MAH Off-PayrollSupplier/Worker PaymenProcess Mape1/02/2022)

Step 1

Start —

Identify the
need for
goods/services

Askthe finance
service desk!
if they can
recommend
anyof the
approved
suppliersfor
your needs

Suppler
chosen

Step2 - Completing an IR35 Assessmént

Start

If the chosen supplier is an
individual working as self
employed, a sole trader, or
through a personal services
company(PSCan IR35
assessment needs to take plac

l

does not need to take place:

xProviding a product rather than services

xWork taking place outside of the UK

xRepresenting a company (e.g. Wired
Sussex) and company can confirm they
pay all necessary tax and NI contributio

—

If one of the following applies to the
suppliefengagementan IR3mssessment

—

To complete an
IR35
assessment, the
HM*® needs to
complete
section 4 of the
ESQ*in as
much details as
possible They
will also need to
confirm the
answer to q1.6
(length of
engagement).

Reception
Teamcontact
supplier to
conplete the
rest of the ESQ
(sections 13)
and check
section 4
completed by
HM. See email
templates®

The conpleted
ESQ is emailed
to the HR IR35
teant® by the
Reception
Teamwith the
HMcc'd
Ensure to
answer the 3
guestions

required by the

IR35 team*?

Whilst
awaiting reply
from the IR35
team (can take

up to a
month), start
discusigstep
3 with the HM.

The IR35 team
replyto confirm
the status of the

engagemen
with the HMRC
CEST*
determination
attached.

Reception save completed E&ZEST tBOX

If engagement
counts as
employed, need

to engageand
payby non-
permanent
worker route
with Reed Talent
Solutions.
Contact the
Reception Team.

If engagement
counts as self
employed can




Step 4-







