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Pre-requisites:

1. Microsoft Windows

2. Microsoft Excel 2007 or later versions (this is a macro-
enabled workbook so macros must be enabled for it
to function correctly).

Note: This Software will not work on Apple Products and/or
spreadsheet applications which cannot run MS Excel macros.

PLEASE NOTE THAT THIS TOOL IS PROVIDED FREE OF
CHARGE FOR PROMOTIONAL PURPOSES ONLY, AND
FD4CAST LTD CANNOT BE HELD LIABLE FOR ANY DAMAGE
WHATSOEVER OCCASIONED BY THE USE OF THE SOFTWARE,
OR ANY RELATED PRODUCTS OR SERVICES, HOWSOEVER
CAUSED.

FDA4Cast Ltd. Specialises in MS Office Automation
Services and Financial Modelling, and is available for
consultancy work. For further information contact:
E: sales@fd4cast.com T: 07967 883568
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Bulk Dividend Voucher Creator Tool

Two types of document must be produced every time a limited company declares a dividend — board
meeting minutes, and a dividend voucher for each shareholder.

To do these manually for multiple times that dividends may be declared during a tax year, and for
multiple shareholders, can be both time-consuming and inefficient.

Now with this free Bulk Dividend Voucher Creator Tool brought to you by FD4Cast you can create

multiple dividend vouchers and the required Board Meeting minutes in one go, thus saving you time
and effort in amending variable inputs each time you wish to create a series of dividend vouchers.

Admin Screen and Basic Overview

Upon opening the tool and enabling macros in MS Excel, the user is presented with the Admin
screen where general company details should be entered in the cream-coloured cells.

The general rule for using the tool is to simply make inputs in the cream-coloured unprotected cells
with blue font where prompted by the information in square brackets:

F D4CAST Bulk Dividend Voucher

- _ Creator Tool
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Enter Company Details & select Single/Multiple Shareholder checkbox option

Company Name: [~ Single Sharehdlder, Multiple Dates
[[Put LTD Co. Name Here] [ Multiple Sharshaiders, Multiple Dates
Company Number: Company Year End: Meeting Address:
E[Ltd. Co Number]é [Year End Date]
.D' S : * {[Put Meeting Address Here - usually
‘ B the Registered Office address]
{[Put Director Name Here]
Registered Office Address: Mames of Attendees:
[Put Registered Office Address [Put Attendee Names Here - use
Here] commas to separate]

-

Click Here to Select Output Folder Create Dividend

for Dividend Vouchers Vouchers

"
(@ Create As XLSX (" Create As .PDF

[Must click grey button above to select output folder to save dividend
vouchers, and choose save format - Excel or PDF]

Tech Support: E: james@ficast.com T: 07967 883568
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Options available within the tool — Single & Multiple Shareholders:

There are two options for creating dividend vouchers:

1. Create multiple vouchers for a single shareholder — useful for single shareholder companies
often used by freelancers and contractors. For this option the required inputs are minimised.

2. Create multiple vouchers for multiple shareholders — for traditional limited companies which
may have multiple shareholders andyor share classes. For this option a larger number of
required inputs ake required for each dividend voucher needed to be created.
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Enter Company Details & select le/Multiple Shareholder checkbox option

Company Name: [~ single Sharshdlder, Muitiple Dates

E[Put LTD Co. Name Here] [~ Multiple Sharehdiders, Multiple Dates

Single shareholder option:

¥ Single Sharehoider, Muitiple Dates Instructions:
I~ Mutltiple Sharehdders, Multiple Dates 1. Enter Dates of Board Meetings and Dividend Amounts in cream cells below.

Meeting Address: 2. Click grey button to select output folder to store the created vouchers.

3. Now dick red button 'Create Dividend Vouchers' to begin voucher creation.
[Put Meeting Address Here - usually

1 Shareholder N
the Registered Office address] thi it

E[Put Shareholder Name Here]

Names of Attendees: Share Class [ Type Nominal Amount Number of Shares

é[e.g. 'A' Ordinary Share] [e.g. £1.00] [e.g. 100]
Date of Decl ion Dividend Amount Amount Per Share

C [e.g. 12-Apr17] [e.g. £1,000.00]

[Put Attendee Names Here - use
commas to separate]

Multiple Shareholders Option:

‘Multiple Shareholder checkbox option
[ Single Sharehalder, Mutiple Dates Instructions:
[V Multiple Sharehdders, Multiple Dates 1. Enter Dates, Shareholder Names, Details & Dividend Amounts in eream cells below.

Meeting Address: 2, Click grey button to select output folder to store the created vouchers.

. 3. Now click red button 'Create Dividend Vouchers' to begin voucher creation.
i[Put Meeting Address Here - usually:

the Registered Office address] Date of Declaration  Dividend Amount Shareholder Name Share Class / Type Nominal Amount Number of Shares Amount Per Share

[e.g. 12-Apr-17] [e.g. £1,000.00] [Put Shareholder Name] [e.g.'A’ Ordinary Share] [e.g. £1.00] [e.g. 100]

Names of Attendees:

Dividend Formats — Pre and Post April 6™ 2016:

You will probably be aware that the dividend tax rules changed on 6th April 2016. Depending on the
date input for the declared dividend, the tool will automatically use the correct format for the
dividend voucher.

Pre April 6" 2016 format: Post April 6™ 2016 format:

No. Shares: Dividend Rate |Net Dividend Tax Credit |Gross Dividend No. Shares: Dividend Rate |Dividend Payable

o £0.00 £0.00 £0.00 £0.00 0 £0.00 £0.00




Seven Basic Steps for using the Bulk Dividend Voucher Creator Tool

1. Enable macros within MS Excel for the tool to be able to function
2. Enter required Company information in cream-coloured cells with blue font instructions
(usually contained between square brackets, i.e. [])

Company Name:
E[Put LTD Co. Name Here]

3. Select an option to create for either a single shareholder or for multiple shareholders

[~ Single Sharehdider, Mutiple Dates

[T Multiple Shareholders, Multiple Dates

4. Select a destination folder where the dividends vouchers can be stored

Click Here to Select Output Folder
for Dividend Vouchers

5. Select the format type for creating the dividend vouchers — Excel or PDF

I (8 Create A5 25X ("l Create As .PDF I

6. Enter dividend voucher dates and “ha
reholder Name
amounts and, depending on the option | /{putShareholder Name Here]

Selected - Single or multlple Share Class / Type Nominal Amount .Numherofshares
shareholders, shareholder details may | i[eg ‘A Ordinary share] [e.p. £1.00] [e.g. 100] |
need to be entered for each voucher | D2esfPederation o Amount Amount Per Shere

[e.g. 12-Apr-17] [e.g. £1,000.00]

needing to be created.

Simply keep adding to the list for as many dividend vouchers that you wish to create. Be
careful not to leave gaps between rows, ensuring that each cream cell has an entry for the
row in question otherwise the outputs will not be correct.

Date of Decl ion Dividend A t Shareholder Name Share Class / Type Nominal Amount Number of Shares Amount Per Share

[e.g. 12-Apr-17] [e.g. £1,000.00] :[Put Shareholder Name] :[e.g. 'A’ Ordinary Share] [e.g. £1.00]

7. Finally click ‘Create Dividend Vouchers’ to start the process running.

Create Dividend

Vouchers

A message box will appear informing you that the process has completed and a folder containing
your dividend vouchers will automatically open.

Technical Support:

Email support@fd4cast.com for any technical issues you may encounter, and/or requests for
customised changes to the tool.
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