
Silvermouse at the BBC – Transcript 
The BBC now uses Silvermouse for the production paperwork of its television programmes. 

As an independent company you may have used Silvermouse before for other broadcasters, but this 

video will show you the forms you will need to complete for BBC commissioned programmes, and 

where they have been customised to meet the BBC’s requirements. 

You might already have a login, but if you don’t, you can simply search for Silvermouse on the web 

to view the login screen, and then click on New User to register for a login. 

If you haven’t used Silvermouse before, please refer to the Getting Started helpcard to help you 

navigate around the system and to understand the processes. 

As the forms are referred to by other productions, and they are relied on for residual payments, 

music reporting, and further exploitation, it is essential the reporting is robust, detailed and accurate. 

When a programme is commissioned and added to the commissioning system, these forms are 

issued. 

The forms may sound familiar but they include BBC specific fields so it is important that you refer to 

the step by step helpcards provided to ensure you are recording details correctly as required by the 

BBC. There is a helpcard for each form to help you. 

Failure to meet the BBC requirements for reporting may cause delay in the acceptance of the forms, 

and may also delay your payment for the programme. If you have any questions, please do ask your 

BBC contact. 

Let’s open one of the BBC Silvermouse forms. 

A header is displayed at the top of all the forms and contains common data relating to the 

programme.  

As best practice, it is recommended you edit the header and update it with as much information as 

possible before doing anything else. 

This is the BBC Billings form. It provides essential information for the final transmission schedules, 

text for listings magazines, digital programme guides, BBC iPlayer and the BBC's programme 

websites. 

It needs to be submitted to the BBC as soon as available and minimum 2 weeks prior to transmission 

unless specifically agreed otherwise. 

There are two helpcards to assist you when completing the Billings Form. One is a step-by-step guide 

to the various fields. The other is by the BBC’s iPlayer team which explains why different lengths of 

synopses are required and where they are used. It also provides advice on writing a good synopsis. 



The Transmission Form provides essential information to the BBC’s broadcast playout service 

provider so the correct tape-delivered programme, and it’s associated services, for example 

interactive streams, are transmitted successfully from the playout area.  

It is also used by broadcast announcers, and therefore it is critical all the correct details are entered. 

The Transmission form is not required for file-delivered programmes, and it will be phased out for 

tape-delivered programmes.  

Until then, for all programmes delivered on tape, it must be submitted to the BBC on your 

programme delivery date or as soon as available prior to transmission. 

The BBC’s official Programme as Completed, or PasC, paperwork consists of the Front Page, the 

Copyrights and the Contributor forms. 

The Front Page is the cover for the PasC and contains general information about the programme, 

including funding, the full synopsis, and its film and VT summary details and production dates. 

The Copyrights form may look familiar if you’ve completed reporting for other broadcasters, but 

depending on the selections, additional information is required by the BBC. 

The fields at the bottom are specific to the BBC. In this example, you can see you are required to 

complete the details of the source of the BBC Archive footage, an important reminder to always 

refer to the source, not just the latest use. 

In addition, it’s important to remember Copyright can be many-layered, for example if your 

programme is an adaption of a book you might need to report both the book and the adaptation in 

the Text Copyright Type, 

In the Literary Script type of material, you can see additional BBC specific fields. 

When you have added the details about the copyright item, you should then add the associated 

rights. 

There are BBC specific Contract Types to select from. Please refer to the Copyrights helpcard when 

recording the details of the copyright items that have been used in your programme; as it also 

includes definitions of each of the contract types. 

The Contributors form is the final section of the BBC’s PasC. It is intrinsically linked to the Diversity 

Actual and Diversity Perceived forms, and is similar to the Contributors form for other broadcasters. 

For Diamond, the names and email addresses of mandatory roles that are involved in the 

programme will be entered into the Contributors or the Diversity Actual forms. 

Please refer to the Guidelines on the Diamond website to find out who should, and who should not, 

be entered into each form.  

Those individuals will then receive an email with a link to the diversity self-declaration form (or DSF). 



Separately, a member of the Production Team enters details about the perceived diversity 

characteristics from an audience perspective of on-screen contributors who play a significant role. 

This information is completed in the Diversity Perceived form. 

To advise recipients appropriately, you should complete the Diamond training. 

For more details about Diamond reporting, please refer to the BBC’s Commissioning site. 

The Cue Sheet is the final form that requires completion. The music reporting is time dependent, 

and needs to be completed soon after transmission, as the BBC is legally required to send accurate 

reporting details to the Music Collecting Societies within two weeks of TX. 

All music, even one second of a presenter whistling a tune, should be reported. 

The music cue sheet may look familiar too but please refer to the helpcard for detailed information 

about the BBC’s reporting requirements. 

Of course, like the Contributors and Copyrights forms, the clearance would have been sought in the 

pre-production stages of the programme; Silvermouse is only used for reporting purposes. 

When entering information into Silvermouse, especially when using free text fields, it is important to 

consider Data Protection. 

No personal or financial information should be included in the BBC’s paperwork, and where you are 

entering a person’s name or contact details for Diamond purposes, you must inform them you are 

going to do so beforehand. 

Although many of the fields are not mandatory in Silvermouse, they are required by the BBC for 

specific reasons, for example, to reconcile entries with contracts or to help with Re-versioning and 

Repeats.  

It is essential you refer to the helpcards when completing each of the forms. 

When you have finished entering the information into a form, you should Submit it by clicking on 

Submit to Broadcaster. 

The BBC will review the form. If it meets the requirements as specified in the Helpcards, the form 

will be Accepted; otherwise it will be Rejected and the Form Notes will display the BBC’s feedback, 

so you can amend it and re-submit it. 

Submitted forms can be viewed in the Outbox, and Issued and Rejected forms and forms in Progress 

can be viewed in the Inbox. The Library displays all forms. 

You should now understand the forms used by the BBC, and where the BBC has specific 

requirements for reporting. If you have questions, please discuss these with your BBC contact. 

For all other Silvermouse queries, please email silvermouse.support@bbc.co.uk 

Thank you. 

http://www.bbc.co.uk/commissioning/tv/production/articles/diversity
mailto:silvermouse.support@bbc.co.uk

