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[bookmark: _Toc213832241]Access and Logging in 

If you already have access to PiCoS you should also automatically be able to access Comm Spec via a BBC Login EPA account. To access Comm Spec, please login via https://comm-spec.tools.bbc.co.uk/  

If you are unable to login to Comm Spec and need access, please raise a request via the support request form or you can email the support team at commspec.support@bbc.co.uk. 

[bookmark: _Toc213832242]Completing a Comm Spec
[bookmark: _Toc213832243]Accessing Your Specs
· Log into the system to view all comm specs for your production company.
· Use the search bar or the filters to find a specific comm spec.	Comment by Nick Twyford: We have 3 x filters on the home page we should mention too, I think they might be more relevant than searching ultimately. 	Comment by Martin Johnson: You mention 3, I can only see 2 on the Indie side? Is this correct? 	Comment by Martin Johnson: Screenshot and text replaced

[image: A screenshot of the list page highlighting the assign to box]

· Comm Specs that are marked as: 
· With BBC – The BBC are reviewing; you cannot edit.
· With Production – You can edit and complete the spec.



[bookmark: _Toc213832244]Filling Out the Spec

· Click the spec title to open the Summary Screen.
[image: A screenshot of the list page highlighting the comm spec title on a list item]

· View section statuses and spec details via the three-dot menu.
· Click a section header to open its form (includes text boxes, radio buttons, tick boxes).

[image: A screenshot of the sections of a comm spec highlighting a section header]

[image: A screenshot of a comm spec section]

· Save changes before navigating to another section of the Comm Spec. Save via the left-hand side icon, or the save button at the bottom of the page.
[image: A screenshot of a comm spec section highlighting the save button]	Comment by Nick Twyford: Extra save button on the left with the 2x navigation buttons, too. 	Comment by Martin Johnson: Text and Screenshot replaced

[bookmark: _Toc213832245]Submitting to BBC

· Return to the Summary Screen.
· At the bottom of the page, click Submit to BBC.

[image: A screenshot of the comm spec overview page highlighting the Submit to BBC button]

· Status changes to With BBC – editing is locked during review.

[bookmark: _Toc213832246]Reviewing a Comm Spec Returned by the BBC
· Status changes to With Production.
· Click the spec title to view comments and updates.
· Flags indicate where changes or comments exist, these are also viewable in the side menu when in a specific form.
[image: A screenshot of a comm spec overview page highlighting that it has comments and has been updated]	Comment by Nick Twyford: Although the BBC will make edits to the spec less, we should probably highlight the Updates flag too if possible.	Comment by Martin Johnson: Images updated to reflect the update flag as well comments

[image: A screenshot of the comm spec menu button highlighting that it has comments against a section]

[bookmark: _Toc213832247]Adding Comments
· Use Add a Comment to respond or flag issues. 
[image: A screenshot of a comm spec field highlight the Add a comment button]

· Comments can be edited, deleted, by selecting the pen or trash can icons within the comment box.

[image: A screenshot of a comm spec field highlighting the edit and delete buttons on a comment]

[bookmark: _Toc213832248]Comparing Versions
· [bookmark: _Hlk212111910]Use Version History in any field to compare changes. Click ‘View Version History’.

[image: A screenshot of a comm spec field highlighting the view version history button for that field]

· [bookmark: _Hlk212111939]Select versions from the dropdown to highlight differences. Changes are highlighted in Red and Green

[image: A screenshot of the version history modal ]	Comment by Nick Twyford: As per the BBC helpcard please see the changes I’ve recommended there. 	Comment by Martin Johnson: Image has been amended

🔸 Note: Only versions with changes are available.

[bookmark: _Toc213832249]Agreeing a Comm Spec
[bookmark: _Toc213832250]Approval Process
· BBC approves sections once they have been completed.
· Approved sections become locked.
· The status of the form updates to Approved in Summary Screen.

[image: A screenshot of the comm spec overview page highlighting the section status as Approved]
🔸 Note: Forms can be unlocked if needed but this can only be actioned by the BBC. Please ask your BBC contact to unlock them if needed so you can make the necessary amendments.	Comment by Nick Twyford: “please ask your BBC contact to unlock them if needed so you can make the necessary amendments”?	Comment by Martin Johnson: Text has been amended


[bookmark: _Toc213832251]Final Agreement
· Once all sections are approved and the BBC have signed off the comm spec the status changes to With Production – Ready to Sign.
· Click three-dot menu → Agree and sign.

[image: A screenshot of the comm spec actions menu highlighting the Agree and sign option]

· Tick confirm, then confirm.

[image: A screenshot of the sign off modal highlighting the checkbox to confirm sign off and the confirm button]

· Status changes to Agreed – spec is locked.

[image: A screenshot of the comm spec overview page highlighting the status in the core details]

[bookmark: _Toc213832252]Generating a PDF
· After agreement, the spec is locked.
· Use the three dots menu → Create PDF.

[image: A screenshot of the comm spec actions menu highlighting the Download PDF button]

· This PDF will now open in a new window. This PDF is used by BBC to create your contract.


[bookmark: _Toc213832253]Tips & Reminders
· Always save before switching sections.
· Use comments to communicate with BBC reviewers.
· [bookmark: _Hlk213750057]Check version history on forms to monitor and view track changes.
· Only submit when you're ready – editing locks once submitted.
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Animation as applicable

Further information is available at
‘Screenskills High End TV Skills Fund i

‘Screenskills Children's TV skills Fund &

‘Screenskills Animation Skills Fund /7!

More information about the Screenskills Unscripted TV S|

% View version history

& Add a comment

% View version history

& Add a comment




image6.png
Delivery And lechnical Requirements
Delivery and Technical

Credits
Regional Qualification

Regional Qualification

In Progress

In Progress

In Progress




image7.png
Wild Tails

With Production

Editorial
Editorial
Creative Brief

Music Brief
Sustainability Brief
Key Approvals

Key Approvals

Happy Cat Productions | Created By: Nick Tuyford
Document Type: TV Crestad Om:05/11/2025 1§
TUNetwork | Last Updatad: 11/11/2025

In Progress

Not Started

Comments (1) Not Started

Not Started

Not Started




image8.png
© Music Brief
© Sustainability Brief
© Key Approvals
© Compliance & Obligations
© Production

Delivery And Technical
Requirements

© Regional Qualification

=0

/50 characters

Happy Cat Productions
Document Type: TV Crastad On:05/11/2025

Crested By: Nick Tuford

TUNetwork | Last Updated: 11/11/2025

% View version history

& Add a comment v
' View version history
delines: & BBC: Paul Holmes. ~
07/1/2025, 14:52:40
‘What about a Christmas B
Delivery Date (dd/mm/yyyy) special? %

30/11/2025 X @

630 minute episodes

& Paul Holmes. A





image9.png
Editorial brief / synopsi

Include target age group if applicable

208/5000worcs | W View version history

& Paul Holmes.

Hosted by the infectiously enthusiastic Romesh Ranganathan, Wild Tails is 2
laugh-out-loud BBC? series that dives into the wonderfully unpredictable
world of Britain's most eccentric pet owners and their extraordinary animal
‘companions.
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between humans and the creatures they share their lives with. Each episode
features a new set of households where pets aren't just part of the family —
they run the family.

Romesh travels across the UK meeting proud owners of everything from
pampered pigs and ninja rabbits to skateboarding parrots, uncovering the
hilarious routines, bizarre habits and touching stories behind each tail. Along
the way, he'l join in on pet birthday parties, agility contests, and evena
hedgehog spa day - all while trying (and usually failing) to keep things under
control.

But it's not just about the laughs. Wild Tails also explores the deep
‘emotional bonds between people and their pets, showing how animals bring
Joy, comfort and a healthy dose of chaos to our lives.
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Editorial compliance considerations 68/1000 words

Potential editorial issues relating to compliance with the BBC Editorial Guidelines
that either will or may foreseeably arise in connection with the Programme, and
how these will be addressed, following discussions* between the Producer and
the BBC Editorial Representative with notes recorded i full with separate notes
kept by both parties.

*As recorded in full in separate notes kept by both the Producer and the BBC
Editorial Representative

Guidelines that either will or may foreseeably arise in connection with the
Programme, and how these will be addressed, following discussions*
between the Producer and the BBC Editorial Representative with notes
recorded n full with separate notes kept by both parties.

a]
Potential editorial issues relating to compliance with the BBC Editorial |

“As recorded in full in separate notes kept by both the Producer and the
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pets aren't just part of the family ~ they run the family.
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