           .
I give notice that a Board meeting has been called at the above time and location to 

Signed 

Company Secretary

Dated ________(today)

MINUTES OF A BOARD MEETING TO VOTE AN INTERIM DIVIDEND

                                                                        LIMITED

MINUTES OF A BOARD MEETING

HELD ON [DD/MM/YY]

HELD AT                                           .
Present:
                                             (Director)



                                             (Director)



                                             (Director)



                                             (Company Secretary)

Mr/Mrs/Ms                                           was appointed Chairman of the Meeting.

IT WAS RESOLVED THAT

Having regard to the level of distributable reserves shown by the company’s [draft/final] balance sheet for the [year/period] ended [dd/mm/yy] plus [interim/management] accounts to [dd/mm/yy] and in considering that such reserves have not reduced and that the following dividend may be fully met out of distributable reserves:

An interim dividend of £xxxx per ordinary share (net) be voted in respect of the year ended [dd/mm/yy] due to the shareholders on the register at the close of business of [dd/mm/yy] payable on [dd/mm/yy].

The secretary to ensure that the dividend notices be posted to the shareholders.

                                                          Chairman
                                                          Director

                                                          Director

                                                          Company Secretary

MINUTES OF A BOARD MEETING TO PROPOSE A FINAL DIVIDEND

                                                                        LIMITED

MINUTES OF A BOARD MEETING

HELD ON [DD/MM/YY]

HELD AT                                           .
Present:
                                             (Director)



                                             (Director)



                                             (Director)



                                             (Company Secretary)

Mr/Mrs/Ms                                           was appointed Chairman of the Meeting.

IT WAS RESOLVED THAT

Having regard to the level of distributable reserves shown by the company’s [draft/final] balance sheet for the [year/period] ended [dd/mm/yy] plus [interim/management] accounts to [dd/mm/yy] and in considering that such reserves have not reduced thereafter and that the following dividend may be fully met out of distributable reserves:

1. That a final dividend be recommended for the year ended [dd/mm/yy] of £xxxx per ordinary share (net) to the members for approval at the general meeting of the company to be held on [dd/mm/yy] due to all members on the share register at the close of business of [dd/mm/yy] payable on [dd/mm/yy].

2.
The secretary to ensure that the dividend notices be posted to the shareholders.

There being no further business, the meeting closed.

                                                          Chairman
                                                          Director

                                                          Director

                                                          Company Secretary

 MINUTES OF A GENERAL MEETING TO APPROVE A FINAL DIVIDEND

                                                                        LIMITED

MINUTES OF A BOARD MEETING

HELD ON [DD/MM/YY]

HELD AT                                           .
Present:
                                             (Director)



                                             (Director)



                                             (Director)



                                             (Company Secretary)

Mr/Mrs/Ms                                           was appointed Chairman of the Meeting.

IT WAS RESOLVED THAT

1. Having considered the recommendation of the directors with regard to payment of a final dividend for the [year/period] ended [dd/mm/yy] that a dividend of £xxxx per ordinary share (net) to members on the share register at the close of business of [dd/mm/yy] to be paid [immediately/on dd/mm/yy]. The secretary to ensure that dividend vouchers be drawn up and posted to the members and pyament made by [cheque/bank credit transfer/credit to loan account*] to the shareholders on the registers at the close of buisness on [dd/mm/yy].

2. That the following staff shall receive interest free staff loans for the following reasons…………

3. That the following repayments of incorporation loans shall be made to the following creditors:

4. ..

                                                          (Director and holder of x ordinary shares)

                                                          (Director, Secretary and holder of y ordinary shares)

                                                          (Holder of z ordinary shares)

Notes

i) 2,3,4, for other resolutions which will be relevant if the general meeting is the annual general meeting.

ii) If the meeting is held at short notice, consent to short notice will be required and will need to be documented.

iii) Whilst strictly every shareholder’s signature is not required, it may be prudent for all shareholders to approve the resolution.

iv) *Whilst ideally dividends should be dealt with via cheque or bank credit transfer, if this is not to occur the use this option.

APPENDIX IV

DIVIDEND VOUCHER

Company Name: 

                                      Limited

Address:

Company Number:

Date:

NOTICE OF A DIVIDEND

On                       Ordinary Shares at £xxxx per share (net), being an interim/final* dividend for the year ended [dd/mm/yy]:




               Ordinary Shares
£xxxx




Tax Credit


£xxxx

· Secretary

Shareholder’s Name:

Address:

* delete as appropriate

