
MAH Off-Payroll Supplier/Worker Payment Process Map (21/02/2022) 

Step 2 – Completing an IR35 Assessment*5 

  

 

 

 

 

                                                         

                        

                         

 

 

 

 

 

 

       

          

To complete an 
IR35 

assessment, the 
HM*6 needs to 

complete 
section 4 of the 

ESQ*7 in as 
much details as 
possible. They 

will also need to 
confirm the 

answer to q. 1.6 
(length of 

engagement). 
 

If one of the following applies to the 
supplier/engagement an IR35 assessment 

does not need to take place: 
�x Providing a product rather than services 
�x Work taking place outside of the UK 
�x Representing a company (e.g. Wired 

Sussex) and company can confirm they 
pay all necessary tax and NI contributions 

 
 
 

    
 

Step 1 

 

Ask the finance 
service desk*1 

if they can 
recommend 
any of the 
approved 

suppliers for 
your needs. 

  

Supplier 
chosen. 
Move to 
step 2. 

 

Identify the 
need for 

goods/services. 

Start 

Start 

If the chosen supplier is an 
individual working as self-
employed, a sole trader, or 
through a personal services 

company (PSC) an IR35 
assessment needs to take place. 

Reception 
Team contacts 

supplier to 
complete the 

rest of the ESQ 
(sections 1-3) 
and checks 
section 4 

completed by 
HM. See email 
templates*8 

 

The completed 
ESQ is emailed 
to the HR IR35 
team*9 by the 

Reception 
Team with the 

HM cc’d. 
Ensure to 

answer the 3 
questions 

required by the 
IR35 team*10 

 

 

Whilst 
awaiting reply 
from the IR35 
team (can take 

up to a 
month), start 

discussing step 
3 with the HM. 

The IR35 team 
reply to confirm 
the status of the 

engagement 
with the HMRC 

CEST*11 
determination 

attached. 

 

 

If engagement 
counts as 

employed, need 
to engage and 
pay by non-
permanent 

worker route 
with Reed Talent 

Solutions. 
Contact the 

Reception Team. 

If engagement 
counts as self-
employed can 

Move to step 3. Reception save completed ESQ & CEST to BOX. 

 



Step 4 – 




