
 

 

 

04.02.2021 

 

The Hong Kong Institute of Chartered Secretaries  

Request for proposal:  

Website Revamp 

 

 

Overview  

 

The Hong Kong Institute of Chartered Secretaries (HKICS or Institute) is an independent professional 

institute in Hong Kong and the mainland of China (the Mainland). It has evolved in recent years beyond 

representing and educating members and students in the traditional area of company secretarial 

practice, to a far broader scope that includes members and students with roles and responsibilities in 

the wider area of governance.  

 

The Institute has over 6,000 members and 3,200 students in Hong Kong and the Mainland.  The Institute 

originates from The Chartered Governance Institute (CGI), formerly known as The Institute of Chartered 

Secretaries and Administrators (ICSA) in the United Kingdom with nine (9) divisions and over 30,000 

members and 10,000 students internationally, including the Institute as the Hong Kong/China division 

of CGI. The Institute members are also qualified as CGI members, and the studentship and membership 

are transferrable amongst the divisions, subject to local requirements.   

 

While traditionally the Institute’s members were qualified only as Chartered Secretaries, in October 

2017, CGI members voted overwhelmingly to approve the introduction of a second professional 

designation called Chartered Governance Professional to sit alongside Chartered Secretary. Since 

September 2019, members of the Institute became eligible for the dual qualification, i.e. as Chartered 

Secretaries and Chartered Governance Professionals. By the end of 2020, all members were dually 

qualified. Students who have successful completed the Institute’s ‘Chartered Governance Qualifying 

Programme’ (CGQP) will attain the dual qualification as well. 

 

To recap, the range of technical areas and breadth of professional backgrounds that the Institute 

represents has widened significantly beyond pure company secretarial practice to now include 

governance, compliance and risk management as well as other related roles. This is also being reflected 

in the roles, responsibilities and job titles of members and the students studying to attain membership 

of the Institute and the resulting composition of the membership. 

 

In this context, the Institute has commenced a project to change its name to ‘The Hong Kong Chartered 

Governance Institute 香港公司治理公會 ’.  The General Meeting to approve the name change is 

scheduled for July 2021. The Institute would seek buy-in from members for a vote in favour of the name 

change.  Concurrently, the Institute will also commence a rebranding project and engage a rebranding 

agency to establish a brand for the Institute that positions its members as THE experts in governance, 

and as the qualifying and membership body for governance professionals with the internationally 

recognised Chartered Secretary and Chartered Governance Professional qualifications. 

 

As part of the rebranding project, the Institute’s website (www.hkics.org.hk) would be a crucial platform 

for the Institute to: 

 

(i) promote its brand and professional image, so as to recruit stakeholders and partners with 

a common interest in governance and to attract new members to the Institute;  

(ii) allow Institute’s members, graduates and students to access information relevant to their 

membership in the designated members’ area; and 

http://www.hkics.org.hk/
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(iii) enable a two-way flow of information amongst members, graduates, students, stakeholders 

and the public. 

 

Established over 15 years ago, the current website of the Institute no longer meets the marketing and 

communication needs of the Institute, particularly in view of the forthcoming rebranding. In this regard, 

the Institute would need technical support to revamp its website, namely the ‘Website Revamp’ project. 

For the purpose of this Request for Proposal, the focus is on the technical development and 

implementation of the overall structure of the Institute’s website in a manner consistent with the 

message provided by the rebranding agency and the Institute, as well as synchronising the Institute’s 

website contents from its content management system (CMS). 

 

Scope of Service 

 

The Website Revamp project will run from end of April 2021 through to the implementation of the revised 

brand positioning in Q3 of 2021, and will take place irrespective of whether the change of name goes 

ahead. The project scope will cover the following key areas: 

 

• develop the overall design of the website with 2 languages (English and Simplified Chinese) 

consistent with the Institute’s in-house style guide 

• migrate all existing content from the old website to the new website 

• integrate website content from the Institute’s existing CMS, and covering all text and image 

content going forward 

• enhance users’ experience, in that the new website should: 

 

i. be viewable and operable from mobile devices, tablets and etc. 

ii. include responsive features in order to enhance membership page experience 

iii. add social media shareable features on the content pages, and let users share the 

content via their social media accounts 

iv. ensure the access speed of all pages is less than 5 seconds internationally  

v. build “member login” pages, which pages should provide areas on 

 

(a) Member personal information to update and review  

(b) Member’s CPD historical records 

(c) Membership application status 

(d) Events calendar 

(e) Benefit items 

(f) Privacy management: to ensure members’ personal information is well protected 

and in compliance with Hong Kong and China’s personal data and privacy laws 

and regulations, and to ensure security of data 

   

• capture viewers’ digital footprints for analysis, to construct google analytic environment and 

suggest other platforms for monthly full website traffic report 

• provide training on the maintenance of the new website 

• liaise and communicate with existing website hosting and CMS agencies to ensure  

smooth transition to the new website and handover 

 

The high-level specification of the website revamp can be found in Appendix A. 

 

To achieve a successful website revamp, it will be essential to follow a thorough and structured process 

that ensures key stakeholders are consulted and communicated with, so that when the new website is 

launched, there is a measure of acceptance that their interests and views have been sought and 

considered within the process.  
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Our expectations of the Website Solution Provider 

 

The Institute is seeking to engage a Website Solution Provider that has a proven track record of working 

with organisations that have required the services under similar website revamp exercises. In particular, 

where possible, a firm that has worked with other organisations that provide professional services to 

individuals and/or other businesses. This previous experience will provide a good appreciation of and 

affinity for the type of people we have traditionally represented, and those we are looking to attract as 

members and students in the future. 

 

With this in mind we are seeking a Website Solution Provider to: 

 

• have the capacity to deliver the project within the indicative timeline commencing in end of April 

through to October 2021 

• conduct appropriate engagement with stakeholders in the Institute’s ecosystem as to the 

expectations and requirements of the website 

• provide the expert services that HKICS is unable and/or not qualified to provide internally with 

regard to design and interface 

• work with the Institute staff, rebranding agency and stakeholders as a trusted partner and share 

the ethos that this project is of the highest importance and priority for the organisation 

• if the vote in July’s General Meeting is successful, to ensure that: 

(i) the website design and structure match the new brand of the Institute; and 

(ii) the rebranding project can take place concurrently, based on a realistic timeline no 

later than the end of October 2021 

• in case the vote for name change in July’s General Meeting is unsuccessful, the scope of the 

website revamp will remain the same, except that the current name of the Institute would be 

retained and the logo (the secretary bird) would likely be kept 

  

Budget 

 

The Institute requests that you prepare costings in your proposal that cover all elements that are 

required to ensure that the project outcome, with breakdown by stages, are fully and successfully 

covered. You should avoid any stages that are out of scope and/or are identified during the project that 

were not previously covered and accounted for in the proposal. The proposal should include the 

charging model in case any change requests are made by the Institute following discussions, 

agreements and / or implementation of any aspects of the Website Revamp project. 

 

The Institute is a not-for-profit organisation and is required to fully justify that the expenditure on this 

project is in the best interests of its members and students, and the future sustainability of the 

organisation as a successful and growing professional membership association. We request that you 

take this into account when preparing the overall costings for the project. 

 

What to include in your proposal? 

 

Prospective Website Solution Providers will be evaluated on the following: 

 

• Your organisation’s history and financial stability 

• Size of your organisation including number of staff and identifying who will manage, and work 

on, the Institute’s account – including a brief resume of the project leader(s) 

• Your in-house specialities and activities that might be outsourced 

• Breadth of services in which your organisation has experience 

• Experience in working with clients of a similar nature and in Hong Kong and the Mainland 

• An executive summary that demonstrates your understanding of our requirements and our 

market 



 4 

• A broad project plan with key milestones for the Website Revamp from end of April 2021 to 

October 2021  

• Previous work reference 

• Cost and method for charging, and 

• General terms and conditions 

 

Declaration of conflicts of interest 

 

Prospective Website Solution Providers must declare in the proposal any conflicts of interest they may 

have or special business connections with the employees or officers of the Institute and whether, to the 

prospective Website Solution Provider’s knowledge, any employee or officer of the Institute has or is 

reputed to have any financial or other interest in the prospective Website Solution Provider. 

 

A shortlist of prospective Providers will be developed with those shortlisted invited, as one of between 

three and five organisations, to present their proposal to a panel at the Institute’s office at 3/F Hong 

Kong Diamond Exchange Building, 8 Duddell Street, Central, Hong Kong, or via the web in or around 

March/April 2021.  

 

At this stage, we have developed indicative timelines for the project that assume certain milestones and 

deadlines. One of these assumed deadlines will be readiness for a member vote at the general meeting 

to be held in July 2021 in Hong Kong.  

 

Request for proposal 

The Institute welcomes responses to this request for proposal. 

 

Please send your proposal to: 

ce@hkics.org.hk 

 

or if it must be in hard copy, then to; 

 

Ellie Pang 

Chief Executive 

3/F Hong Kong Diamond Exchange Building 

8 Duddell Street 

Hong Kong 

 

Closing date and time for proposals 

The closing date and time for proposals: 19/3/2021 5:00 pm. 

 

Disclaimer 

 

By issuing this Request for Proposal, or by having any communication with potential Website Solution 

Providers, HKICS is not bound in any way to enter into any contractual or other arrangement with you 

or any other potential Provider.  HKICS reserves the right to terminate or vary this Request for Proposal 

process. HKICS will have no liability for any losses, costs or expenses caused to you as a result of such 

termination or variation. You will not be entitled to claim from HKICS any costs, expenses or liabilities 

that you may incur in tendering for this project irrespective of whether or not your response is successful. 

 

 

  

mailto:tsheehy@icsaglobal.org
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Appendix A 

High-level specification of HKICS website revamp 

 

Introduction 

 

The HKICS official website (www.hkics.org.hk) is the primary source of information for the Institute’s 

members, graduates, students, stakeholders, as well as for the public. It provides a wide range of information 

for the Chartered Secretary and Chartered Governance Professional, and the route to become members with 

these qualifications under the HKICS’s qualifying programme. The website also serves as a platform to 

promote the Institute’s news, events, and release of publications and reports.  In addition, Institute’s members, 

graduates and students can log into their online accounts via the website to register for events or to submit 

applications for services. The website also includes links to the Institute’s electronic monthly journal platform 

the ‘CSj’, websites of CGI and its divisions, and local regulators. 

 

The website links to the Institute’s CMS system was revamped in August 2019. All contents are updated via 

the CMS systems and synchronised to the website instantly. 

 

Objectives of Website Revamp (What to achieve) 

 

The objectives of the website revamp are to:  

• Enhance the Institute’s brand exposure as a professional institute representing governance 

professionals locally and internationally to members, graduates, students, stakeholders and the 

public 

• Facilitate the Institute’s work as advocate for high standards of governance and practice locally and 

internationally as part of the governance community 

• Serve as an effective platform for two-way flow of information amongst members, graduates, 

students, stakeholders and the public, and 

• Drive new traffic to the Institute’s social media accounts, including LinkedIn, WeChat and Instagram 

 

Current issues identified 

 

• The design and structure do not meet the marketing and communication needs of the Institute 

• The website content is not thematic and may contain too much information and not be attractive to 

members, graduates, students, stakeholders and the public, and 

• There may be inability to search relevant information effectively from the website given the 

convoluted manner in which the information is presented 

 

Functional specification 

 

Website design proposal: 

 

• Supply two design proposals in A3-size format for the home page 

• Home page to show the overall look and feel of the Institute’s website, and  

• Capable of being displayed on PCs, tablets and mobile phones 

 

Technical proposal: 

 

• To cover project management, design of the new website 

• Conversion of the website contents into new design, and 

• Enhancement of website’s search functions 

 

http://www.hkics.org.hk/

