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This flow chart is designed to give a basic overview of what you need to do to claim OTR – together with notes on 

where to find out more and how Making Music can help. It assumes that you have already decided that you qualify for 

OTR and that it will be financially beneficial to claim OTR.  

For more detailed guidance please see:  

 OTR Part 2 – Getting set up   

 OTR toolkit – Setting up a production company  

 OITR toolkit – Running a production company  

Abbreviations: PC = production company. MM = Making Music  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.makingmusic.org.uk/resource/orchestra-tax-relief-otr-part-2-getting-set
https://www.makingmusic.org.uk/resource/otr-toolkit-setting-production-company
https://www.makingmusic.org.uk/resource/otr-toolkit-running-production-company


 

 

 

          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Further guidance from MM Key points Set up a production 

company (PC) 
Exactly how you do this will 

depend on whether your parent 

organisation (music group) is 

an incorporated organisation or 

not. 

You may also need to sign a 

Declaration of Trust 

 

OTR 2.2 - Setting up a production 

company 

OTR2.2.3 – Template: 

Memorandum & Articles of 

Association for setting up a 

company 

OTR2.5 - Completing form IN01 – 

guidance on completing the 

company registration form 

OTR2.4 Declaration of Trust over 

shares 

O 

Sign contract between 

parent organisation and  

PC establishing that the 

PC will produce your 

qualifying concerts  

 

Link the contract to financial 

year of the PC, so that all 

qualifying concerts taking place 

in the PC’s financial year are 

included in the contract 

Tell Making Music you 

have set up a PC (for 

insurance purposes) 

 

Email info@makingmusic.org.uk 

with the; Company name, 

company number and directors’ 

names. State that the PC has 

been set up as a PC to claim 

OTR 

Set up bank account for 

the PC 

 

OTR2.6 - Running a Production 

Company  

OT2.7 Template: Agreement between 

PO and PC  

OTR2.8 Guidance: Notes to 

accompany the agreement  

 

Make Election to HMRC 

for qualifying concerts   

Include all the concerts in the 

contract between the parent 

organisation and PC in the 

Election.  

The Election must be made 

before the date of the first 

concert  

OTR 2.9 - Making an Election to HMRC 

Agree loan from Parent 

organisation to PC for 

concert budget  

 

Before the decision to put on concert is taken and any production costs are incurred 

 

 

Once your PC is established 
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Online submission – to be done 

by PC directors. Cost £13  

HMRC pay OTR to PC 

PC and parent 

organisation settle loan 

repayment and 

commission fee.   

PC should keep accrual 

accounts 

PC to keep details of all 

potential OTR related costs 

(including apportionment where 

applicable) 

OTR2.6 Running a Production 

Company  

OTR2.10 Sample: Timeline for an 

OTR year  

Submit Confirmation 

statement to Companies 

House  

 

 

Prepare accounts for filing 

with Companies House 

 

Online submission – to be done 

by PC directors  

Submit accounts and 

OTR claim information to 

MM to file Company Tax 

return and OTR claim on 

your behalf with HMRC  

 

OTR2.6 - Running a Production 

Company  

From June 2017 - OTR Part 3 – MM 

accounts preparation template service 

(fee applies) 

 

PC starts paying for 

concerts costs. Parent 

organisation responsible 

for cash flow (loan)  

 

 

Submit accounts to 

Companies House   

 

 

If you have an accountant or 

experienced treasurer they can 

do this – otherwise use MM 

service  

Groups can do this themselves but 

due to the cost of specialist 

software required for an OTR 

claim we anticipate most groups 

will need our service 

 

 

End of PC financial year 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From June 2017 OTR 3 – MM OTR 

submission service – template to 

prepare Company Tax return and 

submission service (fee applies) 
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