Dividend checklist
Checklist for paying dividends 

· check that there are sufficient profits in the company to distribute as a dividend, taking into account distributions made earlier in the same accounting period

· keep evidence that sufficient profits existed at the time the dividend was approved by the board. Typically, this can be in the form of management accounts or by projecting figures forward from the last set of year-end accounts

· ensure that board minutes record the approval of the dividend, even if there is only one owner manager

· prepare a dividend voucher to evidence the payment and date
· record the payment on the date the dividend is either physically paid to the shareholder or is credited to their director shareholder’s loan account.
Note. You cannot backdate a dividend. However, it can count as paid to the shareholder, even where they choose to leave the money in the company.
Timing interim and final dividends

The timing of dividends can be important for tax planning. It’s therefore important to know that company law treats interim dividends as paid when the shareholder is able to draw the money. It is therefore taxable only when it has been paid.
Conversely, a final dividend is treated as paid, and so taxable, when it has been approved by the shareholders. Usually this will be the date of approval of the annual financial accounts or if different the date recommended in the annual general meeting. A final dividend is therefore treated as paid even if the shareholder has not received payment.

