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Finding the “Log Your Proposal” form

You can access the system at www.bbc.co.uk/ecommissioning
[note that BBC staff use a different URL to reach the same site]

Enter your username and password — remembering that the password security settings are case sensitive:

elcoma\lo el omimissionng - MiCcroso nternet Lxplorer provide W ihe

File Edit Wi Favorites  Tools  Help #

eBack - & EJ @ @ pSBarch *Favnrites @ @v t}_:;*g @ s D i %ﬂddress @

k e=ammi.r.riaﬂing

Lsername: | |

Password: | |

[ Enter I [ Cancel ]

> Register As A Supplier = Forgot Password ?

P Commissioning Homepage

|| | & Internet
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http://www.bbc.co.uk/ecommissioning

Your To Do List

Clicking “To Do List” will take you to your To Do List
of proposals. Draft proposals that you are currently
working on will be listed here, as will proposals that
have been returned by the BBC with the suggestion

that you submit them to another commissioning
team.

Clicking “Blank Forms”
will take you to “Log Your
Proposal” where you can
submit a new proposal by
clicking on the “Log Your
Propgsal” field.

Clicking “Admin” will take you to “My

Proposal Status” where you can track

the progress of your proposals.

Company/Studio Account Administrators
ay have other options here

File Edit Wew Favorites Tools  Help

Q- © W R G Pedrrems @ 25 4[] 3E@B

B To Do Filters

To Do List

To Do List E Watch List | Blank Forms

—) commirrioning

L

¢ address | @] hitp: 212,568,251, 228 fecommissioning/def ault, asp: Go @ e

Admi | search

m n n n Page( 1 page / 0 folders )

B ID Subject

Updated

Eriority

You are currently logged in as harry@212productions.co.uk

Deadline

@ Done

| | | | | | # Internet . J

e commirrioning
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Starting A New Proposal Form

Clicking “Blank Forms” will take you to “Log Your Proposal” where you can submit a new proposal by clicking on the
“Log Your Proposal” field. This field will turn blue when you direct your mouse-pointer over it — click it once to launch a
new blank proposal form in a new window.

File

Q- O NEG

Address

Edit  Wiew Favorites  Tools  Help ”

pSearch %Favorites @‘ @v % A - D ﬂ ‘__a 3

@ https://ssl.bbe.co.ukfecommissioning/default . aspax

bbC.CO.Ul( To Do List Watch List | Blank Forms | Admin | ‘Search |

—) commirrioning

2 Blank Forms Filter
! Blank FDrmS You are currently logged on as e-commissioningregistrationteam@bbe.co.ulk

B Forme))
B0 SN BN X page [ 1[x] (1 page / 1 form )

| @ Map Action Ciescription

Log Your Proposal Submit a proposal created by yourself or your aorganisation.

eCommissioning

5 @ |
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Completing the Proposal Form

Submitting a proposal is a three-stage process. We 3 http://212.58.251.242 - SWiFT - Microsoft Internet Explorer provided by t... [= |[BX]

have designed it this way so that you have the 4 [[Proposal submission | N
opportunity to build up the detail of a proposal over . . . ~
time before submitting it. The three stages are: bieo.k e commirrioning
1. Completing the proposal form and saving it
2. Having an opportunity to amend, delete or save the Smeler omer
. . 212 Productions John Smith
proposal (to work on it again later) /
3 S b tt th P | is page will time-out after 30 minutes. Save any ct within this time. You can amend your proposal at any time.
. ubmi Ing e roposa Proposal Title (Mandatory fields are outlined in RED)

|Great British Menu: GB v France
The process should be fairly intuitive. However here Submitting Your Proposal
are some key features — NB mandatory fields are Choose the Genre Team
outlined in red on the form and are shown red [Ertertaiment___ : v
beIOW YOU ShOU|d Save your form frequently. *It, Choose the Commissioning Team to Receive Your Proposal Related Event

. | Elaine Bedell (Controller - Entertainment Commissioning) R | | A4
recommended that you do so every 10-15 minytes.
. . . Which services do you envisage your proposal working across 7
*The system will recognise you from your login Suggested channel / siot
Enter the title of your proposal [“ILinear v | | Clinteractive v [lwebBroadband I Mobile L
*Select the genre and commissioning team. This Details Of Your Proposal
autom atical |y I‘OUteS the p o p08a| '[0 the I’Ig ht Summary (40 word maximum - avoiding custom characters such as hullet points)
d est| n at|0 n once su bm |tted lFsluw a s_ett:znd series tof%rr:ag;Bristiggl;\;enu on BBC TWO sets out to test ancient rivalries between Britain and
. . i i rance in the runn-up to Christmas .
'Se|eCt the SerV|Ce Wh|Ch the pr0p08a| |S for, |t Can be //Pitch (500 word maximum - avoiding custom characters such as bullet points)
com b| n ation of platforms O/ The series aims to see whwther the hest of British can achieve a cuinary entente cordiale in Paris, the heart of
. . he nation tradiotionally associated with world supremacy in haute cuisine.

.The Summary ShOU|d be Short & Snappy Ilke a Radl .The British Amk lor, Sir Peter West ott, and his wife, Susie, will host an exclusive dinner at the climax of
T|mes b|“|ng (40 WOI’dS maX) / Delivery Price {In-House) or Tariff Range {Independent)
*The Pitch is where you can explain your full Autumn 2009 | [FL2 240k - £100k |
programme proposal (500 WOI‘dS maX) |Numher of Episodes | |DuratilJn | |Co-Production Partners |

[i] 30

On-screen Talent Production talent
THE FORM MAY NOT SAVE IF OPEN FOR Nick Nain ~|  [Executive producer: John Smith

R . [arcus wwareing
LONGER THAN 30 MINS, after the initial save, you Richard Corrigan 4 v
can return to the form at any time before submission _ | &
Print Draft Copy [ Cancel ] { Save and Close l
&] Done ® Internet
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Completing the Proposal Form

Writer and Writer's Agent only apply to Drama, Comedy, [y SrNrnepe e e r iy ap =

Microsoft Internet Explorer provided by... EI@EI
>

CBBC and CBeebies proposals - « [Froposal submission |
[Richard Corrigan | | S
USP: You can tell us a little about how the proposal will i \Writer's Agent

work for our audience across platforms

USP: How does this serve our audiences across our channels & services (including multi-platform potentialy?

) i i i i 1 __[Rimexd at BEC TWO early evening, the series would be supported by a website with menus, cooking tips to view.
This field applies to Current Affairs proposals only and is
greyed Out for Othel’ genres. FOI’ Current AffaiI’S we Want Current Affairs Proposition Highlight any Rights Issues or Restrictions
you to explain why the proposal should be Current Affairgq——J— None
rather than another factual genre

Detal l the ag.e_ rar.]ge and anim atIOI’] type for C B B Cﬁr/ Wil this proposal qualify for regional production under Ofcom Criteria 7
C B ee b Ies anim atl on p ro posal S (m an d atO ry fO r th ese If so, which 2 of 3 criteria? Substantive Production Base 70% Production Budget [[]50% Production Talent
g en reS) HMotes to the Commissioning Team {(noting previous conversati materials supplied, etc. 100 words mazx)

Discussed with Jay on Monday 4th, submitted with detail mentioned

Is this a regional production ? It must satisfy 2 of the 3 d
criteria vd

Describe how your proposal will meet our diversity commitment on and off-screen (200 words maximumy)

Filmed around the UK using a diverse cast and contestant list

This is useful to explain previous conversations (eﬁg{ - -

. . ; Tick if you are mcludmganaﬂachmem E]
you have been talking to a particular Exec Editor about / {click to add an
the prOJeCt) omedy require scripts at the initial prop:

You can add 1 attachment but never include your —]
proposal synopsis just as an attachment

You can also indicate if you are sending supporting — |
material by post (e.g. tapes or DVDSs) /
If your proposal is topical (e.g. related to a news event)
then tick this box

sending supporting material by post
fhent) (give details in Notes box above)

age and attachment of a script or sample of writing is mandatory.
Drama is happy to look at scripts i ilable but these are not mandatory. Other genres do not encourage the
=zending of additional @l online.

\

Proposal is topical or related to a news-event
Tick to confirm acceptance of our terms and conditions [PDF, 43kh, PDF files are viewable by Adobe Acrobat
reader, available here].

A\

Private Notes ({these will not be sent with the proposal)

v

You must tick to accept the Terms & Condition < | &
You can record private notes here. These are not sent—"| DT [ concel | [ save andclose |

with your proposal &] Done © Internet
Finally click <Save and Close>
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Adding An Attachment

You can include 1 attachment with your proposal up to _
3mb in size Tickifyouare [/]including an attachment B

{click to add an attachiment)

Tick the <tickbox> including an attachment

Then click the folder icon to upload your attachment

Document | Reference |

Attaching Your Logo

% Attach your file by clicking the clipboard icon
% This screen will popup: lp12.jpg _Browse... |
% Click <Browse> to find your file on your own computer file structure
Click <Upload> to attach the file

The file will be submitted when you click the upload button

You can check the file has been attached by hovering over the clipboard icon, which will display the filename of your
document

Select a file

Cann:ell Upload |

X/
%*

X4

*,

X/
L X4

Acceptable File Formats

As well as accepting typical script formats we can accept:

Text Formats: .doc .rtf .txt

Image Formats .jpg .gif .tif

Movie Formats .avi .mov

Zip Files (if you want to send multiple attachments you can zip them into one file)

Note that we can’'t normally open Macintosh file formats.

User Guide (Submitting A Proposal) — updated July 2009 Page 8
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Sending Supporting Material By Post

Due to the volume of proposals we receive, we don’t encourage the
sending of supporting materials by post but realise that, on
occasion it might be necessary.

If you are sending supporting materials by post then ensure you tick
the tick-box on the proposal form.

sending supporting material by post

We need to tie up your electronic proposal with the materials you
send — so ensure that you send the proposal title, reference
number and genre with any materials you send.

In order to help you, we’ll send you all this information in your
acknowledgement email.

We’'ll also send information of how you can find the correct postal
address for your materials.

Typical Acknowledgement Email

Dear Harry,
Re: Proposal Title “Living with the Animals"

Thank you for sending your proposal for the above project to Jay
Hunt.

The project has now been logged on our database with reference
00000092.

Jay Hunt or one of their team will be in touch with you shortly.
Thank you for thinking of the BBC with your proposal.

Kind regards,
Harry Smithers
Proposal Co-Ordinator, Daytime

Instructions For Sending Supporting Materials By Post:
You have indicated that you want to send additional materials by post.

Please include the following information:

Proposal Title “Living with the Animals"

Reference: "00000092"

Genre "Daytime"

with any supporting materials that you send us by post.

Go to: http://www.bbc.co.uk/commissioning/contacts/ to find the
postal address to which you should submit materials.

On this web-page, choose the genre from the drop-down list, choose
"Editorial" and press "Search".

Choose the appropriate Postal Address from those displayed.

ei:ammi.r:ianins
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Amending, Sending or Deleting Your Proposal

You can amend the proposal, start the submission process or delete the proposal. You can amend the proposal as often as you
want before submission:

3 http://212.58.251.242 - SWIiFT - Microsoft Internet Explorer provided by th... [Z |[B]X]

4 | Proposal Submission | ]
bbe.co.uk H H H r
‘DOE commilLrioning
Supplier Owner
212 Productions John Smith

This page will time-out after 30 minutes. Save any changes within this time. You can amend your proposal at any time. =

Proposal Title (Mandatory fields are outlined in RED)

Great British Menu: GB v France Print Proposal

Submitting Your Proposal
Choose the Genre Team

Choose the Commissioning Team to Receive Your Proposal Related Event

Which services doyou enwisage your proposal working across 7
Suggested channel / slot

Linear Ty BBC2 Early evening Interactive TV WehBroadband Mobile

NB - These buttons will not be ils Of Your Proposal

available until you have saved the w2)
proposal for the first time 4 [ Amend Propasal ” Send ko BBC Commissioning Team ” Dielete Proposal ] [ 3
1 / \
&] Done / \ B Internet
You can amend the This starts the This deletes your proposal This closes the screen
proposal as often as you  submission process without submitting it. You will  and saves the proposal in
want not be able to retrieve it once Your To Do List
deleted

] ] ] User Guide (Submitting A Proposal) — updated July 2009 Page 10
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Printing/Submitting Your Proposal

You will have a final opportunity to print the final proposal. This creates a Microsoft Word document which you can save
and print. You can also access the proposal in this format at any time after submission in My Proposals Status up until
the proposal is archived. Please note: Proposals are archived 30 days after they have been withdrawn, rejected or

deleted. /

€] http://212.58.251.228 - SWiFT - Microsoft Internet Explorer provided by the BBC

4 I Send Proposal I

bbecouk e commirrioning

FPlease review your proposal before submitting it to the BBEC.
Press button on the right to open your proposal in Word and print it. Print Proposal

Cancel this form and go to Amend Proposal action if you want to make any ¢changes.

Proposal Title
Great British Menu: GB v France

Submitting Your Proposal
Choose the Genre Team

Daytime
Choose the Commissioning Team to Receive Your Proposal Related Event
Jay Hunt {Controller - Daytime) Christmas M
< 111 I [i]
[ Cancel J L Save and Close J
||@ Done & Interret

Clicking <Save and Close> submits your proposal and automatically routes
it to the right person in the commissioning team you have selected
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Checking Your Proposal

If you haven’t submitted the proposal then it will be in your To Do List. You can amend it or submit it at any time by clicking it

: Fle Edt View Favorites Tools  Help H

Qeak - © - %] [B] @0 O search g Favories

bbc.co.uk To Do List Watch List

s/siﬁ'ng,l’default.aspx Go % T

i pddress @ http:f/212,58,251, 228 ecommi

Blank Forms gndn'lin search

To Do List
20 21 B3 B3 page [1[v] (1 page /1 folder )

B ID Subject
3 00000130 212 Productions Ltd - Great British Menu: GB v France 28/03/07 21:49 Draft Proposals 3 Proposal lagged |

dre currently logged in as harry@212productions.co.uk

Updated Stage Pricrity Ceadline Message

. Inkernet
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Tracking Your Proposals

In Admin you will see the option “My Proposal Status”. If

you double-click on this then you will see a summary of all €] http://212.58.251.228 - SWiFT - Microsoft Internet Explorer provided by the BBC =)
your proposals (excluding those that have been archived 4 [ My Proposals Status | »
30 days after they have been rejected) submitted together . . .
with a status update bifeoLk e commirrioning
If you have lots of proposals then you can sort them by
double-clicking on the column of the field by which you My Proposal Status
which to sort e.g. if you wish To sortby-+eference then click | Bage of
On “Reference” \Title\Reﬂarence Submitted On * Submitted to Current Status  Indie Exec
1:2 glesalcs){yof 0000108 2703107 Richard Klein il:mc::lledged ﬂ::;isr;i (7]
If you C“Ck on the proposal you WI” be able to Open It and Killers in the 0000107 21103407 Adam Kemp Under Jacquie
See What you Saved Artist's Lair Discussion Hughes |
The statuses that we use are:
+»Draft Proposal &
«*Proposal Acknowledged
+ Under Discussion
+«+ Proposal Development
+ In Contractual Negotiation
+ Commissioned (Contracted)
% Proposal Rejected
% Proposal Withdrawn ]
(]
NB — if a proposal is showing Draft Proposal as it's Current & -
Status, then it has not been submitted to the BBC e :
Canicel Save and Close
If you are the company/studio Account Administrator then 6 ovosrpt vty e
you will have an additional form “My Company Proposal
Status” which shows you the status of the proposals
submitted by all the users in your company/studio.
Proposals are archived 30 days after they have been
withdrawn, rejected or deleted
User Guide (Submitting A Proposal) — updated July 2009 Page 13

ei:ammi.r:ianins




Optimising Your Proposal

One Of the features for CommISSIOnlng teams -'§5WiFT—Microsoﬂ: Internet Explorer provided by the BBC

using e-Commissioning is that they can 4 [ proposal search | >
search and filter proposals easily (see search

screen ) sk Commissioning

They can search the Proposal, On-Screen IGE”“EM—L, |T”'e |
Talent, Production Talent and Writer Fields Synopsis

for key words e.g. If your pitch text says | |
merely “A Guide to Weather Systems” we |Writer | |On Screen Talent | IKey Talent j
may not find it if we sea_rch for “_hurricane” SO Prooct OwnorExes

always make the pitch field as rich as | | F InHouse I Archive and Dormant

possible e.g. “A guide to the world’s weather o e 5 P curit | Seareh
systems focusing on hurricanes, cyclones,

tropical storms and tsunamis” would enable — o i N

us to search for and find your proposal in this

example.

Don’t add your pitch just as an attachment, as

we can't search attachments and so may not

find your proposal in the example above.

If you have an existing proposal that you are

attaching always (as a minimum) copy key

content into the Pitch field to enable us to

search as above. -
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Submitting a Multiplatform or Teens proposal

We reflect the genre-based commissioning structure within e-Commissioning and this applies to both Multiplatform and Teens
proposals. All ideas whether linear; multiplatform; a combination of the two; or for our Teens portfolio, are commissioned by the
genre Controller or genre Commissioning Editor, Multiplatform Commissioning.

To submit a multiplatform proposal:

. select the relevant genre i.e. if an online Docs based proposition, send to Documentaries; or if an interactive game show
idea send to Entertainment.

. choose the relevant team to whom you wish to submit your idea i.e. Charlotte Moore Moore — Documentaries; Mark Linsey
— Entertainment

« if the linear box is selected, then your proposal will be routed to a linear Exec. (The idea will still be shared with the
MP Exec but in most cases will be "owned" by the Linear Exec.)

« if the linear box isn't selected and any of the 3 multiplatform boxes are, (Interactive TV, Web/Broadband or Mobile)
then your idea will be sent to the relevant MP exec - i.e.

* Nick Cohen — Arts, Documentaries, Features and Formats on BBC ONE and TWO, Music and Events
e Lisa Sargood — Science & Natural History

* Rebecca Shallcross — Children's (CBBC & CBeebies)

e Martin Trickey — Comedy and Comedy Entertainment

Further detail about the Multiplatform teams can be found via:
http://www.bbc.co.uk/commissioning/tv/network/multiplatform.shtml

To submit a Teens proposal:

. select the relevant genre i.e. if a Factual Features proposition, send to Factual Features; or if a chat show idea send
to Entertainment.

. choose the relevant team to receive your idea i.e. Mark Linsey — Entertainment; Harry Lansdown — BBC THREE
Features, Formats & Specialist Factual

. the Commissioners have appointed specific Execs to manage Teens ideas and these are below. The proposal will
automatically be sent to the relevant Exec:

o Karl Warner — Entertainment & Music
* Harry Lansdown — Features, Formats & Specialist Factual
e  Maxine Watson - Documentaries

] u ] User Guide (Submitting A Proposal) — updated July 2009 Page 15
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Having problems?

Viewing the site:
To allow the site to function correctly
* Your security software must be set to identify https://ssl.bbc.co.uk/ecommissioning/ as a trusted site

 Pop-Ups must be enabled at all levels i.e. on the internet browser and on any additional toolbars which
may be installed such as Google Toolbar and Yahoo Toolbar

Proposal submission
There are some common scenarios, ALL included in this User Guide and noted on the form, which do not
allow the proposal submission form to save correctly.

Have you:
« completed all the mandatory fields?

* had the form open for longer than 30mins? The nature of the internet means that some users internet
connections "timeout. You can Save & Close and return to your proposal before submitting it.

e copied & pasted bullet points from Word or entered any non-standard characters into any field?
e attached a file which is larger than 3mb?

e attached more than one attachment?

e attached an unsupported file type

Having trouble printing your proposal form?

« Some Internet browsers (e.g certain versions of Mozilla Firefox) redirect users to the BBC Homepage
when the ‘Print Proposal’ button is used - try using Microsoft Internet Explorer on a PC or Safari on Apple
computer if this proves a problem.

Not receiving emails?
e Are emails from the system being “quarantined” in your Junk Malil filter?
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