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[footnoteRef:1] [1:  ] 

Attachment 
Dated: [Date]
COMMISSIONING SPECIFICATION

1.  Editorial Specification

	Independent production company
	[   ]

	Working title
	[   ]

	Series number
	[   ]

	Delivery Date (time being of the essence)
	xx/xx/20xx
NB see Section 6 below for full delivery details

	Genre
Please select genre and sub genre if appropriate
	Genre
	Commissioning Dept

	
	Drama
	
	
	

	
	Ents
	
	
	

	
	Comedy
	
	
	

	
	Factual
	
	
	

	
	Daytime
	
	Ents
	

	
	
	
	Factual
	

	
	Children’s
	
	Drama
	

	
	
	
	Factual-Ents
	

	
	
	
	Pre-school
	

	
	News
	
	
	

	Co production partners (if known) and any editorial requirements
	

	Number of episodes x duration (including opening and closing credits)
In accordance with the applicable BBC Guidelines:
Programme duration guidance
Credit duration guidance 
	[Eps x dur]


	Pre/post watershed (delete as appropriate)
	[Pre watershed  /  Post watershed]

	Format/ Style
Drama – series/ serial/ single/ 2 parter/ Event
Ents – studio show/ single camera loc/ multi camera loc
Factual - Ob doc, drama doc, factual ents, authored film etc
	[bookmark: CATEGORY][Format/Style]

	Topicality 
Please specify any relevant tie-ins: eg exhibitions, book launches, DVD releases, anniversary etc
	Topical
	

	
	Non topical
	

	
	Tie ins details
	

	Editorial brief / synopsis 
(include target age group if applicable)
	[synopsis]

	Editorial compliance considerations
Potential editorial issues relating to compliance with the BBC Editorial Guidelines that either will or may forseeably arise in connection with the Programme, and how these will be addressed, following discussions[footnoteRef:2] between the Producer and the BBC Editorial Representative: [2:  As recorded in full in separate notes kept by both the Producer and the BBC Editorial Representative] 

	[None] or [Brief details]

	For Programmes in the following genres: News; Current Affairs; or Factual Journalism:  Please confirm that the individual who is signing this Commissioning Specification has attended the BBC’s Impartiality standards briefing for independent producers.  NB the contract can’t be signed until this is confirmed where applicable.
	Confirmed: [Y] [N] 
[N/A]



	Does on-screen talent (or their agent) have an ownership or management relationship with the Producer?
	[YES/NO]


	BBC Managed Risk Programme List
	[Not Applicable] or 
[Programme to be included on the BBC Managed Risk Programme List – include brief details]

	Are any sources of finance for the production of the Programme covered by the BBC policy on location and production incentives for independent productions (pdf) 
	[Yes /No / Anticipated / Not Anticipated]

	Please confirm that the person who signs this Commissioning Specification is also the person within the company who is, or would be, responsible for ensuring compliance with this policy (whether any such funding is anticipated upon commission of the Programme, or becomes identified at a later point prior to delivery of the Programme).
	[YES/NO]


	If not, please provide the name of the person who is taking such responsibility.
	[name of alternative company executive who is taking responsibility]

	Health and Safety (to be completed by the BBC)
BBC Health and Safety approval and risk level:
	Period of approval: [3] years expiring on [      ]
Risk level assigned: [Standard / High]

	Did significant accidents or incidents (for example those defined by RIDDOR or similar) arise during any previous production for the BBC? 
	[YES/NO]
(If yes please give details including what action has been taken)

	Working excessive hours often contributes to stress and accidents, particularly if coupled with driving.  Do you anticipate long working hours on this production, and if so, how will you mitigate against this?
	[Producer to complete]

	Please confirm if this production involves any High Risk Activities
	[YES/NO]
(if yes please give details and contact BBC Safety)

	Please indicate whether the production involves travel to a Hostile Environment (HE) or other High Risk?  If high risk and/or an HE, please email the BBC High Risk Team.
	[YES / N/A]
(If YES insert name of member of BBC High Risk Team)

	Name of person responsible for Health and Safety on this production/series
	[Producer to complete]

	
Which individual or company is the competent source of advice for the Producer in relation to health and safety on this production and what is their qualifications/experience?

NB - Please include their contact details, qualifications and/or experience.
	[Producer to complete]

	SUSTAINABILITY OFF-SCREEN 

Minimise energy and travel emissions 
The BBC is committed to reducing the carbon emissions of making content, with a particular focus on energy and travel, the highest impact areas of production.
 
Please note no diesel or petrol is to be used in generators on UK based shoots without prior agreement with the Commissioning Editor. Find guidance about reducing emissions from energy and travel.
	

The Producer confirms the production will:
 
☐ take action to reduce emissions from energy and travel

Please specify measures:

	ALBERT CERTIFICATION
All commissions are required to complete albert Certification through submitting a Carbon Action Plan prior to production, completing a footprint and collating evidence of sustainable actions.

Find further details about albert certification including exemptions.

	☐ begin footprint and submit albert Carbon Action Plan questionnaire in pre-production 

☐ complete albert Certification with evidence

If the production does not intend to apply for albert Certification, please state under which of the criteria it is exempt:


	SUSTAINABILITY POLICY

It is mandatory for all content makers for the BBC to have a sustainability policy in place. If you do not have a policy, you can find a template here.

	Confirm that you have a company sustainability policy
 
YES / NO
 
Please add a link to or attach a copy of your company’s sustainability policy:


	RETURNING SERIES – LOWER CARBON FOOTPRINT

There is an expectation that returning series will endeavour to deliver with a lower carbon footprint than previous series, unless there has been discussion and agreement with the commissioning editor.
	The Producer confirms the production will endeavour to deliver with a lower carbon footprint than previous series 

YES/NO

If No, include agreed rationale following discussion with Commissioning Editor:

	SUSTAINABILITY ON-SCREEN

The BBC is a signatory of the Climate Content Pledge and is committed to informing and inspiring audiences about what is needed to transition to a more sustainable world and how they can play a part.

Productions are required to report on their inclusion of environmental themes in the On-Screen Sustainability form in Silvermouse.   

Using the form as a prompt during the development conversation with the Commissioning Editor and in pre-production will help highlight relevant opportunities for inclusion. 

Find out more about the form and the checklist of topics it includes. 

Find out more about sustainability in programme editorial.

Visit the albert planet placement website.

	

Has a formal conversation about how sustainability/the environment/nature will be considered or reflected in the editorial of this project, either implicitly or explicitly, taken place between the Executive Producer(s) and Commissioning Editor? 

YES/NO

Please insert date and names of attendees involved in this conversation:

Date: 
Attendees:

Please outline the outcome of the conversation and any actions agreed:


	[bookmark: _Hlk90573235]UK Television Tax Relief / Skills Funds

Supporting skills investment is very important to the BBC, which is why any Producer applying for the UK Television Tax Relief should make provision in their programme budget for the relevant Skills Fund - High-end, Children’s or Animation as applicable

Further information is available at
ScreenSkills High End TV Skills Fund
ScreenSkills Children’s TV Skills Fund
ScreenSkills Animation Skills Fund

More information about the ScreenSkills Unscripted TV Skills Fund.

Please note these are NOT the same as the Unscripted TV ScreenSkills Fund 
	
☐  This Programme will make provision in the Budget to pay the appropriate contribution to the High-end TV Skills Fund, the Children’s TV Skills Fund or the Animation Skills Fund (as applicable) once it has received the tax credit from the HMRC

If no, please provide the reason why:






2.  Creative Brief

	
	Brief

	Writer brief
- Single writer/ co-writers / team writing 
- Approved Scripts - date of accepted draft
	[Detail]

	Directorial brief
- All relevant creative information
- Style of direction, etc
	[Detail]

	Design brief
- Set/fx/ props – standard high
	[Detail]

	General casting brief

· Casting aspirations (Stars high/low, new talent),
· Number of Core Cast
· Number of guest parts per episode
· No. of Extras
· Accents
· Child Talent, please specify
· On-air representation: What overt representation is there in the cast example e.g.  female protagonist, disabled presenters
· Incidental portrayal: What incidental representation is there in the cast: where a person’s characteristics are neither ‘central’ or ‘relevant’ to the role e.g.  a disabled actor in role that is not about their disability
· Authentic portrayal: what will give the story credibility and authenticity with the audience? e.g. programme setting, cast, accents, writer/director, etc
· What measures have been taken to remove barriers to casting, e.g. location, casting call outs, accessibility 
	


	Diversity and inclusion

Diversity and Inclusion (D&I) is a creative imperative at the BBC. We are committed to serve all audiences around the UK and therefore we must also ensure that creative teams also reflect British society both on and off screen.

Read our creative diversity commitments.
  
We will only work with content makers who have a diversity and inclusion policy in place. 

If you do not currently have a policy, a template is available from the Creative Diversity Network website.

You will need to have one in place before the contract is signed.
	


	A conversation about diversity and inclusion on this programme/series should take place between the Executive Producer(s), Commissioning Editor and the Creative Diversity Partner to agree specific plans to meet the BBC’s creative diversity commitments. 

Specific measures should be agreed and reported in progress reports.
	Has a conversation about measures to increase on and off screen diversity taken place? YES/NO

Please insert date and names of attendees involved in this conversation:

Date: 

Attendees: [MUST INCLUDE COM ED & PRODUCER EP AS MINIMUM]

	On-screen and off-screen diversity and inclusion

On-screen talent (Inc contributors): We expect all our programmes to accurately and authentically represent and portray British society. 

Off-screen: We expect all our suppliers to reflect the make-up of our audiences in their production teams. So we ask all productions to commit to at least 25% of their workforce to have representation across the following underrepresented groups:

· Black, Asian and minority ethnic
· Deaf, disabled and / or neurodivergent 
· Those from low-income backgrounds – to achieve Socio-Economic Diversity

Find out more about our 25% production commitment.

Conversations shall continue throughout the production process to allow for any unforeseen barriers and/or issues to be discussed and for measures to be amended accordingly. 


The Diversity Development Fund
The Diversity Development Fund ring-fences £2.3 million of TV development spend every year to help support and accelerate projects that need exceptional extra funding, beyond the usual production budget.
	Please specify measures agreed to increase diverse representation in all relevant categories.

a) On-screen: Has a cast / contributor list
 been documented, shared and discussed with the commissioner that represents our audiences? 

YES/NO

b)  Off-screen: Have measures to increase off screen diversity including senior production roles (e.g.: Executive Producer, Series Producer/Editor, Producer/Director, Production Executive, Head of Production, Writer, Director, Producer, Script Editor, Story Producer, Line Producer, Head of Development, Production Manager) been discussed with the commissioner? 

YES/NO

c)  Off-screen: Has the approach been agreed to achieve 25% of the production team from underrepresented categories? 

YES/NO 

If NO, please provide details.


d) Has a conversation taken place about accessing the Diversity Development Fund as relevant

YES/NO

	Diversity and inclusion landmark portrayal

We define landmark portrayal where a title has an underrepresented storyline or subject matter front and centre of the content and narrative. 

Landmark portrayal titles where strong on-screen storytelling is aligned with representation in senior production and / or company leadership roles are a particular commissioning focus for us.
	Does this programme have landmark portrayal 

YES / NO

If YES, 

(a) please give details on the portrayal 

(b) does this programme have off-screen representation in senior production roles and / or company leadership that aligns to the representation on-screen?


	BBC inclusive production principles

We ask all the producers we work with, to commit to the follow our Inclusive Production Principles regarding:

· Inclusive casting and crewing
· Hair and make up
· Accessible productions
· Diversity, equity and inclusion education and insights
Community engagement
	In line with the requirements of the Inclusive Production Principles, were there any barriers identified to meeting the 5 principles as part of that discussion?

YES/NO

If YES please give details


	Diamond

For DIAMOND reported Channels/Genres 

We monitor on and off-screen representation through we Diamond. 

	

Confirm that the email addresses of all cast and crew will be added to Silvermouse so that they can be invited to take part in Diamond


YES

	Accessibility 

Our commitments to achieve deaf, disabled and/or neurodivergent inclusion and  representation across the industry are set out in line with the TV Access Project.


Find information on the 5A’s, our standards for disability inclusion.

Find further information about Access reporting and funding.


	Has a conversation with the Commissioning Editor taken place about embedding the TV Access Project 5A’s on this production 

YES/NO

If NO please provide details

Has a conversation with the Commissioning Editor taken place about ensuring accessibility on this production 

YES/NO

If NO please provide details

Is an access coordinator being employed for this production?  

YES/NO

If NO please provide details

In line with our expectations, what access costs have been anticipated for this production? 

If NONE - please provide details

If YES please complete the  form

	Music brief
All creative information including recordings or source music.  (Must be clearable for use on BBC Online)
	[Detail]

	Period / contemporary
	[Period / Contemporary]

	Adaptation / original
	[Adaptation / Original]





3.  Production Brief

i)  Pre-Production

	Pre-production
	1st Day – [Date]
Last Day – [Date]

	Length and nature of total pre-production
	[  ] weeks



ii)  Production

	Filming type 

	
	Studio
	Location

	
	Single-camera
	
	

	
	Multi camera
	
	

	
	Two camera shoots
	
	

	
	Pre-recorded
	
	

	
	Live
	
	

	
	As-live
	
	

	
	Other- please specify
	

	Secret filming
	[YES/NO]

	Hidden camera
	[YES/NO]

	Use of CCTV
	[YES/NO]

	Inserts – pre-existing programmes or specially shot VT
	[YES/NO]
If YES - [London / Non-London]
Minutes per show [   ]/ percentage [   ]

	Videotape/film
Please indicate your shooting format.  For delivery format please refer to “Section 6 Delivery and technical requirements”.
	DV
HDR
	
	Digi 
Super 
16mm
	
	HD
UHD
	

	
	Other - please specify:
	

	Geographical location of filming

	UK Filming

	
	
	No of Days
	No of Days

	
	London based (within M25)
	
	

	
	Non-London based
	
	

	
	Fixed location     
	[YES/NO]

	
	Location Name(s) (if known)
	

	
	

	
	Foreign Filming

	
	Country Name(s) – [Details]

	
	No of Days in each country – [Details]

	
	Hostile Environment – [YES/NO]

	
	Mandatory Health & Safety Approval – [YES/NO]

	
	Visa required – [YES/NO]

	Principal photography
	1st Day – [Date]
Last Day – [Date] 

	Studio to location ratio
	
		Per Episode



	Total

	
	Number of days on location
	
	

	
	Number days in Studio
	
	

	Number of shooting blocks
	[  ] Shooting Blocks

	Generative Artificial Intelligence

The BBC has issued information and Guiding Principles to ensure the responsible use of Gen AI technology in BBC programmes.  

Is there (or might there be) any proposed use of Generative AI in the production and delivery of the Programme which may give a false and misleading impression to the audience and/or require transparency in order to comply with the BBC’s principles and guidance? 

Guiding principles 

The BBC’s Editorial Guidance on the use of Artificial Intelligence.

	[NO] [YES – set out details for discussion with BBC commissioning exec]

	Telephony services (if applicable)

	[YES/NO]
If YES provide details of services below:
	Service Details:
	

	Service Provider:
	

	Employee responsible for the operation of the telephony services within the programme in accordance with the production agreement and BBC Guidelines:
	




	Other technical requirements 
Please provide details 
		Satellite links
	[YES/NO]

	Online
	[YES/NO]

	Other
	[YES/NO]

	Details
	[Producer to complete if applicable]




	Prize funds for quiz or game show (if applicable)
	[Amount and details]

	Archive (if applicable)
	[Type and amount]

	Special effects (if applicable)
	[Range and scale of effects]

	Stunts (if applicable)
	[Range and scale]

	Respect at Work

The BBC is committed to providing a working environment where people are treated with respect and extends that requirement to our Producers.

We expect all producers to have a Respect at work policy and to ensure that that all cast and crew undertake bullying and harassment training.

The BBC and the Producer are also committed to behaving in a respectful, professional and appropriate manner towards each other during the production and delivery of the Programme.
  
Find guidance on BBC best practice , reporting lines,  policy templates and links to resources for production companies.

 This link should be included on all call sheets and production information so the BBC’s expectations and reporting procedures are visible for teams.
	To be completed by the producer 
 
Please confirm that you have a Respect at Work policy, which aligns with The Creative Industries Independent Standards Authority (CIISA) Standards (pdf) including procedures to address complaints, that you commit to communicating to all cast and crew on this production in advance of filming (or relevant production stage) and ensure they complete bullying and harassment training: YES/NO
 
Please name the individual(s) on the production responsible for safeguarding cast and crew: [                  ]

Has a formal conversation about how Respect at Work will be ensured on this production taken place between the Executive Producer(s) and BBC Editorial Representative?: YES/NO
 
Please indicate whether the production has scenes that involve intimacy: YES/NO 
 
If yes, please confirm an intimacy coach will be hired: YES/NO

	Other specific production elements (if any)
	

	Any additional insurance required pursuant to General Term 8.1.1(b)
	[Detail if applicable]



iii)  Post Production

	Post production
	1st Day – [Date]
Last Day – [Date]

	Post production brief
All relevant creative information, to include name of Laboratory/Facilities House/Sound recording studios/as appropriate
- Style of cut/edit
- Vis fx/additional requirements/animation
- Grading/On-line
	[Detail]

	Sound post production 
All commissions must comply with Best Practice sound guidance. 

In addition, Producers delivering drama and natural history landmark titles should contact Sound Compliance to discuss requirements prior to commencement of post-production.  For sound compliance queries on other titles, producers should contact their BBC Editorial Representative in the first instance.   
	Please confirm the production will comply with our best practice sound guidance - [Yes/ No]

	Title sequence 
To include designer/style/length/etc
	[Detail]

	Graphics and subtitling
	[Amount & type]

	CGI and visual special effects
	[Detail]

	Recaps and teasers
	Recaps – [Yes / No]
Teasers – [Yes / No]



	
	Number of days where applicable
	Dates
	Proposed BBC Executive viewing dates including sign off

	Off-line
	
	
	

	On-line
	
	
	

	Grade
	
	
	

	Dub
	
	
	




4.  Key Approvals

The BBC requires approval of the identity and/ or the agreements of the following:
	
	Name
	Key Agreement 
(the terms of which must be approved by the BBC in accordance with Key Terms 6.4)

	Format owner
	
	

	Key on-screen talent
To be approved by BBC if not PACT/Equity standard, as amended
	
	

	Presenter(s)
	
	

	Writer(s)
To be approved by BBC if not PACT/WGGB standard, as amended under special term 3.2
	
	

	Key advisor(s)/consultant(s)
	
	

	Key contributor(s)
	
	

	Director(s)
	
	

	Composer(s)
	
	

	Narrator (s)/ Voiceover(s)
	
	

	Source material
	
	

	Executive producer(s)
NB - In the event any on-screen talent is acting as an Executive Producer or if an Executive Producer represents on-screen talent, the Producer must comply with the BBC’s Executive Producer policy (pdf).
	
	

	Series producer(s)
	
	

	Producer(s)
	
	

	Director(s) of photography
	
	

	Access / Location(s)
	
	If the BBC Guidelines for Negotiating Access Arrangements by Independent Producers (pdf) cannot be met, the agreement must be approved by the BBC before signature.

	Telephony Service Provider
	
	

	Only required in exceptional cases:
	Publicist(s)
	
	

	
	Associate/Line/Co-producer(s)
	
	

	
	Production Supervisor(s)/Manager(s)
	
	

	
	Production Accountant(s)
	
	

	
	First Assistant Director(s)
	
	

	
	Casting Director(s)
	
	

	
	Production Designer(s)
	
	

	
	Costume Designer(s)
	
	

	
	Make Up Designer(s)
	
	

	
	Editor(s)
	
	

	
	Script Editor(s)
	
	

	
	Child Contributor(s)
	
	

	
	Key post production
	
	

	Other
	
	



	Data protection

The pan-industry data protection guidelines can be found here:
Producers’ Data Protection and Security Guidelines (pdf)
Pan Industry Crew Data Protection and Security Guidelines (pdf)

Where the Producer is Data Controller (Note to producers: This will be the position for most programmes.)

Subject to the General Terms 5.12-5.17, the Producer is the Data Controller of the Personal Data processed for the purpose of commissioning and production of the Programme (“Programme Personal Data”) unless an alternative arrangement is set out below.

Please confirm that the Producer has Privacy Policies required by Data Protection Legislation to process Programme Personal Data 

Please confirm that a lawful basis has been identified and the Programme Personal data will be processed in accordance with these lawful bases as defined in Data Protection Legislation.  (Please note that under the Producers’ Data Protection and Security Guidelines consent will not often be the most appropriate lawful basis for processing in relation to a Programme and contract or legitimate interest are likely to be more appropriate grounds).

In relation to the Programme Personal Data please identify who in the Producer has overall responsibility for data security and confirm that they are familiar with the Producers’ Data Protection Senior Security Guidelines (pdf).

In relation to the Programme Personal Data please identify who in the Production team is responsible for data security on the production and ensuring that the production team are familiar with the Pan Industry Crew Data Protection And Security Guidelines (pdf).
	















[Yes / No]


[Yes / No]







	Name:
	

	Role:
	







	Name:
	

	Role:
	




	Where the producer and BBC are joint controllers:

Have the Producer and BBC agreed to act as joint controllers of any Programme Personal Data? 

Please confirm that the Producer has Privacy Policies required by Data Protection Legislation to process Programme Personal Data 

Please confirm that the BBC has Privacy Policies required by Data Protection Legislation to process Programme Personal Data 

Please complete the following:

Categories of data subjects;
(List each of the types of individuals, eg employees, contributors, audiences, etc, whose personal data will be processed).

Type of Personal Data:
(List each type of data that will be shared/processed, including identifiers, such as name, address, email, job title, mobile device identifiers, IP addresses, other dynamic or static identifiers, etc)
(List any special category personal data that will be shared/processed, including racial or ethnic origin, physical or mental health information (including any special category data)

Purposes of the processing:
(List each purpose for which the personal data will be processed).

Processing by the BBC:
(List each processing function that will be carried out by the BBC, if possible).

Processing by the Producer:
(List each processing function that will be carried out by the Producer, if possible).
	

[Yes / No]


[Yes / No]


[Yes / No]





[Details]



[Details]


[Details]




[Details]


[BBC to complete]



[Producer to complete]


	Safeguarding children

Will any children (under the age of 18) be contributing or otherwise involved during production?

If answer is either [Yes] or [Potentially], please ensure you are compliant with the BBC's safeguarding requirements - and complete the following sections (a) – (e).

The Producer confirms that a proportionate level of safeguarding training will be undertaken by those working in eligible roles on the production prior to the start of the production and will provide evidence to the BBC upon request.
 
Find further information on safeguarding training. 

	

[No[footnoteRef:3]]  [3:  If the position changes during production, the steps outlined if the response had been ‘Yes’ or Potentially’ must be followed in discussion with the BBC Editorial Representative.] 

[Yes – supply details, age etc:] 
[Potentially – supply details, age etc:]

	(a) Please confirm the name of the company officer acting as safeguarding point of contact (SPOC) and whom is therefore responsible for the welfare of any children present or otherwise involved with this Programme.

	[Name / N/A]



	(b) Please confirm that all Production Personnel who will come into contact with the children (under 18) are or will be familiar with the BBC Safeguarding Policy, Safeguarding Code of Conduct and with the BBC Editorial Guidelines regarding children.
	[Confirmed / N/A] 

For any queries regarding the BBC’s Child Protection Policy please contact your BBC Editorial Representative.

	(c)  If:
-	during the editorial compliance discussions outlined above it is agreed to hold a separate compliance meeting; and/or
-	during the course of production, activities affecting compliance occur and were unknown at the time of the earlier compliance discussion(s), the Producer will raise these with the BBC Executive Producer
-   during the course of production, a safeguarding concern is identified, the Safeguarding Point of Contact or Producer will report this in line with company policy, in addition to notifying the BBC Executive Producer and/or the BBC Safeguarding Team within 24 hours of the incident occurring

any actions or measures agreed to be taken shall form part of this Agreement.

	
[Agreed to hold separate compliance meeting/discussion as follows:
In attendance: 
Date: [      ]




	(d)  Child Licensing (where applicable to the Programme)
Please confirm that the person who signs this Commissioning Specification is also the person within the company who is responsible for ensuring compliance with the Children and Young Persons Act 1963 and the relevant Children (Performances) Regulations where relevant.
· The Children (performance and Activities) (England) Regulations 2014 
· The Children (Performance and Activities) (Scotland) Regulations 2014 
· The Children (Performance and Activities) (Wales) Regulations 2014 (‘the Welsh Regs’),
· Children (Public Performances) Regulations (Northern Ireland) 1996 (‘the NI Regs’), and if not, or not applicable please provide the name of the person who is taking such responsibility.

Please note the person who applies for the child licenses is legally responsible for upholding all licensing terms. It is advised that the licence application is therefore submitted by a senior member of the production.
	
[Confirmed / N/A]
OR
[Confirmed]
OR
[Alternative name]



5.  The Production Account

	Bank
	

	Branch
	

	Name of Account
	

	Account Number
	

	Sort Code
	



6.  Delivery and Technical Requirements

	Production and delivery website 
	Production and delivery timeline


	Delivery Items
	Delivery items list (pdf)


	Delivery date for other technical requirements
	On-line / interactive elements

	Delivery format (in accordance with details on Delivery Schedule)
	Please mark as applicable: -

	☐	HD File Delivery with Stereo Sound

	☐	HD File Delivery with 5.1 Sound



If agreed with your business affairs manager please indicate if you will be delivering in UHD format in addition to HD format as detailed above: -

	☐	UHD File Delivery with Stereo Sound                              





	Widescreen requirements:
Is there anything not widescreen?
	[N/A] 

	Rushes (if applicable)
	Name of BBC executive rushes are to be sent to and frequency

	Programme stills 


	Stills requirements vary depending on the commissioning genre. 

Please see the specific stills requirements for scripted and unscripted content. 

For Children’s please contact the Children’s Media Hub.

View additional general picture requirements, style-guides and tools.


	[bookmark: _Hlk54003992]Promotional preview copy

	Required in accordance with the Delivery Items

Find more information about the promotional preview copy..

	Clips of the programme


	ONE clip per episode
ONE clip for the whole series

More information about clips. 

Clip deliverables (including technical requirements) are also set out in the Delivery items.

	Credits
Find information about BBC Credit guidelines.
	Please list any Special Credit Requirements to appear in end credits agreed with the BBC: -

	End card
Find information about End Card requirements.

Please note the requirement to include the Albert Certification logo to go in the bottom left and the Location Signifier to go in the bottom right on the End Card. 

Please note the end card templates used in the edit will be non-standard if there is an agreed requirement for more than 2 logos on line 1, any logos on line 2, more than 3 logos on line 3 or if a BBC strand. 
	
	End card 
(line)
	
	End card credits including logo 
(where applicable)


	1
	Production Company 

	[insert company name logo] 

 

	2
	
	For


	3
	Broadcaster
	BBC logo


	4
	Copyright line
	© INDIE MMXX[IV] 




	Standard template
	Y/N




If Non-Standard template agreed, find contacts for technical support.

	Penultimate card 
Find information about penultimate cards.

include reference to any funders which may qualify for a credit on the penultimate card subject to the BBC Credit Guidelines. If logo is anticipated again state.
	

	Stages for Progress Reporting as required under General Term 7.7:
	[As set out in the Cashflow in the Special Terms]



[bookmark: _Hlk23932040][bookmark: _Hlk23931187]7.  OFCOM Qualification Status

If this programme will be qualifying Outside of London, please give brief details under each applicable category (A-C below) about how the criteria will be met, including roles and usual place of employment of relevant personnel and, where known, anticipated key cost drivers and spend under B and/or C.  The Joint Broadcaster Guidance For Application of Regional Production Definitions is available here 

	Out of London Production Criteria
	Ofcom Macro Region 


	A.  Substantive business and production base.
The production company must have a substantive business and production base in the UK outside the M25. The production in question must be managed from that substantive base. The base will be taken to be substantive if it is the usual place of employment of:
i) executives managing the regional business; and
ii) senior personnel involved in the production in question; and
iii) senior personnel involved in seeking programme commissions
	[Within M25/South of England/Midlands and East Anglia/North of England/ Northern Ireland/Wales/Scotland]

	How will criteria for (A) above be met (if applicable) 




	[Detail] 


	B.  Location of production budget spend
At least 70% of the production spend must be spent in the UK outside the M25. For the purposes of this calculation, production spend should be based on the entire production expenditure, including any funding from third parties and spend outside the UK, but should exclude the cost of on-screen talent, archive material, sports rights, competition prize-money, copyright costs and any production fee.

	[Within M25/South of England/Midlands and East Anglia/North of England/Northern Ireland/Wales/Scotland, Multi-English region, Multi-Nation, Multi-Nation/English region]

	How will criteria for (B) above be met (if applicable) & forecasted % of production spend

Include detail on primary out of London qualification drivers such as post production, studio, facility vehicles, camera equipment, lighting equipment, catering etc

	[Detail]


	C.  Location of production talent spend
At least 50% of the production talent (i.e. not on-screen talent) by cost must have their usual place of employment in the UK outside the M25. 

	[Within M25/South of England/Midlands and East Anglia/North of England/Northern Ireland/Wales/Scotland, Multi-English region, Multi-Nation, Multi-Nation/English region]

	How will criteria for (C) above be met (if applicable) & forecasted % of talent spend




	[Detail]


	Has a formal conversation taken place between the Executive Producer and the BBC Commissioning Editor about the production and talent considerations of regional qualification?

Name of person responsible for monitoring regional spend on this production/series:



	[YES/NO]



[Name]

	[bookmark: _Hlk23930583]The BBC has specific quotas we are obliged to meet by individual Nation and English Regions as well as an overall out of London quota. 

It is therefore important for us to know which specific quota your production is aiming to meet, and to be updated if that changes, as soon as possible during production.

To help determine which location the production will qualify for you can put your forecast production information into the Regional Production Forecast checker (excel).

Find additional information about regional production reporting.
  




	Which overall location target will your production qualify towards?

☐ Scotland

☐ Wales

☐ Northern Ireland

☐ English Regions [this can apply to both single or multi- region spend within England outside the M25]

	· ☐   

	South of England

	· ☐ 

	Midlands and East Anglia

	· ☐

	North of England

	· ☐  

	Multi-English Region [2 or more of the above – please specify]



☐ Multi-Nation* [e.g. NI/Scotland]

☐ Multi Nation/English Region* [e.g. Wales/Bristol]

*These can only contribute to overall OOL target – not specific Nation or region. 

If the qualification status or location changes during production it is important to alert your Business Affairs contact either directly or through your next progress report.




	





………………………………………………
Signed by
On behalf of the BBC

Print name:

Job title:
	





………………………………………………
Signed by
On behalf of the Producer

Print name:

Job title:
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