TERMS OF REFERENCE (TOR)
Design, Supply, Installation, Soundproof Partitioning, Testing, Commissioning and Training for a Digital Media Studio
	Item
	Description

	Procurement Method
	Request for Proposal (RFP) - Vendor-led technical and financial proposals

	Project Type
	Turnkey mid-range professional educational media studio

	Studio Capacity
	Approximately 10 persons at one time

	Building Structure
	One large concrete room to be partitioned with soundproof systems

	Functional Configuration
	Recording room plus control room, with podcast, interview, media control, dressing/changing and production areas

	Attachment
	Studio room layout drawing to be attached as Annex A



IMPORTANT PROCUREMENT NOTE
This TOR intentionally defines functional outputs and minimum performance requirements rather than a fixed BOQ. Bidders are expected to propose the most suitable, creative, technically sound and cost-effective equipment mix and studio design 
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1.  BACKGROUND AND INTRODUCTION
The National Leadership Academy (NLA) seeks to establish a modern Digital Media Studio to support leadership development, learning innovation, online and hybrid training delivery, public communication, lecture recording, podcasts, interviews, webinars and other institutional media production needs.
The studio will serve as a permanent production facility for creating high-quality learning resources, including pre-recorded lectures, course introductions, blended-learning materials, podcasts, video discussions, interview programmes, institutional messages, webinar broadcasts, short documentaries, public information clips and digital content for the Academy’s Learning Management System and communication platforms.
The proposed facility shall be developed within one large concrete room that will be professionally partitioned using appropriate soundproofing and acoustic systems to create a recording room and a control room, with supporting podcast, interview, dressing/changing and production areas as guided by the layout provided by NLA.
This TOR shall guide an RFP process in which bidders are not required to respond to a fixed equipment BOQ. Instead, each bidder shall propose a complete turnkey technical solution, including their own studio design drawings, equipment configuration, technical approach, costed financial proposal and value-for-money justification. NLA will evaluate proposals based on technical responsiveness, creativity, innovation, functionality, quality, sustainability, usability, warranty, after-sales support and best value within NLA budget ceiling.
2.  RATIONALE AND PROCUREMENT APPROACH
Educational institutions increasingly require dedicated media production spaces for lecture capture, hybrid learning, webinar hosting and digital content production. A permanent recording setup reduces preparation time, improves consistency of educational videos and enables instructors and media teams to produce content for online delivery, course revision, flipped learning and institutional communication.
Because NLA does not intend to prescribe a rigid equipment-by-equipment BOQ, the procurement shall be structured as an outcome-based RFP. Bidders will compete on the quality of their proposed design, suitability of equipment, integrated system performance, usability, creativity, innovation, budget discipline and value for money.
The TOR defines required functions, minimum outputs and acceptance standards rather than a fixed brand or equipment list.
Bidders must propose the most suitable equipment package for the room layout, budget and intended use.
Bidders must provide technical drawings, 2D layout plans and 3D visual renderings showing how the completed studio will look.
Bidders must justify why their proposed solution is technically appropriate, durable, interoperable, easy to operate and cost-effective.
Bidders must submit both technical and financial proposals, including itemized cost breakdowns for design, materials, equipment, installation, training, warranty and support.
NLA will prioritize creativity, innovation, professional functionality, sustainability and best value for money within the budget ceiling.
3. OBJECTIVES OF THE ASSIGNMENT
3.1 Overall Objective
To design, supply, install, test, commission and hand over a fully functional mid-range professional Digital Media Studio capable of supporting educational content production, podcasting, interviews, webinars, live streaming, lecture recording and hybrid learning production for the National Leadership Academy.
3.2 Specific Objectives
Transform the designated concrete room into a functional media production facility with soundproof partitions and acoustic treatment.
Create a recording room and control room arrangement suitable for approximately 10 users at one time.
Enable professional recording of lectures, training sessions, interviews, podcasts and learning discussions.
Enable hybrid training and webinar production with clear audio, reliable video, lighting control and live streaming capability.
Provide a vendor-designed equipment configuration that is technically coherent, interoperable and suitable for the Academy’s actual space and budget.
Provide creative 2D and 3D studio design drawings as part of the technical proposal and final approved design.
Build internal NLA capacity to operate, maintain and troubleshoot the studio.
4. EXISTING ROOM LAYOUT AND DESIGN INTENT
NLA has provided an indicative room layout showing the intended functional arrangement of the Digital Media Studio. The layout includes a Media Center / control area, Interview Studio, Podcast Studio, Dressing & Changing area and access passages. The Media Center area is indicated as approximately 22 feet 3 inches by 32 feet 3 inches on the drawing, with passages shown on both sides. The final design shall be verified by the bidder during site assessment and adjusted as necessary to optimize acoustic isolation, workflow, safety, camera angles, lighting, equipment placement and movement of users.

Figure 1: Indicative NLA Media Centre Layout Provided by NLA
[image: ]
The bidder shall not treat the layout as a final technical design. It is a functional concept. Bidders shall use the layout to prepare their own optimized design proposal showing how the space will be partitioned, soundproofed, equipped, lit, branded and operated.




	Functional Zone
	Expected Use
	Bidder Design Considerations

	Recording / Main Studio
	Lecture recording, educational video, presentations, green screen or backdrop recording, hybrid learning sessions.
	Camera sight lines, lighting grid, acoustic control, presenter movement, teleprompter placement, display screens, flexible backdrops.

	Control Room / Media Center
	Technical operation, switching, monitoring, recording, live streaming, editing and production control.
	Operator desks, video switcher, audio mixer, monitors, storage, cabling, power, ventilation, sightline or camera monitoring.

	Podcast Studio
	Audio podcast, video podcast, small-group discussion and recorded learning conversations.
	Round/triangular table, microphone positions, headphone monitoring, acoustic separation, branding, camera angles.

	Interview Studio
	One-on-one or panel interviews, leadership conversations and media messages.
	Comfortable furniture, lighting balance, backdrop design, camera positions, audio clarity.

	Dressing & Changing Room
	Presenter preparation, wardrobe, make-up and storage.
	Privacy, mirror, lighting, storage, clean finishes and accessibility.



5. SCOPE OF WORK
The selected contractor shall provide a complete turnkey solution covering design refinement, studio construction, soundproof partitioning, acoustic treatment, equipment selection, supply, installation, configuration, testing, commissioning, training and documentation. The contractor shall supply all materials, equipment, software, accessories, cabling, connectors, mounts, stands, racks, furniture, labor, tools and technical expertise required to deliver a functional studio.
Site assessment and validation of the provided layout and room dimensions.
Preparation of detailed studio design, including 2D layout, 3D visual renderings and technical drawings.
Professional soundproof partitioning of the concrete room into functional spaces.
Acoustic treatment to achieve clear, controlled and intelligible speech recording quality.
Supply and installation of video production, audio production, lighting, streaming, switching, monitoring, editing, storage and networking systems.
Provision of furniture, fixtures and branding elements needed for the studio functions.
Configuration of live streaming, webinar and hybrid learning production workflows.
Testing, commissioning, documentation, user training, warranty and after-sales support.
6. FUNCTIONAL AND PERFORMANCE REQUIREMENTS
The bidder shall propose the actual brands, models, quantities and specifications. However, the proposed solution must meet the minimum functional and performance requirements below.
6.1 Acoustic and Soundproofing Performance
Partition the room into practical production zones with appropriate sound isolation between recording and control areas.
Control external noise intrusion, internal reflections, flutter echo and excessive reverberation.
Provide suitable acoustic wall panels, ceiling treatment, bass control and sealing of sound leakage points.
Use durable, fire-conscious, cleanable and professionally finished materials appropriate for an institutional environment.
Ensure clear speech intelligibility for lecture, podcast, interview and webinar recording.
6.2 Video Production Performance
Support multi-camera lecture, interview and podcast recording.
Support at least Full HD production, with bidders encouraged to propose 4K-capable workflows where affordable and appropriate.
Support stable camera mounting, camera monitoring, recording, switching and capture.
Support presenter-facing display or teleprompter capability where proposed as part of the best-value solution.
Allow easy operation by trained NLA staff without requiring complex broadcast-level expertise.
6.3 Audio Production Performance
Support clear multi-person podcast recording and lecturer/presenter recording.
Include suitable microphones for podcast, interviews, lecture capture and hybrid sessions.
Provide audio mixing, monitoring, headphone distribution and recording capability.
Minimize noise, echo, feedback and poor intelligibility during recording and live sessions.
Ensure the audio system integrates with video switching, webinar and live streaming workflows.
6.4 Lighting Performance
Provide professional, controllable and low-heat LED lighting suitable for video recording.
Support lecture, interview and podcast lighting scenarios.
Include key, fill, back and background lighting arrangements as appropriate.
Avoid harsh shadows, flicker, glare and uneven facial lighting.
Enable consistent appearance of NLA-branded backdrops and studio sets.
6.5 Hybrid Training, Webinar and Live Streaming Performance
Support integration with common webinar platforms and online learning delivery workflows.
Support live switching between camera views, presentation content and audio sources.
Support recording and simultaneous streaming where feasible.
Provide a stable technical setup for hybrid training sessions involving in-room presenters and remote participants.
Enable output files suitable for upload to LMS, websites and social media platforms.
6.6 Editing and Post-Production Performance
Provide at least one capable editing workstation or integrated editing setup for video and audio post-production.
Support editing of lecture videos, podcasts, webinar recordings and promotional clips.
Include storage and backup arrangements suitable for institutional media files.
Include legally licensed or clearly identified software solutions for video editing, audio editing, graphics or production workflow.
6.7 Furniture, Interior and Branding Performance
Provide functional, durable and visually professional furniture for podcasting, interviews, control room operation and presenter preparation.
Provide branded visual elements aligned to NLA identity.
Ensure the studio looks professional on camera and supports multiple production formats.
Use finishes that are durable, cleanable, safe and suitable for a training institution.
6.8 Electrical, Networking and Cable Management
Provide safe power distribution, cable routing, trunking, labeling and equipment protection.
Provide internal networking and connectivity arrangements needed for streaming, file movement and production workflows.
Include surge protection or power conditioning for sensitive AV equipment.
Ensure the installation is neat, safe, maintainable and professionally labeled.
7. BIDDER TECHNICAL PROPOSAL REQUIREMENTS
Since NLA is not issuing a detailed BOQ, bidders must provide a complete technical proposal that demonstrates how their proposed solution will meet the functional requirements within the available budget. The proposal must be specific, evidence-based and sufficiently detailed to enable objective evaluation.
	Required Proposal Component
	Minimum Content Required

	Understanding of Assignment
	Demonstrate understanding of NLA’s educational media, lecture recording, podcast, interview, webinar and hybrid learning needs.

	Proposed Studio Concept
	Describe the proposed creative concept, workflow, user experience, production capacity and how the studio will function day-to-day.

	2D Layout Drawing
	Show proposed partitioning, furniture placement, camera positions, microphone positions, lighting positions, control room arrangement, doors, circulation and cable routes.

	3D Renderings / Visual Graphics
	Provide realistic visual renderings showing how the finished studio will look, including podcast set, interview set, control room, branding and lighting mood.

	Equipment Schedule
	List proposed equipment by category, quantity, brand/model, key specifications, purpose, warranty and country of origin where applicable.

	Technical Methodology
	Explain design approach, soundproofing approach, acoustic treatment approach, installation method, integration method, testing method and training plan.

	Financial Proposal
	Provide itemized and summarized costs, clearly showing total price within or closest to the budget ceiling and explaining value-for-money choices.

	Implementation Work Plan
	Provide activity schedule, staffing plan, delivery plan and risk mitigation measures.

	Operation and Maintenance Plan
	Explain routine maintenance, spare parts, technical support, warranty support and local availability of service.

	Sustainability and Scalability
	Explain how the system can be upgraded in future and how the proposed solution avoids unnecessary lock-in or obsolete technology.



8. 
TASKS AND DELIVERABLES
	Task
	Description
	Deliverable

	Task 1: Inception and Site Verification
	Conduct kick-off meeting, inspect the site, verify dimensions, confirm user requirements and identify technical constraints.
	Inception Report and Site Verification Report

	Task 2: Detailed Design Development
	Prepare refined 2D layout, 3D renderings, acoustic design, equipment layout, cabling layout, power/networking plan and implementation plan.
	Detailed Design Package for NLA Approval

	Task 3: Soundproof Partitioning and Interior Works
	Construct partitions and install soundproofing, acoustic treatment, ceilings, panels, doors, finishes, cable pathways and safety provisions.
	Completed Studio Infrastructure Works

	Task 4: Supply and Installation of AV and Production Systems
	Supply, install and configure audio, video, lighting, streaming, switching, monitoring, editing, storage and networking systems.
	Installed and Configured Studio Systems

	Task 5: Branding, Furniture and Set Dressing
	Provide podcast table, interview set, operator desks, chairs, storage, branded backdrops and visual finishing elements.
	Finished Branded Studio Environment

	Task 6: Testing and Commissioning
	Test audio quality, video quality, lighting, streaming, recording, switching, editing, storage, network, power and overall workflow.
	Testing and Commissioning Report

	Task 7: Training and Knowledge Transfer
	Train NLA media and Communication staff in studio operation, recording, podcasting, webinar production, editing, maintenance and troubleshooting.
	Training Report, Attendance Sheets and User Manuals

	Task 8: Final Handover
	Submit documentation, warranties, asset list, as-built drawings, licenses, manuals and maintenance plan.
	Final Handover Report and Acceptance Package



9. DETAILED DELIVERABLES
Inception Report.
Site Assessment and Measurement Verification Report.
Detailed 2D Studio Layout.
3D Visual Renderings / Graphics of the proposed finished studio.
Acoustic and Soundproofing Design Note.
Equipment Schedule with brands, models, quantities and technical descriptions.
Itemized Financial Proposal and Value-for-Money Justification.
Installation Work Plan and Risk Management Plan.
As-built drawings after completion.
Testing and Commissioning Report.
Training materials, attendance sheets and training completion report.
User manuals and quick-start operating guides.
Warranty certificates and after-sales support plan.
Asset register with serial numbers.
Final handover report.
10. IMPLEMENTATION TIMELINE
The indicative assignment duration is 10 to 12 weeks from contract signing. Bidders may propose an optimized timeline, but the proposed schedule must be realistic and must not compromise quality.
	Phase
	Activity
	Indicative Duration

	Phase 1
	Kick-off, site assessment and confirmation of requirements
	1 week

	Phase 2
	Detailed design, drawings, 3D renderings and approval
	2 weeks

	Phase 3
	Procurement, logistics and mobilization
	2-3 weeks

	Phase 4
	Soundproofing, partitions, interiors and infrastructure works
	3 weeks

	Phase 5
	Equipment installation, configuration and integration
	2 weeks

	Phase 6
	Testing, commissioning, training and final handover
	1 week



11. PAYMENT SCHEDULE
Payments shall be milestone-based and linked to accepted deliverables. No advance payment shall be allowed. If any, shall be subject to NLA procurement rules, contract terms and appropriate guarantees where required.
	Milestone
	Deliverable / Condition
	Payment Percentage

	1
	Contract signing, inception report and approved implementation plan
	10%

	2
	Submission and approval of detailed design package, 2D layout, 3D renderings, equipment schedule and work plan
	15%

	3
	Delivery of major equipment and materials to site, verified by NLA
	25%

	4
	Completion of partitioning, soundproofing, acoustic treatment and interior works
	20%

	5
	Completion of equipment installation, configuration and integration
	15%

	6
	Successful testing, commissioning, staff training, submission of documentation and final acceptance
	15%



12. MANAGEMENT AND REPORTING ARRANGEMENTS
The contractor shall report to the designated NLA Project Manager or assigned technical focal point.
The contractor shall participate in a kick-off meeting before commencement of work.
The contractor shall submit weekly progress updates covering work completed, work planned, challenges, risks and required decisions.
Any design changes, equipment substitutions or budget reallocations must be approved by NLA in writing before implementation.
The contractor shall maintain proper site safety, cleanliness, asset security and coordination with NLA staff throughout implementation.
NLA shall review and approve major deliverables including final design, equipment schedule, installation completion, commissioning results and final handover.
13. QUALIFICATION AND EXPERIENCE REQUIREMENTS
13.1 Firm Requirements
Minimum five years of demonstrable experience in audiovisual systems, studio setup, broadcasting, multimedia production facilities, acoustic treatment or related assignments.
At least three similar completed assignments involving media studios, podcast studios, lecture capture rooms, webinar facilities, training studios, broadcast rooms or institutional AV installations.
Demonstrated ability to provide integrated design, supply, installation, testing, training and after-sales support.
Ability to provide genuine equipment with warranty and manufacturer or supplier support.
Experience working with educational institutions, training centers, NGOs, government institutions, media organizations or corporate communication facilities will be an added advantage.
Financial and logistical capacity to deliver within the agreed timeline and budget.
13.2 Key Personnel
	Position
	Minimum Required Expertise

	Project Manager
	Minimum 7 years of relevant project management experience in AV, media, ICT, construction fit-out or studio implementation.

	Studio / AV Systems Specialist
	Minimum 5 years of experience designing and integrating audio, video, lighting, recording and streaming systems.

	Acoustic / Soundproofing Specialist
	Minimum 5 years of experience in acoustic treatment, sound isolation or studio interior design.

	Video Production / Broadcast Technician
	Experience in camera systems, switching, monitoring, recording, streaming and live production workflows.

	Audio Engineer
	Experience in microphones, mixers, audio routing, recording, monitoring, podcast production and live audio.

	ICT / Network Technician
	Experience in network cabling, connectivity, storage, streaming connectivity and equipment configuration.

	Trainer
	Experience training non-technical institutional users on media equipment operation and basic troubleshooting.



14. 
EVALUATION METHODOLOGY AND PERFORMANCE METRICS
The evaluation shall identify the bidder offering the most technically responsive, creative, innovative, durable and cost-effective solution within the available budget. The lowest price alone shall not determine award. The preferred bidder shall demonstrate the best value for money and strongest ability to deliver a functional studio that meets NLA’s objectives.
	Evaluation Area
	Weight
	Key Considerations

	Technical Understanding and Methodology
	15%
	Understanding of NLA needs, clarity of approach, practical workflow, risk management and appropriateness of technical solution.

	Creativity, Innovation and Studio Design
	20%
	Quality of 2D layout, 3D visual renderings, space optimization, studio aesthetics, branding, user experience and production flexibility.

	Proposed Equipment and System Integration
	20%
	Suitability, compatibility, durability, warranty, ease of operation, interoperability and appropriateness of proposed equipment package.

	Experience and Similar Assignments
	15%
	Relevant completed studio, AV, acoustic, broadcast, podcast, lecture capture or hybrid learning projects.

	Team Qualifications
	10%
	Qualifications and experience of proposed project manager, AV specialist, acoustic specialist, audio/video technicians and trainers.

	Implementation Plan
	10%
	Realistic work plan

	Training and Support
	10%
	Training quality, maintenance plan, after-sales support and warranty response.



Minimum technical pass mark: 70%. Proposals below 70% will not proceed to Financial Evaluation.
15. PERFORMANCE INDICATORS
Studio design approved by NLA before installation.
Completed studio visually matches or improves upon approved design renderings.
Recording room and control room are functionally separated and acoustically treated.
Podcast recording supports multiple speakers with clear and balanced audio.
Interview studio supports professional-looking video and clean audio.
Lecture recording supports clear presenter video, presentation content and intelligible audio.
Hybrid webinar setup supports camera, microphone, presentation and streaming workflows.
Lighting setup produces consistent and professional visual quality.
Equipment is properly installed, labeled, configured and documented.
NLA staff can operate basic recording, podcasting, webinar and editing workflows after training.
All warranties, licenses, manuals and asset records are submitted.
16. 
ACCEPTANCE CRITERIA
Final acceptance shall be granted only after NLA confirms that the studio is complete, functional and documented. Acceptance shall include practical demonstrations using real recording and webinar scenarios.
	Acceptance Test
	Expected Result

	Lecture Recording Test
	A lecturer can be recorded with clear audio, clear video, suitable lighting and usable output file.

	Podcast Test
	A multi-person podcast can be recorded with balanced voices, headphone monitoring and minimal echo/noise.

	Interview Test
	An interview can be recorded with professional framing, lighting, backdrop and intelligible audio.

	Hybrid Webinar Test
	A live or simulated webinar can be produced with camera, audio, presentation and streaming integration.

	Control Room Test
	Operator can monitor audio/video, switch sources, record and manage output from control room.

	Editing Test
	Recorded content can be transferred, edited, exported and stored using the supplied workflow.

	Documentation Review
	All manuals, as-built drawings, warranties, licenses and asset registers are complete.

	Training Verification
	NLA staff demonstrate basic operation and troubleshooting of the studio.



17. WARRANTY, MAINTENANCE AND AFTER-SALES SUPPORT
Minimum 12-month warranty on all equipment and installation works.
Warranty must cover defects in equipment, installation, configuration and workmanship.
Bidder must provide support response time, escalation contacts and support procedures.
Bidder must identify availability of spare parts, consumables and replacement accessories.
Bidder must provide at least one preventive maintenance visit during the warranty period, where feasible within the contract value.
All equipment must be new, genuine, fit for purpose and supplied with relevant accessories.
18. BUDGET AND VALUE-FOR-MONEY PRINCIPLES
The indicative budget ceiling for this assignment is USD 70,000. Bidders are expected to propose a complete and realistic solution within this budget. The budget should cover all design, equipment, materials, furniture, software, licenses, accessories, cables, installation, labor, transport, testing, training, warranty and handover costs.
Bidders must clearly show what is included and excluded in their financial proposal.
Bidders may propose alternatives or optional upgrades, but the core solution must be functional within the realistic budget.
Bidders must justify major cost drivers and demonstrate best value for money.
NLA reserves the right to negotiate scope optimization with the best-ranked bidder without compromising essential functionality.
Proposals that simply list expensive equipment without coherent design, integration and training may be considered non-responsive.
19. RISKS AND MITIGATION REQUIREMENTS
	Risk
	Required Mitigation by Bidder

	Poor acoustic performance
	Provide acoustic design approach, proper treatment materials and testing before handover.

	Equipment incompatibility
	Propose integrated system architecture and explain signal flow and interoperability.

	Budget
	Submit complete cost breakdown and avoid hidden costs.

	Difficult operation by NLA staff
	Provide simplified workflow, user manuals, quick guides and practical training.

	Technology becoming obsolete
	Propose scalable and upgradeable systems with commonly available standards.

	Delays in delivery
	Provide realistic procurement and installation schedule with risk mitigation.

	Weak after-sales support
	Provide warranty plan, local support arrangement and response time commitment.



20. ANNEXES TO BE INCLUDED IN THE RFP
Annex A: Room layout drawing provided by NLA.
Annex B: Bidder technical proposal template.
Annex C: Bidder financial proposal template.
Annex D: Required format for equipment schedule.
Annex E: Evaluation scoring matrix.
Annex F: Draft contract terms and warranty requirements.
Annex G: Site visit schedule and clarification procedure.
21. REFERENCE BASIS USED TO INFORM THIS TOR
This TOR is informed by practical guidance and examples from higher education media production, lecture capture, podcast studio design, webinar production and acoustic treatment practice. 


                      NATIONAL LEADERSHIP
       ACADEMY
                           


National Leadership Academy (NLA) - Digital Media Studio TOR

ANNEX B: RECOMMENDED TECHNICAL PROPOSAL TEMPLATE FOR BIDDERS
Executive summary of proposed solution.
Understanding of NLA requirements and proposed production workflow.
Proposed studio concept and design narrative.
2D layout drawing showing all functional zones and equipment positions.
3D visual renderings showing the completed studio appearance.
Acoustic and soundproofing approach.
Audio system proposal.
Video system proposal.
Lighting system proposal.
Hybrid webinar and live streaming workflow.
Editing and storage workflow.
Furniture, branding and interior finishing proposal.
Equipment schedule with brand/model/quantity/specification/warranty.
Implementation methodology and work plan.
Team composition and CV summaries.
Relevant experience and completion certificates or references.
Training plan.
Warranty, maintenance and after-sales support plan.
Risk management plan.
Value-for-money justification.
ANNEX C: RECOMMENDED FINANCIAL PROPOSAL BREAKDOWN
	Cost Category
	Description
	Amount (USD)

	Design and technical drawings
	Site assessment, 2D layout, 3D renderings, technical design
	

	Soundproofing and acoustic works
	Partitions, doors, acoustic panels, ceiling treatment, sealing and finishes
	

	Audio system
	Microphones, mixer/interface, headphones, speakers, accessories
	

	Video system
	Cameras, tripods/mounts, switcher, capture/recording, monitors
	

	Lighting system
	LED lights, stands/mounts, controls, background lighting
	

	Streaming and webinar system
	Encoder/software/capture and integration equipment
	

	Editing and storage
	Workstation, monitors, storage, software/licenses
	

	Furniture and branding
	Podcast table, interview set, operator desks, chairs, backdrops, signage
	

	Networking, electrical and cabling
	Switches, cabling, cable management, power protection
	

	Installation and labor
	Installation, configuration and technical labor
	

	Training and documentation
	Training delivery, manuals, guides and handover documents
	

	Warranty and support
	Warranty service, support and maintenance provisions
	

	Transport, taxes and other costs
	All other costs to complete the assignment
	

	TOTAL
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