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TENDER SPECIFICATION/TASK DIRECTIVE

APPOINTMENT OF A SERVICE PROVIDER TO PROVIDE A COMPREHENSIVE EMAIL MARKETING SOLUTION TO THE DEPARTMENT OF SPORT, ARTS AND CULTURE


1. INTRODUCTION 

The Department of Sport, Arts and Culture is inviting proposals from reputable and qualified companies with a track record of providing comprehensive email marketing solution. The Department seeks to acquire a comprehensive email marketing solution to enhance its communication and Marketing strategies, optimise engagement with stakeholders, and drive measurable marketing outcomes. The selected solution must support scalability, ensure compliance with data protection regulations, and provide robust tools for campaign management, audience segmentation, automation, and analytics.

2. BACKGROUND
The  is mandated to: provide leadership to the sport, arts and culture sector to accelerate its transformation; oversee the development and management of sport, arts and culture in South Africa; legislate on sports participation, sports infrastructure and safety; improve South Africa’s international ranking in selected sports through a partnership with the South African Sports Confederation and Olympic Committee; preserve, develop, protect and promote the cultural, heritage, linguistic diversity and legacy of South Africa; lead nation building and social cohesion through social transformation; enhance archives and records management structures and systems; and promote access to information.

3. TASK DESCRIPTION

	
	TASK DIRECTIVE
	YES/NO/ 
NOTED

	3.1
	The Department of Sport, Arts and Culture would like to contract the services of a company specialising in email marketing solutions to render the following services: 
DSAC Staff complement at the time of issue: 597
	  

	3.1
	Email Branding Functional Requirement
	

	3.1.1
	Campaign Creation and Design – Email Banner Campaigns
· Marketing banner campaigns on both staff emails being sent out of the business and internal emails being sent within the Department amongst staff.
· Intuitive drag-and-drop editor for email creation.
· A library of customisable, mobile-responsive templates.
· Support for multimedia content (e.g., images, videos, and GIFs).
· Ability to incorporate branding elements such as logos, colours, and fonts. 
· Multiple concurrent and rotational banners.
· Multiple clickable areas or hyperlink URL maps.
· Flexible placement of banners: top and/or bottom.
· Banners per Department.
· Banners per sender.
· Banners per receiver (target individual or domain both external and internal).
· Banners per date (schedule start & stop dates).
· Banners per subject line keyword (sender has ability to choose banner campaign).
· Sequential series of campaigns based on clicks engagement.
· Tracking / reporting per link & receiver email address (know “who” clicked).
· Click alerts / notifications.
· Analytical features or native Google Analytics integration.
· Tracker tagging (targeted campaigns, customer profiling).
· Ability to apply banner once on email reply chain if needed.
· No stacking of banner images (strips out previous images on reply chains to reduce file size).
· Support for embedded and referenced images (to improve display of brand in recipient inbox).
· Correct rendering on mobile devices.
· Automatically schedule campaigns with start and stop dates.
· Compatible with Office 365
	

	3.1.2
	Newsletter Management
· Tools for creating, scheduling, and distributing recurring newsletters.
· Archiving functionality for past newsletters.
· Personalisation features for dynamic content (e.g., recipient names).
· Tracking and analytics specific to newsletter performance.
	

	3.1.3
	External & Internal Email Signature Marketing
· Centralised email signature management for the Department. Centralised email signatures on both emails being sent out of the business and internal emails being sent within the department amongst staffs.
· Professional Email Signature Control. Centralised Control of email signatures via one system to control consistent, high quality, brand-centric email signatures for all staffs. Change company signatures with a click of a button. Easily add additional elements like social media icons, disclaimers, awards & credentials and synchronize with your company’s Active Directory for correct contact info. 
· Lock the email signature banner to prevent stafffrom editing and adding personal and other information. 
· vCard.
· Collapse Empty Signature Fields (remove empty cells if no AD content available).
· Ability to embed marketing banners and promotional elements within email signatures.
· Tracking and reporting on email signature campaign performance - (know “who” clicked).
· Reduced reply signature version.
· Correct placement of signatures on replies/forwards.
· Photo Signatures.
· QR Codes integration.
· Multiple clickable areas or hyperlink URL maps, social media platforms
· Support for embedded and referenced images (to improve display of brand in recipient inbox).
· No stacking of signature images (strips out previous images on reply to chains to reduce file size).
· Signature Per Department
· Signature Per Sender.
· Correct rendering on mobile devices and optimised for any device
· Compatible with Microsoft 365
	

	3.1.4
	Internal Marketing campaigns to drive staff engagement i.e and more:
· Messages to staff
· Staff surveys & feedback tools.
· Report on exactly who has engaged and who hasn't & measure staff uptake.
· Create incentivised "leaderboard" gamification element amongst staff.
· Automatically brand all emails to new joiners about the departments policies, brand guidelines, intranet, internal training events, etc.
· Internal training & staff competency tests.
	

	3.1.5
	Interactive Content
The dynamic and interactive content experiences. Email campaigns to feature elements like polls, quizzes, surveys, transforming the inbox into an engaging space.
	

	3.1.6
	Artificial Intelligence (AI) Integration - AI-powered design tools
AI's role in email marketing is vital, leverage machine learning algorithms to analyse vast sets of data, predict user behaviour, and automate personalisation at scale. Utilise AI to redefine or enhance email campaign content.
	

	3.1.7
	Audience Segmentation and Personalization
· Advanced segmentation capabilities based on demographics, behaviour, and engagement.
· Real-time dynamic personalization of email content.
· Tools for managing and updating subscriber lists.
	

	3.1.8
	Automation and Workflow Management
· Automation workflows for triggered email campaigns (e.g., welcome emails, event invite/attendance reminders).
· Scheduling tools for automated email delivery.
· Integration of newsletters and email signature marketing into automation workflows.
	

	3.1.9
	Analytics and Reporting
· Detailed statistics and reporting on both staff emails being sent out of the business and internal emails being sent within the Department amongst staff.
· Real-time tracking of email campaign metrics. Track individual campaigns against each other and use this to enhance the future campaign performance. Extract data about subscriber activity, links clicked, forwards, opens, geographic interaction, bounces, unsubscribes, historic performance, industry benchmarking, and trends. Provide reporting export features that allow for easy download of all the information needed.
· Digital dashboard (live online view into statistics, banner assignments as well as GUI interface to administer changes to new or existing signatures or banner campaigns).
· A/B testing tools for subject lines, content, and design.
· Customizable and exportable reports.
· Advanced click tracking per link, per each recipient.
· Native Google Analytics reporting.
· Excel data extraction.
· Campaign report (combined reports in pdf format).
· Automated reports.
· Instant click alerts (immediate email notifications of who clicked, on what, when, from whom, etc).

	

	3.1.10
	Integration Capabilities
· Seamless integration with CRM systems, CMS platforms, and social media.
· API support for custom integrations.
· Tools for embedding sign-up forms and promotional elements on the organization's website.
	

	3.1.11
	Compliance and Security
· Compliance with global and local data protection regulations (e.g., GDPR, POPIA).
· Features to manage opt-ins, opt-outs, and unsubscribe requests.
· Secure data storage and encryption to protect subscriber information.
· ISO/IEC 27001 certification (actual product itself, not just hosting provider).
· Microsoft Azure hosted for 99.9% uptime guarantee and automatic scaling with no limits.
· Option to have a dedicated or self-hosted install of the service instead of SaaS. This can be either in the cloud or on-premises (not just scripts).
· Monitoring alerts sent to client ICT team (dedicated install only).
· Backend access to monitor mail queues (dedicated install only).
	

	3.1.12
	Scalability and Usability
· Capability to handle large subscriber lists without performance issues.
· User-friendly interface accessible to both technical and non-technical users.
· Flexible pricing models to accommodate ’s growth.

	

	3.2 
	Non-Technical Requirements
	

	3.2.1
	Reliable technical support and customer service, including training resources.
Regular updates and maintenance to ensure continuous improvement of the platform.
High uptime and system reliability.

	

	3.2.2
	Additional digital design services of banner campaigns & strategy 
	

	4
	 Account Management Services - Deliverables
	

	
	The selected service provider must deliver:
Critical ongoing assistance and guidance into email branding and email marketing strategy from industry experts.
· System management.
· Account Manager guidance and best-practice advice.
· Monthly status meetings, if required.
· 24/7 technical support.
· Access to the email marketing platform with all functionalities.
· Initial training for key personnel.
· Documentation and user guides.
· Ongoing technical support and system updates.
	

	5 
	External & Internal Email Disclaimers:
· Legal disclaimers on both staff emails being sent out of the business AND internal emails being sent within the Department amongst staff.
· Dynamic disclaimers (stamps sender and receiver email address as well as date/time of email being sent).
· Correct placement within the email.
· Disclaimers per Department
· Disclaimer per sender.
· Correct rendering on mobile devices.
· Compatible with Office 365
	

	6
	Budget
Service providers must provide a detailed breakdown of costs, including:

· Licensing fees (monthly or annual).
· Setup and implementation costs.
· Training and support fees.
· Additional costs (if applicable). i.e. banner designs where required

	

	7
	Submission Requirements
Interested vendors are requested to submit:

· A proposal detailing how the solution meets the specifications.
· Case studies or references from similar implementations.
· A demo or trial version of the solution (if available).
· A timeline for implementation and delivery.
	

	8 
	Timeline
The solution must be implemented within 30 days of contract award.
	

	9.
	MEETINGS
	

	
	The agency must be available to present the product to Communications and Marketing Unit and ICT Unit
	

	10.
	IMPLIMENTATION SCHEDULE
	

	
	Upon appointment, the service provider should work with the ICT and Communications & Marketing on the implementation of email marketing solution.
	

	11.
	FINANCIAL ARRANGEMENTS
	

	11.1
	The service provider must stipulate the maximum ceiling price to be charged for the full contract.
	

	11.2
	The service provider must demonstrate in a detailed budget how the total amount was reached and show in detail the value for money.
	

	11.3
	The service provider should include VAT in the quotation.
	

	11.4
	The service provider should be aware that DSAC only pays after the services have been rendered. 
Payment will be through electronic bank; hence the correct banking details should be provided.
	

	11.5
	The service provider should be aware that after appointment, a DSAC official will be delegated to liaise with the respective company regarding all matters concerning email marketing solution roll out.
	

	11.6
	Payment will be made by the after the service provider has submitted an invoice. No 50% deposit will be paid.
	

	12.
	INFORMATION TO BE FURNISHED
	

	
	The following information should be included in the application: 
	

	
	Proof of previous work done in this regard.
	

	
	A profile of the company including references.
	

	
	A detailed budget.
	

	13.
	ENQIURIES
	

	
	All enquiries regarding this terms of reference/specification should be directed to: Kate Molete on 012 441 3595 or KateM@dsac.gov.za | Ishmael Makhubele 012 441 3063 IshmaelM@dsac.gov.za
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