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1. INTRODUCTION
1.1 The Intellectual Property Department (“the Department”) is committed to maintaining the protection of intellectual property (“IP”) rights to the highest international standards; providing high-quality and responsive trade mark,  and design registration as well as patent grant services to the public in Hong Kong, China; and promoting awareness of IP rights of the individual, and a respect for the rights of others.
1.2 The Trade Marks Registry, the Patents Registry, the Designs Registry and the Copyright Licensing Bodies Registry (“Registries”) under the Department are responsible for registration of trade marks, patents, designs and copyright licensing bodies respectively.
1.3 The registration procedures and the conduct of business in the Registries are governed by the respective ordinances and subsidiary legislation, supplemented by work manuals, circulars and guidelines as issued by the respective Registrar from time to time.  These procedures are established by law and practice.  Relevant information is available on the website of the Department:
Trade Marks
https://www.ipd.gov.hk/en/trade-marks/index.html

Patents
https://www.ipd.gov.hk/en/patents/index.html

Designs
https://www.ipd.gov.hk/en/designs/index.html

Copyright Licensing Bodies
https://www.ipd.gov.hk/en/copyright/copyright-licensing-bodies-registry/index.html 

1.4 The registers of trade marks, patents and designs are maintained in electronic format, allowing search of Hong Kong’s trade mark, patent and design records in Chinese or English through the Internet, at any time, free of charge (https://esearch.ipd.gov.hk).
1.5 The Hong Kong IP Journal is the official journals of trade marks, patents and designs.  It is maintained in electronic format and is normally published every Friday at IPD website (https://www.ipd.gov.hk/en/hkipjournal/index.html?cat=2&section=patent).
1.6 For copyright licensing bodies, a total of six licensing bodies are registered at present.  Their details are available on the website at https://www.ipd.gov.hk/en/copyright/copyright-licensing-bodies-registry/registered-licensing-bodies/index.html.
1.7 The Department has been expending ongoing efforts in delivering efficient and cost-effective IP services while driving the development of Hong Kong as an IP trading hub through, amongst others, leveraging information technology and implementation of new IP registration systems:
· the New Integrated IT System (“NIS”) launched in February 2019 is to replace the previous IT system with a view to further enhancing electronic processing of applications and registrations, electronic publication and online search service for public.  The E-filing System as an integrated system with the NIS allows filers to submit trade mark, patent and design applications and pay online via the Internet (https://efiling.ipd.gov.hk);
· the Original Grant Patent (“OGP”) System introduced in December 2019 creates a direct route for seeking standard patent protection in Hong Kong with a maximum term of twenty (20) years.  Standard patent (O) applications under the OGP System are subject to substantive examination by the Patents Registry for determining the patentability of the underlying inventions;
· the Original Grant Patent IT System (“OGPIS”) integrated with the NIS provides an effective facility for paperless processing and substantive examination of standard patent (O) applications and granted short-term patents as well as an interface with the China National Intellectual Property Administration which renders technical assistance to the Patents Registry in such substantive examination; and
· the Protocol Relating to the Madrid Agreement Concerning the International Registration of Marks to be applied to Hong Kong is an international agreement which seeks to facilitate the registration and management of trade marks in different jurisdictions, enabling businesses to obtain and manage international trade marks registration in a more convenient and cost-effective manner.  The Trade Marks Registry is taking forward preparatory work for the implementation of this new international registration system, including preparing the related subsidiary legislation and adjusting the Madrid Protocol IT System (“MPIS”). 
1.8 Further information about the Department is available from its homepage at http://www.ipd.gov.hk.
2. OVERVIEW ON OUTSOURCING OF OFFICE OPERATION SERVICES
2.1 In support of the government-wide initiative to maximize efficiency in service delivery with better value for money, the Department has since December 2001 outsourced its non-core activities of Office Operation Services (“OOS”), Ongoing Support and Maintenance Services and Mandatory Third Party Maintenance Services, collectively known as Information Technology Services (“ITS”) under a package tender.  The OOS and ITS were de-bundled into two contracts in 2014 to cope with the operational requirements and market changes as concluded in an internal review.  The current OOS contract is the sixth outsourcing contract which covers 36 months from 1 December 2024 to 30 November 2027.
2.2 The Registries under the Department are specialized agencies handling examination and registration of trade marks, patents, designs and copyright licensing bodies in compliance with the legal requirements stipulated in the respective ordinances and subsidiary legislation.  While the procedures and the conduct of business are legalistic, there is room for outsourcing the non-core activities of OOS to the private sector and the outsourcing arrangement should be continued.  
2.3 To facilitate the Department to discharge its statutory functions through the Registries, the OOS Contractor is required to provide competent staff who are expected to properly acquire technical knowledge of the Registries and build up their skills and know-how when rendering the requisite support services.  The OOS Contractor should also devise appropriate plans to maintain a stable workforce and facilitate knowledge/experience accumulation and transfer among staff throughout the contract period. 

3. ACTUAL VOLUME OF WORK IN 2024-2025
The actual volume of forms/correspondence received by the Trade Marks Registry, the Patents Registry and the Designs Registry for the year 2024 to 2025 includes both paper and e-filed forms/correspondence.  In 2025, the proportions of electronic filings for trade marks, patents and designs applications were 89%, 98% and 79% respectively.  It is anticipated that the number of forms, correspondence and enquiries will increase in the years ahead.  





(i) Trade Marks
	Forms/Correspondence[footnoteRef:1] [1:  Please visit the website of IPD (https://www.ipd.gov.hk/en/trade-marks/forms-and-fees/index.html) for samples of the trade mark forms.  ] 

	Year 2024
	Year 2025

	Preliminary advice
	T1
	2 039
	2 082

	Application for registration
	T2
	33 149
	37 491

	Division of application
	T3
	381
	334

	Merger of applications/registrations
	T4
	115
	76

	Change of name, address, address for service or agent's details
	T5
	10 495
	12 379

	Amendment of application
	T5A
	8 353
	8 159

	Amendment of representation or deletion of trade mark in series
	T5B
	797
	796

	Notice of opposition/objection
	T6
	452
	563

	Counter-statement
	T7
	113
	122

	Renewal of trade mark registration
	T8
	26 306
	26 949

	Surrender
	T9
	819
	543

	Application to register registrable transaction
	T10
	2 998
	3 176

	Application to register a licence
	T11
	42
	52

	Notice of attendance at hearing
	T12
	129
	106

	Extension of time
	T13
	2 124
	2 015

	Certified copies
	T14
	261
	207

	Trade marks correspondence
	TC
	25 201
	23 879

	Total
	113 774 
	118 929 


(ii) Patents
	Forms/Correspondence[footnoteRef:2] [2:  Please visit the website of IPD (https://www.ipd.gov.hk/en/patents/forms-and-fees/index.html) for samples of the patent forms.] 

	Year 2024
	Year 2025

	Reference to Registrar for determination before grant
	P1
	0
	0

	Application for authorization
	P1A
	0
	0

	Notice of opposition/Counter statement
	P2
	0
	0

	Request to record (standard patent)
	P4
	15 758
	14541

	Request for Grant (standard patent)
	P5
	10 124
	8246

	Request for Grant and Statement of inventorship (short-term patent)
	P6
	813
	867

	Statement of inventorship (short-term patent)
	P6A
	60
	65

	Correction of error
	P7
	301
	252

	Amendment
	P8
	425
	422

	Maintenance application for standard patent
	P9
	3 024
	3935

	Renewal
	P10
	35 374
	38177

	Certified copies
	P11
	149
	204

	Restoration
	P12
	13
	17

	Reinstatement
	P13
	30
	24

	Mention of inventor
	P14
	0
	0

	Revocation of standard patent
	P15
	9
	17

	Surrender
	P16
	2
	12

	Notice of confirmation
	P17
	0
	0

	Alteration of name, address, address for service or agent’s details
	P18
	1 726
	1828

	Registration of rights
	P19
	1 021
	900

	Patents correspondence
	PC
	5 706
	5 190

	Public inspection
	SP1
	0
	0

	Uncertified copies
	SP2
	0
	0

	Extension of time and late translation
	SP3
	89
	92 

	Request for grant of a standard patent (O)
	OP1
	182
	242

	Statement of inventorship in respect of a standard patent (O)
	OP1A
	17
	19

	Request for substantive examination of a standard patent (O) application
	OP2
	130
	183

	Request to review
	OP3
	30
	28

	Request for substantive examination of a short-term patent
	OP4
	2
	7

	Addition or restoration of priority 
	OP5
	4
	2

	Request for hearing
	OP6
	0
	1

	Amendment of specification after grant
	OP7
	42
	49

	Notice of intention to appear at hearing
	OP8
	0
	0

	Total
	75 031 
	75 320 


(iii) Designs
	Forms/Correspondence[footnoteRef:3] [3:  Please visit the website of IPD (https://www.ipd.gov.hk/en/designs/forms-and-fees/index.html) for samples of the design forms. ] 

	Year 2024
	Year 2025

	Application for registration
	D1
	2 228
	2168

	Amendment and correction
	D2
	204
	144

	Reinstatement
	D3
	3
	9

	Extension of time
	D4
	86
	62

	Register transaction and instrument
	D5
	57
	56

	Reference to Registrar
	D6
	0
	0

	Revocation
	D7
	0
	0

	Surrender
	D8
	0
	3

	Counter-statement
	D9
	0
	0

	Certified copies
	D10
	36
	21

	Renewal note
	D11
	4 849
	4846

	Change of name, address, address for service or agent's details
	D12
	209
	171

	Designs correspondence
	DC
	1 149
	1157

	Total
	8 821 
	8 637



4. SERVICE REQUIREMENTS
4.1 [bookmark: _Toc387843888][bookmark: _Toc388012010][bookmark: _Toc486734607]The provision of outsourced services includes OOS provided for the Registries, the Business Centre and the Marketing Division of the Department.  The OOS are provided at 24/F, Wu Chung House, 213 Queen’s Road East, Wan Chai, Hong Kong; 11/F, Immigration Tower, 7 Gloucester Road, Wan Chai, Hong Kong and/or at other premises of the Department as notified by the Government.   
4.2 The service provider shall provide services in compliance with the legal and government rules and regulations and compatible with e-business model to support the Registries to meet the service pledge of the Department, which may be revised from time to time with business process reengineering.  The services to be provided shall support the parallel run of applications filed via both e-mode and paper mode which include, but not limited to the following:
· [bookmark: _Toc486734608]creating files; data input making use of the optical character recognition, scanning and indexing and conducting quality check of all forms and incoming correspondence/documents;
· allocation of forms and incoming correspondence/documents to officers/examiners of the Registries;
· publication of trade marks, patents and designs details to Hong Kong Intellectual Property Journal (HK IP Journal); publication of patent specifications, Hong Kong front page, design representations, other publication documents to the online search system and checking of publication data for Patents and Designs Registries; 
· preparing certificates of trade marks, patents and designs;
· dealing with recordal of applications for renewal, amendment of address, address for service, change of name, etc.;
· preparing certified and uncertified copies of trade marks, patents and designs;
· [bookmark: _Toc486734611]amendment of particulars of applications and registrations;
· conducting preliminary checking for patents and designs applications received;
· checking personal data from forms and documents received;
· arranging for receipt and despatch of letters, documents, correspondence and certificates for posting and courier services; 
· running software tools for compiling different trade mark, patent and design statistics as required by the Department; 
· providing support to office operation including off-site filing;
· giving administrative, accommodation and office support, including minor clerical and manual duties, maintenance of office facilities and equipment, placing order for office supplies; and
· providing other miscellaneous services, as well as ad hoc duties as agreed between the Department and the service provider.

5. SERVICE LEVELS AND SERVICE CREDITS
The service provider shall ensure that the services to be provided are in compliance with the service levels set by the Department.  Failure to meet the service levels shall result in the form of a deduction of the total monthly charge for OOS, i.e. the Service Credits to the Government.  The maximum performance rebate that can be levied by the Government will not exceed 18% of the total monthly charge for OOS.   

6. STAFF REQUIREMENTS
6.1 The service provider shall provide a project team comprising not more than thirty-six (36) FTMEs per month from different ranks including Office Operation Services Manager, Senior Clerk, Clerk I and Clerk II to perform OOS in order to meet the minimum requirement.
6.2 FTME refers to Full Time Monthly Equivalent.  An FTME is equivalent to the efforts of a particular relevant employee of a particular role or rank in one month in terms of hours (excluding lunch breaks) devoted to specific work in respect of OOS.  One (1) FTME is equivalent to the number of working days in the month multiplied by 7.8 hours of specific work. 
6.3 Under normal circumstances, each individual relevant employee shall be eligible for 7.8 hours of specific work in a single working day.  The service provider may deploy more than one individual relevant employee from the same role or rank (as referred to 6.2 above) to provide one FTME for specific work.  For the avoidance of doubt, in calculating the FTME, sick leave, vacation and training of the relevant employees shall not be included.
6.4 There shall be no extra charges payable to the service provider, even if the actual FTMEs provided by the service provider exceed the FTMEs required by the contract for any role or rank of the relevant employee.  The monthly amount payable to the service provider in respect of OOS shall be capped at the total monthly charge for OOS.
6.5 The service provider is required to provide monthly time sheets of relevant employees as evidence that the full FTMEs have been put in for the provision of the services before the Department would pay the full monthly charge.  If at any time during the contract period, the FTMEs have not been fully met (due to shortage of the relevant employees or the incompetence of the relevant employees or other reasons), the monthly charge will be paid to the service provider on a pro rata basis. The actual person-effort in the time sheets must be larger than or equal to the monthly FTMEs payable.  
6.6 Staff requirements, subject to final decision of the Department, are as follows:
	S/N
	Post
	Requirements 

	1. 
	Office Operation Services Manager 

	(a) A degree from a Hong Kong university, or equivalent; and
(b) At least eight (8) years of experience in general administration/office management including three (3) years of supervisory experience; and
(c) Fluency in Cantonese, English and Putonghua.

	2. 
	Senior Clerk
	(a) (i) A degree from a Hong Kong university, or      equivalent; or
(ii)	Five subjects including Mathematics, English language and Chinese language at Grade E/Level 2 or above in the Hong Kong Certificate of Education Examination (HKCEE)/Hong Kong Diploma of Secondary Education Examination (HKDSE), or equivalent; and at least four (4) years of clerical working experience including two (2) years of supervisory experience; and
(b) Possession of computer application knowledge.




	[bookmark: _Hlk137049510]S/N
	Post
	Requirements 

	3. 
	Clerks I
	(a) Five subjects including Mathematics, English language and Chinese language at Grade E/Level 2 or above in the Hong Kong Certificate of Education Examination (HKCEE)/Hong Kong Diploma of Secondary Education Examination (HKDSE), or equivalent; and
(b) At least two (2) years of clerical working experience; and
(c) Possession of computer application knowledge.

	4. 
	Clerks II
	(a) (i) Five subjects including Mathematics, English language       and Chinese language at Grade E/Level 2 or above in the Hong Kong Certificate of Education Examination (HKCEE)/Hong Kong Diploma of Secondary Education Examination (HKDSE), or equivalent; or
(ii) Completed the Hong Kong Certificate of Education  Examination (HKCEE)/Hong Kong Diploma of Secondary Education Examination (HKDSE), plus at least three (3) years of clerical working experience; and
(b) Possession of computer application knowledge with English word processing speed at 30 words per minute and Chinese word processing at 20 characters per minute.

	Total:
	36





7. ROLE OF OOS STAFF
7.1 [bookmark: _Toc384906859][bookmark: _Toc387941990][bookmark: _Toc388012002][bookmark: _Toc159841768]Duties of OOS Manager
The scope of duties of OOS Manager will include but not limited to the following:
· Supervising, managing and training staff of the Contractor in connection with the services delivered at more than one office location of the Department; 
· Monitoring the quantity and quality of output of the staff of the Contractor in connection with the services and their workflow; and ensuring that the provision of the services meet the service levels set in the contract and the requirements of the Department; 
· Leading and coordinating the Business Centre, including liaison with Administration Unit (“AU”) of the Department, to perform all office administrative, accommodation and office support, including maintenance of office facilities and equipment, procurement of office supplies, fitting-out works, contracts renewal and vendor performance, as well as minor manual duties, for the Registries and Marketing Division of the Department;
· Ensuring a well mix of competencies, skills and knowledge amongst OOS staff for the effective, efficient and economical delivery of the required services, as well as sufficient and flexible deployment of human resources in the delivery of the required services and in meeting the service levels;
· Drafting, reviewing and updating of all related manuals and procedural guides, including Operational Manual of OOS;
· Evaluating OOS service standards and providing suggestions and recommendations for services improvements;
· Preparing and submitting all returns/reports in relation to the services; 
· Providing secretarial functions in meetings with the Department; and
· Other related administrative, support and ad hoc duties.


7.2 Duties of Senior Clerks of Trade Marks Registry, Patents Registry, Designs Registry and Business Centre
· Supervising staff in connection with the duties and tasks performed and monitoring the quality of their work to ensure that the Department’s requirements and related guidelines and procedures, including security procedures are met;
· Reviewing and updating of all related manuals and procedural guides;
· Evaluating service standards and ensuring the provision of services meets the requirements of the Department; and providing suggestions and recommendations for services improvements; 
· Running software tools for compilation of different statistics as required by the Registries;
· Preparation of HK IP Journal;
· Preparation of publication to the online search system (including patent specifications, Hong Kong front page, design representations, other publication documents and checking of publication data); 
· Providing support for global change of address for service/agent’s details;
· Providing quality check on inputting, scanning and indexing of applications, documents and incoming correspondence;
· Allocation of forms and incoming correspondence/documents to officers/examiners of the Registries;
· Performing relevant operational, administrative and support duties; and
· Other related administrative, support and ad hoc duties.
7.3 [bookmark: _Toc387843896]Duties of Clerical Staff of Trade Marks Registry, Patents Registry, Designs Registry 
· Creating files, inputting, scanning and indexing of forms, documents and incoming correspondence (text and graphic) into the computer systems; 
· Handling of application documents and incoming correspondence received;
· Conducting preliminary checking for patent and design applications received;
· Amendment of particulars of applications, and registrations in the NIS and OGPIS;
· Preparation of HK IP Journal;
· Checking of publication data;
· Preparation, printing and despatch of letters (e.g. publication notification letters, publication letters, etc.) as well as certificates of registrations, patent specifications, Hong Kong front page and publication documents; 
· Preparation of electronic certificates for trade marks, patents and designs;
· Bringing up pending patents and designs applications and adjustment of data, if necessary; 
· Processing of the renewal of trade mark registrations and registered designs;
· Processing of the recordal of alteration of name, alteration/correction of address, address for service and agent’s detail for designs;
· Disposing of file records of inter-partes proceedings;
· Arranging the return of bulky evidence and exhibits to the senders on completion of the relevant proceedings on a regular basis;
· Providing support to office operation including off-site filing;
· Preparation of certified and uncertified copies of documents; and 
· Other related administrative, support and ad hoc duties. 
7.4 [bookmark: _Toc387843899][bookmark: _Toc387843900]Clerical Staff (Copyright Licensing Bodies Registry)
· Amendment of particulars of applications and registration of Copyright Licensing Bodies;
· Printing and despatch of certificates of registration; and 
· Other related administrative, support and ad hoc duties. 
7.5 Clerical Staff (Business Centre)
· Liaising with the Administration Unit to provide administrative, accommodation and office support, including supplies and maintenance of office facilities & equipment, call for provision of office supplies, minor manual duties, for the Trade Marks, Patents and Designs Registries, as well as the Marketing Division of the Department;
· Co-ordinating with the Official Languages Division of Civil Service Bureau for translation services; 
· Providing support and handling enquiries relating to E-filing services and other related services;
· Answering simple enquiries and disseminating information to external parties;
· Arrangements of overall receipt and despatch services; 
· Updating and maintaining IP statistical data including uploading of information to IPD website;
· Preparing, updating and uploading of HK IP Journal for Trade Marks, Patents and Designs;
· Coordinating and arranging dissemination of information via IPD website, including but not limited to, documents like work manuals, FAQs, forms etc;
· Arranging logistics and providing support for visits to and events (e.g. symposiums and receptions) held by the Department; and
· Other related administrative, support and ad hoc duties.
7.6 Clerical Staff (Marketing Division)
· [bookmark: _Hlk235110168]Providing annual update and regular maintenance of the existing database for the 'No Fakes Pledge' programme;
· Conducting website security check of online shops on a continuous basis;
· [bookmark: _Hlk235110489]Providing the related customer services which include answering telephone enquiries; and
· Other related clerical support and ad hoc duties.




8. SERVICE MANAGEMENT
8.1		The service provider shall undertake service management and administration tasks which include but not limited to:
· monitoring the progress of service provision and tasks;
· monitoring the quality of services and tasks;
· preparing monthly report to the Department on service provision and tasks;
· providing returns to the Department as and when required by the Department;
· liaising with the government representative on the day-to-day work;
· ensuring the services are delivered according to the service specifications and meeting the service levels;
· keeping abreast of the prevailing Government standards, regulations and procedures, and ensuring the deliverables and activities undertaken by the service provider are compliant with the Government standards, regulations and procedures;
· co-ordinating with all parties concerned on the services and tasks undertaken by the service provider (e.g. co-ordinate maintenance contractors for office facilities and equipment); 
· acting as the office operation adviser to the Department; and 
· exploring opportunities to upgrade the existing services and streamline the office procedures
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