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DOCUMENT TAXONOMY STUDY  
 
 

C.1 SCOPE:   
 

The Government of the District of Columbia, Office of Contracting and Procurement, 
on behalf of the District Department of Transportation (DDOT) is seeking the 
services of a contractor to conduct a document taxonomy study to include all the 
administrations and offices of the DDOT.  This study must provide all information 
required by the agency to make decisions about records storage, records retention, 
back-file and day-forward scanning, and implementation of a document management 
system.  The document taxonomy includes both paper documents and electronic 
documents used or generated by the agency.   

 
C.1.1 Applicable Documents  

 
The Contractor shall perform work in accordance with the documents in the following 
table.   The Contractor shall use the latest version of each of the documents in 
conducting the work.  The Contractor shall be responsible for ensuring that it has and 
is using the latest version of these documents at the time that the affected work is 
being conducted.  These documents are incorporated by reference and will be made a 
part of the contract.  

 
Item 
No. 

Title Date 

1. Government of the District of Columbia 
Standard Contract Provisions for Use with the 
Supplies and Services Contracts available at 
www.ocp.dc.gov click on “Solicitation 
Attachments” 

3/2007 

2. U.S. Department of Labor Wage 
Determination No. 2005-2103, Revision No. 
10  

6/15/2010 

3. The District’s Retention Policies can be 
found in Chapter 15 of Title 1 in the District 
of Columbia Municipal Regulations which 
can be found at: 
http://www.dcregs.org/Gateway/ChapterHo
me.aspx?ChapterNumber=1-15.  
 
The relevant D.C. Code provisions can be 
found in section 3(e) of D.C. Law 6-19, the 
"District of Columbia 
Public Records Management Act of 1985," as 
amended, D.C. Code §§ 1-2901 et seq. (1999 
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Repl.). 
 

5. Task Order Request for Quotation 
Document Taxonomy Study 

2/2011 

 
 

C.1.2 Definitions 
 
 N/A 

 
C.2 BACKGROUND   

 
The District Department of Transportation is in transition. The Department is 
moving from paper-based filing, drafting, and storage systems to a paperless, digital 
system. Not only will this allow DDOT to better store and organize information, but 
it will allow the agency to utilize technology and create paperless processes that will 
save money and make the agency more efficient. DDOT needs to make decisions 
about records storage, records retention, backfile and day-forward scanning, and 
implementation of this new Document Management System (DMS). This taxonomy 
study is the first step to identify the kind, type, and number of documents DDOT has 
and to understand the options the agency has in creating a DMS.  It is a prerequisite 
for any digitization project in the District.  While DDOT is not the first agency in the 
District to move to paperless based DMS, it is the first to do a comprehensive 
analysis of its documents. DDOT is looking to follow, replicate and extend the 
digital efforts of some other District agencies including Departments of Employment 
Services and Human Services.  
 
Attachments 1 through 10 are the organizational charts for the groups that are 
included in the study. 

 
C.3 REQUIREMENTS  
 
C.3.1 The Contractor shall provide all management, supervision, personnel, equipment, 

materials, and incidentals required to conduct a document taxonomy study for the 
District Department of Transportation. 

 
C.3.2 In performance of the study the Contractor shall perform, but not be limited to 

performing the following specific tasks: 
 
C.3.2.1 The Contractor shall develop and submit to the COTR for review and approval prior 

to initiating the work a Project Management Plan and Schedule. 
 
C.3.2.2 The Contractor shall participate in Project Management Meetings of which the time, 

place and frequency will be determined by the COTR. 
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C.3.2.3 The Contractor shall conduct surveys and interview DDOT subject matter experts 
from each department or division within the agency to collect data regarding the 
documents that are generated, stored and maintained within each DDOT group. 

 
C.3.2.4 For each Document Type, the Contractor shall document the following information: 
 
C.3.2.4.1 Index fields, including required fields, field size, masking, edit rules, drop down lists, 

dates, database lookups, source of data for lookups; 
C.3.2.4.2 Document Type Groups – organization of Document Types into grouping for 

efficiency; 
C.3.2.4.3 retention rule; 
C.3.2.4.4 compliance requirement (HIPAA, FERPA.) 
C.3.2.4.5 privacy concerns such as SSNs or bank account information; 
C.3.2.4.6 candidate for future e-Form conversion; 
C.3.2.4.7 candidate for future forms processing application; 
C.3.2.4.8 security/Access Control requirements; 
C.3.2.4.9 retrieval Pattern; 
C.3.2.4.10 form factor (8.5” x 11”, 11” x 17”, E size); 
C.3.2.4.11 media (Paper, microfilm, electronic as Word); 
C.3.2.4.12 source; and 
C.3.2.4.13 originator. 
 
C.3.2.5 The Contractor shall document the paper document volume in terms of size, form 

factor, number of pages, with an estimate of percentage that is duplex.  
 
C.3.2.6 The Contractor shall document, information that will allow the agency to prioritize 

what documents can be stored offsite, onsite, or scanned (e.g. active versus inactive, 
number of years represented in the collection). 

 
C.3.2.6 The Contractor shall document the recommended security groups and access controls 

needed to implement a document management system, as well as recommendations 
about functionality for each group (e.g., add, modify, delete, print, fax). 

 
C.3.2.4 The Contractor shall use a database tool to store the results of the discovery process.  

Illustrated below is an example of the tool to be used: 
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D. DELIVERABLES 
 
D.1 The Contractor shall perform the activities required to successfully complete the 

District’s requirements and submit each deliverable to the CA identified in section G.9 in 
accordance with the following: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
D.2 
 
 
The report must address the following issues: 
 
D.2.1 Summary Of Recommendations; 

CLIN Deliverable 
 

Quantity Format and 
Method of  
Delivery 

Due Date 

0001 Database of information 
collected during the 
discovery process 

1 Excel 
Spreadsheet or 
SQL database 
delivered USB 
drive or 
electronically 
 

30 business 
days from 
contract 
award date 

0001 Report (See Section D.2) 1 10 hard 
copies, 10 
electronic 
copies 

30 business 
days from 
contract 
award date 
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D.2.2 document Volumes; 
D.2.3 document Groups and Types; 
D.2.4 Index Criteria; 
D.2.5 Document Search Criteria; 
D.2.6 User Security Groups; 
D.2.7 Access Controls; 
D.2.8 Access To Groups/Types By Role; and  
D.2.9 Interview Detail.  
 





















LIVING WAGE ACT FACT SHEET

The “Living Wage Act of 2006,” Title I of D.C. Law 16-18, (D.C. Official Code §§2-220.01-.11) became 
effective June 9, 2006.  It provides that District of Columbia government contractors and recipients of 
government assistance (grants, loans, tax increment financing) in the amount of $100,000 or more shall 
pay affiliated employees wages no less than the current living wage rate.  

Effective January 1, 2010, the living wage rate is $12.50 per hour. 

Subcontractors of D.C. government contractors who receive $15,000 or more from the contract and 
subcontractors of the recipients of government assistance who receive $50,000 or more from the 
assistance are also required to pay their affiliated employees no less than the current living wage rate. 

“Affiliated employee” means any individual employed by a recipient who receives compensation directly 
from government assistance or a contract with the District of Columbia government, including any 
employee of a contractor or subcontractor of a recipient who performs services pursuant to government 
assistance or a contract.  The term “affiliated employee” does not include those individuals who perform 
only intermittent or incidental services with respect to the government assistance or contract, or who are 
otherwise employed by the contractor, recipient or subcontractor.

Exemptions – The following contracts and agreements are exempt from the Living Wage Act: 

1. Contracts or other agreements that are subject to higher wage level determinations required by 
federal law (i.e., if a contract is subject to the Service Contract Act and certain wage rates are 
lower than the District’s current living wage, the contractor must pay the higher of the two rates); 

2. Existing and future collective bargaining agreements, provided that the future collective 
bargaining agreement results in the employee being paid no less than the current living wage; 

3. Contracts for electricity, telephone, water, sewer or other services provided by a regulated utility; 

4. Contracts for services needed immediately to prevent or respond to a disaster or eminent threat to 
public health or safety declared by the Mayor; 

5. Contracts or other agreements that provide trainees with additional services including, but not 
limited to, case management and job readiness services, provided that the trainees do not replace 
employees subject to the Living Wage Act; 



6. An employee, under 22 years of age, employed during a school vacation period, or enrolled as 
full-time student, as defined by the respective institution, who is in high school or at an accredited 
institution of higher education and who works less than 25 hours per week; provided that he or 
she does not replace employees subject to the Living Wage Act; 

7. Tenants or retail establishments that occupy property constructed or improved by receipt of 
government assistance from the District of Columbia; provided, that the tenant or retail 
establishment did not receive direct government assistance from the District of Columbia; 

8. Employees of nonprofit organizations that employ not more than 50 individuals and qualify for 
taxation exemption  pursuant to Section 501 (c) (3) of the Internal Revenue Code of 1954, 
approved August 16, 1954 (68A Stat. 163; 26. U.S.C. §501(c)(3); 

9. Medicaid provider agreements for direct care services to Medicaid recipients, provided, that the 
direct care service is not provided through a home care agency, a community residence facility, or 
a group home for mentally retarded persons as those terms are defined in section 2 of the Health-
Care and Community Residence Facility, Hospice, and Home Care Licensure Act of 1983, 
effective February 24, 1984 (D.C. Law 5-48; D.C. Official Code §44-501); and 

10. Contracts or other agreements between managed care organizations and the Health Care Safety 
Net Administration or the Medicaid Assistance Administration to provide health services. 

Enforcement

The Department of Employment Services (DOES) and the D.C. Office of Contracting and Procurement 
(OCP) share monitoring responsibilities. 

If you learn that a contractor subject to this law is not paying at least the current living wage you should 
report it to the Contracting Officer. 

If you believe that your employer is subject to this law and is not paying you at least the current living 
wage, you may file a complaint with the DOES Office of Wage – Hour, located at 64 New York Ave., 
NE, Room 3105, (202) 671-1880. 

For questions and additional information, contact the Office of Contracting and Procurement at (202) 
727-0252 or the Department of Employment Services on (202) 671-1880. 

Please note: This fact sheet is for informational purposes only as required by Section 106 of the Living 
Wage Act.  It should not be relied on as a definitive statement of the Living Wage Act or any regulations 
adopted pursuant to the law.



  “THE LIVING WAGE ACT OF 2006”
Title I, D.C. Law No. 16-118, (D.C. Official Code §§ 2-220.01-.11) 

Effective June 9, 2006, recipients of new contracts or government assistance shall pay 
affiliated employees and subcontractors who perform services under the contracts no less 
than the current living wage.Effective January 1, 2010, the living wage rate is $12.50.

The requirement to pay a living wage applies to: 
� All recipients of contracts in the amount of $100,000 or more; and, all subcontractors of 

these recipients receiving  $15,000 or more from the funds received by the recipient from 
the District of Columbia, and, 

� All recipients of government assistance in the amount of $100,000 or more; and, all 
subcontractors of these recipients of government assistance receiving $50,000 or more in 
funds from government assistance received from the District of Columbia. 

“Contract” means a written agreement between a recipient and the District government. 
“Government assistance” means a grant, loan or tax increment financing that result in a financial 
benefit from an agency, commission, instrumentality, or other entity of the District government. 
“Affiliated employee” means any individual employed by a recipient who received compensation 
directly from government assistance or a contract with the District of Columbia government, 
including any employee of a contractor or subcontractor of a recipient who performs services 
pursuant to government assistance or contract. The term “affiliated employee” does not include 
those individuals who perform only intermittent or incidental services with respect to the contract 
or government assistance or who are otherwise employed by the contractor, recipient or 
subcontractor.

Certain exceptions may apply where contracts or agreements are subject to wage determinations required by federal law which are higher 
than the wage required by this Act; contracts for electricity, telephone, water, sewer other services delivered by regulated utility;
contracts for services needed immediately to prevent or respond to a disaster or eminent threat to the public health or safety declared by 
the Mayor; contracts awarded to recipients that provide trainees with additional services provided the trainee does not replace employees; 
tenants or retail establishments that occupy property constructed or improved by government assistance, provided there is no receipt of 
direct District government assistance; Medicaid provider agreements for direct care services to Medicaid recipients, provided that the 
direct care service is not provided through a home care agency, a community residential facility or a group home for mentally retarded 
persons; and contracts or other agreements between managed care organizations and the Health Care Safety Net Administration or the 
Medicaid Assistance Administration to provide health services. 

Exemptions are provided for employees under 22 years of age employed during a school vacation period, or enrolled as a full-time student 
who works less than 25 hours per week, provided that other employees are not replaced, and for employees of nonprofit organizations that 
employ not more than 50 individuals. 

Each recipient and subcontractor of a recipient shall provide this notice to each affiliate employee covered 
by this notice, and shall also post this notice concerning these requirements in a conspicuous site in the place 
of business. 

All recipients and subcontractors shall retain payroll records created and maintained in the regular course 
of business under District of Columbia law for a period of at least 3 years. 

This is a summary of the “Living Wage Act of 2006”.  For the complete text go to: 
www.does.dc.gov or www.ocp.dc.gov

To file a complaint contact:          Department of Employment Services 
Office of Wage-Hour 

64 New York Avenue, N.E., Room 3105, Washington, D.C. 20002 
(202) 671-1880 


