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Finding the “Log Your Proposal” form
You can access the system at www.bbc.co.uk/ecommissioning

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

http://www.bbc.co.uk/ecommissioning
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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 
Proposal” field.  

Clicking “Admin” will take you to “My 
Proposal Status” where you can track 
the progress of your proposals. 
Company/Studio Account Administrators 
will have other options here



5PageUser Guide (Submitting A Proposal) – updated April 2011

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.
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Completing the Proposal Form
Submitting a proposal is a three-stage process. It has 
been designed this way so that you have the 
opportunity to build up the detail of a proposal over 
time before submitting it. The three stages are:
1. Completing the proposal form and saving it
2. Having an opportunity to amend, delete or save the 
proposal (to work on it again later)
3. Submitting the Proposal

The process should be fairly intuitive. However here 
are some key features – mandatory fields are outlined 
in red on the form and are shown red below. You 
should save your form frequently. *It’s recommended 
that you do so every 10-15 minutes.
•The system will recognise you from your login
•Enter the title of your proposal
•Select the genre and commissioning team. This 
automatically routes the proposal to the right 
destination once submitted
•Select the service which the proposal is for, it can be a 
combination of platforms
•The Summary should be short & snappy like a Radio 
Times billing (40 words max)
•The Pitch is where you can explain your full 
programme proposal (500 words max)

I’t s recommended that you save you form regularly 
after entering some text in the mandatory fields. After 
the initial save, you can return to the form at any time 
before submission by using the ‘Amend proposal’ 
button.
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Completing the Proposal Form
Writer and Writer’s Agent only apply to Drama, Comedy, 
CBBC and CBeebies proposals

USP: You can tell us a little about how the proposal will 
work for our audience across platforms

This field applies to Current Affairs proposals only and is 
greyed out for other genres. For Current Affairs we want 
you to explain why the proposal should be Current Affairs 
rather than another factual genre

Detail the age-range and animation type for CBBC or 
CBeebies animation proposals (mandatory for these 
genres)

Is this a regional production ? If it is, it must satisfy 2 of 
the 3 criteria

This is useful to explain previous conversations (e.g. if 
you have been talking to a particular Exec Editor about 
the project)
You can add 1 attachment but try to avoid including your 
proposal synopsis just as an attachment
You can also indicate if you are sending supporting 
material by post (e.g. tapes or DVDs)
If your proposal is topical (e.g. related to a news event) 
then tick this box
You must tick to accept the Terms & Conditions
You can record private notes here. These are not sent 
with your proposal
Finally click the ‘Save and Close’ button.
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Adding An Attachment
You can include 1 attachment with your proposal up to 
3mb in size

Tick the <tickbox> including an attachment

Then roll your mouse pointer over the folder icon until it turns
into a hand symbol to click and upload your attachment

Attaching Your Logo
Attach your file by clicking the clipboard icon
This screen will popup: 
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

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)
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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.

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.

Typical Acknowledgement Email

Dear Harry, 

Re: Proposal Title “Living with the Animals" 

Thank you for sending your proposal for the above project to Charlotte 
Moore. 
The project has now been logged on our database with reference 
00000092. 
Charlotte Moore 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, Documentaries

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 “Documentaries" 
with any supporting materials that you send us by post. 

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

http://www.bbc.co.uk/commissioning/whos-who/tv
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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:

You can amend the 
proposal as often as you 
want by unlocking the 
saved proposal for editing

This starts the 
submission process

This deletes your proposal 
without submitting it.  You will 
not be able to retrieve it once 
deleted

This closes the screen 
and saves the proposal in 
Your To Do List

NB - These buttons will not be 
available until you have saved the 
proposal for the first time
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Printing/Submitting Your Proposal
You will have a final opportunity to print the final proposal before you send it. 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 within the  
‘Admin’ section of your account in the ‘My Proposals Status’ and ‘My Company Proposals’ forms (company admin users 
only).

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
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Tracking Your Proposals
In Admin you will see the option “My Proposal Status”.  If you click on 
this form, you will then see a summary of your active proposals 
submitted together with a status update. If you wish to display all the 
proposals you have submitted, including any past declined and 
archived offers, select the ‘Display all proposals (including your 
archived offers)’ button.

If you have lots of proposals then you can sort them by clicking on the 
column of the field by which you which to sort e.g. if you wish to sort by 
reference then click on “Reference”

If you click on the proposal you will be able to open it and see what you 
saved.

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 and it is still on your account 
as a draft.

If you are the company/studio Account Administrator then 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, to view archived proposals click the ‘Display all 
proposals (including your archived offers)’ button.
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Optimising Your Proposal
One of the features for commissioning teams 
using e-Commissioning is that they can 
search and filter proposals easily (see search 
screen )

They can search the Proposal, On-Screen 
Talent, Production Talent and Writer Fields 
for key words e.g. If your pitch text says 
merely “A Guide to Weather Systems” we 
may not find it if we search for “hurricane” so 
always make the pitch field as rich as 
possible e.g. “A guide to the world’s weather 
systems focusing on hurricanes, cyclones, 
tropical storms and tsunamis” would enable 
us to search for and find your proposal in this 
example.

Try to avoid adding 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 online content and teens 
proposals.  All ideas whether linear; online content; a combination of the two; or for our teens portfolio, are commissioned by the
genre Controller or genre Commissioning Editor.

To submit a online content 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 online boxes are, (Interactive TV, Web/Broadband or Mobile) then 

your idea will be sent to the relevant online content Exec.

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:

• Karl Warner – Entertainment & Music
• Harry Lansdown – Features, Formats & Specialist Factual
• Maxine Watson - Documentaries



16PageUser Guide (Submitting A Proposal) – updated April 2011

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, Yahoo or MSN toolbars.

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 3 hours without saving the form? The nature of the internet means that 

some users internet connections "timeout“.  You can Save & Close and return to your proposal before 
submitting it.

• copied & pasted bullet points from Word or entered any non-standard characters into any field? 
• attached a file which is larger than 3mb?
• attached more than one attachment?
• attached an unsupported file type.

Not receiving emails?
• Are emails from the system being “quarantined” in your junk mail or spam filter? You should ensure that 

the system email address: ecomm.system@bbc.co.uk is a trusted sender in your email account settings.

https://ssl.bbc.co.uk/ecommissioning/
mailto:ecomm.system@bbc.co.uk
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