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TERMS OF REFERENCE (ToR)
PROCUREMENT OF AN INTERNAL EMPLOYEE COMMUNICATION PLATFORM FOR THE HUMAN SCIENCES RESEARCH COUNCIL (HSRC)
1. INTRODUCTION
The Human Sciences Research Council seeks to procure a specialised internal employee communication platform to strengthen organisation-wide communication and improve the visibility, reach, and effectiveness of high-priority internal messaging.
The SnapComms platform is intended to complement existing collaboration tools currently utilised by the HSRC by enabling targeted, high-impact, and time-sensitive communication to employees across all HSRC offices and operational environments.
This Terms of Reference (ToR) is issued for the purposes of testing the South African market and identifying suitably qualified and authorised service providers capable of delivering a secure, scalable, and enterprise-grade employee communication solution (SnapComms) aligned to the HSRC’s operational requirements.
This initiative is informed by approval for the procurement of a two-year SnapComms solution for approximately 600 users. 

2. BACKGROUND
Effective internal communication is critical to organisational performance, operational continuity, staff engagement, and compliance management.
The HSRC currently utilises collaboration platforms such as Microsoft Teams and MS Outlook; however, these platforms do not adequately guarantee visibility of urgent or organisation-wide communication, particularly for time-sensitive operational alerts, ICT notices, emergency communication, HR notifications, and executive messaging. 
The HSRC therefore intends to assess available market solutions within South Africa, capable of delivering SnapComms for:
· Guaranteed visibility of critical communication; 
· Targeted and segmented messaging; 
· Multi-channel employee communication capabilities; 
· Real-time alerts and emergency notifications; 
· Employee engagement functionality; and 
· Communication analytics and reporting. 
SnapComms is a complete multi-channel, multi-device platform. Messages are created using the secure cloud-based SnapComms Content Manager and sent to employees who have the SnapComms App installed on their computer, tablet, or smartphone.

3. OBJECTIVE
The objective of this market testing process is to identify a suitable South African service provider and authorized reseller capable of providing SnapComms – a cloud-based employee communication platform to the HSRC, that can:
· Deliver urgent and high-priority internal communication directly to employees; 
· Improve message visibility and readership; 
· Support targeted communication to specific employee groups; 
· Enhance employee engagement and participation; 
· Provide communication monitoring and reporting capabilities; and 
· Support organisational resilience through reliable and continuously available infrastructure. 

4. SCOPE OF WORK
The successful service provider will be expected to provide to the HSRC the SnapComms platform that includes, but is not limited to, the following functionality:
4.1 SnapComms Core Communication Features
The platform should support:
· Desktop pop-up alerts; 
· Scrolling desktop tickers; 
· Screensavers; 
· Emergency notification capabilities; 
· Mobile communication functionality; 
· Surveys and quizzes; 
· Digital signage support (where applicable); 
· Multi-channel communication capabilities. 
4.2 Message Management
The solution must enable:
· Centralised content management; 
· Scheduled and real-time messaging; 
· Targeted messaging to selected employee groups; 
· Read receipt and acknowledgement tracking; 
· Escalation capabilities for urgent communication. 
4.3 Reporting and Analytics
The platform should provide:
· Message delivery reporting; 
· Engagement analytics; 
· Readership statistics; 
· Survey and participation reporting; 
· Exportable reporting dashboards. 
4.4 Security and Hosting
The proposed solution must:
· Be cloud-based and securely hosted; 
· Support secure user authentication; 
· Comply with applicable data security and privacy requirements; 
· Operate without requiring VPN access for remote users; 
· Provide high availability and operational resilience. 
4.5 Implementation and Support
Service providers should include:
· System implementation and configuration; 
· User onboarding and training; 
· Technical support and maintenance; 
· Service level commitments; 
· Dedicated account management. 
5. CONTRACT DURATION
The envisaged contract period is two (2) years, subject to internal approval processes and budget availability.
The proposed solution should accommodate approximately 600 users across the HSRC’s national offices and remote working environments. 

6. FUNCTIONAL REQUIREMENTS
Service providers responding to this ToR should demonstrate the following:
	Requirement
	Description

	Enterprise Scalability
	Ability to support large organisational environments

	Targeted Messaging
	Segmentation by department, office, or user group

	Multi-Device Support
	Desktop and mobile compatibility

	Emergency Communication
	High-priority alerts and urgent notifications

	Analytics
	Reporting dashboards and communication insights

	Ease of Administration
	User-friendly content management system

	Integration Capability
	Ability to integrate with existing enterprise systems where required

	Reliability
	High uptime and resilient infrastructure



7. DELIVERABLES
The appointed service provider will be expected to provide:
· Fully operational employee SnapComms communication platform; 
· Implementation plan and project timelines; 
· User training and onboarding support; 
· Technical support services; 
· Reporting and analytics functionality; 
· Ongoing maintenance and support for the duration of the contract. 


[bookmark: _Hlk231217566]8. SUBMISSION REQUIREMENTS
Interested service providers should submit:
1. Company profile; 
2. Detailed solution proposal; 
3. Technical specifications; 
4. Hosting and security information; 
5. Implementation methodology; 
6. Pricing proposal; 
7. Demonstration capability or product presentation materials. 
8. POPI ACT/GDPR compliance
[bookmark: _Hlk231217956]9. MANDATORY REQUIREMENTS
· Service Providers must be an authorized reseller or partner for Everbridge Europe Limited for the SnapComms platform. A letter confirming the service provider as an authorized reseller will be required. 
Technical enquiries may be directed to STMnisi@hsrc.ac.za for the attention of Mr Themba Mnisi. 
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Pretoria Office: 	134 Pretorius Street, Pretoria, 0002, South Africa. Private Bag X41, Pretoria, 0001, South Africa.  
Tel: +27 12 302 2000 
Cape Town Office: 	The Yacht Club, 2 Dockrail Road, Foreshore, Cape Town 8001, South Africa. Private Bag X9182, Cape Town, 8000, South Africa.  
Tel: +27 21 466 8000 
Pietermaritzburg Office: 	Old Bus Depot, Mbubu Road, Sweetwaters. PO Box 90, Msunduzi, 3200, South Africa.  
Tel: +27 33 324 5000 
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