
Guideline for Amendment Request through the CIBS Website 

 

 

FOREWORD 

 

1. CIBS Producers are responsible for producing programmes according to the approved proposals.  

2. Programme details of the 13-episode programme should not be changed unless difficulties arise.   

3. In such cases, prior approval of any amendment should be obtained from the CIBS Secretariat. 

4. Follow the guidelines below to submit your amendment request through the CIBS website. 

 

 

 

 

 

 

 

 

 

 

 



 

5. Go to the CIBS website, https://cibs.rthk.hk/, find the log-in box at the upper right corner to log-in to your account.  

 

 

 



6. After logged-in, you will be redirected to the “My Profile” page. Click the “My Production” button and you will be 

redirected to the “Production” Page, where all your programme proposal(s) will be shown.  

 

 

 

 

 

 

 



7. Locate the right Quarter and click the “Amend” button to open the proposal.  

 

 

 

 



8. You may update the production crew list if needed.  

You may amend the Post, Full Name and Relevant Experience of each crew member by clicking the corresponding pencil icon

. You will then see a data box where you may fill in the details including the content you need to amend and the reason 

for the amendment.  

To add a crew member, click the pencil icon(s) of a new row, fill in the information required, and provide the reason of change 

in each amendment box.  

Please note that amendment request shall be made prior to the participation of the concerned crew member. 

  



9. To remove a crew member from the list, click the  button on the row of that member, and provide the reason of change. 

 

 

  



10. You may make amendment request on the episode 

details if needed. Please note that all amendment 

requests shall be made prior to the recording of the 

corresponding episode.  

11. To update the topic or content of each episode, go to 

page 3 of your proposal to make amendment.  

12. Click the corresponding pencil icon on the left 

hand side of the particular episode. Fill in the revised 

topic or content inside the amendment box and 

provide the reason of the amendment in the “Reason 

of change” box.  

 

 

 

  



 

13. Content of each episode is hidden by default. Click “Show Content” to unhide it. 

 

 

 

  



14. You may also use the drag and drop function to rearrange the episode order.  

 

 



15. Provide reason for changing episode order.  

 

 



16. When you finish all the amendment inputs, go to page 6, read the Declaration and Undertaking statements and check the box 

to accept. Fill in the verification code.  

17. Press “Submit” after you have completed all entries.  

 

 

 

  

 



18. Your amendment request will be processed by the Secretariat, and an email will be sent to you when the process is completed. 

If your request is rejected, please resubmit your request according to the comment(s) given, or seek advice from your 

facilitator. 

19. After your request is approved, you are strongly recommended to save a copy of the latest version of your proposal.  

You may go to the “Production” Page and click the “View” button in the corresponding quarter box. Click the “Print” button 

on the upper right corner to print or save your latest proposal. 

 


