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SPECIFICATIONS/WORK STATEMENT 
 

TRAINING SPECIALIST FOR THE DISTRICT DEPARTMENT OF 
TRANSPORTATION 

 
 
SECTION A:  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 qualified contractor or consultant firm to assist the Senior Training 
Specialist/Training Program Manager (TPM) in: 1) developing d. University 
programs and activities; 2) the design and development of training programs, courses 
and curriculums based on job specifications, current duties and responsibilities, 
administration, supervisor and employee needs; 3) making an assessment of 
management and employee training needs to determine certifications required, 
including d. certifications; 4) developing an access database to capture all training 
and travel activities to generate Federal and District government reports; 5) 
researching benchmarks and best practice programs for training and development; 
and 6) developing and updating d . University website on an ongoing basis.  

 
SECTION B. BACKGROUND 

 
 
The training office has two employees classified as training specialists.  One 
functions as the agency training program manager and the other administrative.  They 
report directly to the Chief of Staff.   The Training Office is directly responsible for 
the education, training and development of all District Department of Transportation 
employees through various training programs for personal and professional 
development, including non-degree, job-related, non-job related, College/University 
tuition, certifications programs and new training initiatives.  The TPM initiated and 
implemented d. University in 2010. 

 
SECTION C:  REQUIREMENTS 

 The DDOT requires the services of a contractor to provide the management, 
supervision and personnel required to assist the DDOT in performing the following 
tasks (The Contractor shall report to the DDOT TPM, the (COTR) and work 
alongside key DDOT personnel assigned to the project.  The contractor shall support 
the DDOT training personnel and interact with other DDOT personnel as assigned.): 

 
C.1 Task 1: Project Work Plan and Reporting.  Using electronic project management 

software Microsoft Projector preferred, the Contractor shall prepare a Work Plan that 
establishes a detailed project schedule. The Contractor shall organize coordination 
meetings with key DDOT staff as assigned to receive documentation and feedback on  
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the project work plan.  The Contractor shall submit the Work Plan to the TPM/COTR 
for review and approval prior to commencing work.  

 
C.1.1 The work plan and schedule developed by the Contractor must identify at a minimum 

the following:  
  
C.1.1.1 tasks that can be worked on concurrently; 

 
C.1.1.2 established benchmarks; and 

 
C.1.1.3 a timeframe for the completion of all tasks. 
 
C.1.2 The Contractor shall submit bi-weekly reports of progress made to the TPM through 

the life of the project. 
 

C.1.3 The Contractor shall assist the TPM to prepare agendas in conjunction with DDOT 
staff and take minutes as necessary for all meetings and presentations. 

 
C.1.4 The Contractor shall submit all presentations, minutes and any meeting summaries to 

the COTR within three days after each meeting. 
 
C.2 Task 2:  Assist in Development/Revision of DDOT Training Policy and Manual. 
 
C.2.1 The Contractor shall assist the TPM in the development of the DDOT Training 

Manual to include Federal Highway Administration, OCP, Budget Office, Accounts 
Payable policies, guidelines, and rules as they relate to DDOT’s Training Program. 

 
C.2.2 The Contractor shall use the DDOT’s current internal training policy, guidelines, and 

rules relating to the DDOT Training Programs as a baseline to develop and revise 
policies and develop official DDOT Training manual. 

 
C.2.3 The Contractor shall assists the TPM in ensuring execution of training policy across a 

diverse workforce including diverse locations and skill sets. 
 
C.2.4 The Contractor shall identify external agencies for training delivery, and evaluating 

them as per delivered quality, cost and conformance with agency requirements. 
 
C.2.5 The Contractor shall successfully build relationships with external training agencies 

and maintain an up-to-date database of training providers to access when required.   
 
C.3 Task 3:  Assist in Curriculum Development and Training Needs Assessments 
 
C.3.1 The Contractor shall assists the TPM to plan, direct and coordinate training, projects, 

certification processes and programs.  
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C.3.2 The Contractor shall develop training curriculums for professional development and 

opportunities for upward mobility based on the different job specifications/classifications 
to include DDOT’s Leadership Academy.  

 
C.3.3 The Contractor shall develop and evaluate courses.   

 
C.3.4 The Contractor shall coordinate or develop curriculum  for DDOT’s  Certifications 

based on courses outlined by the TPM, chief of staff, management, supervisor and 
employee based on position and training needs assessed.   Special emphasis will be 
placed on technical training and ongoing professional development.   

 
C.3.5 The Contractor shall assist in forums, surveys, and other methods of research to 

conduct an assessment of the department’s new or revised training needs.  
 
C.3.6 The Contractor shall assist the TPM in establishing and maintaining a timetable, 

including look-ahead scheduling of training programs. 
 
C.3.7 The Contractor shall coordinate and track new certifications and re-certifications of 

staff as required by statute. 
 
C.4 Task 4:  Assist in Developing the following d.University Training Program 

Areas: 
 
C.4.1 d. University In-house Training Program; 

 
C.4.2 d. University Train the Trainer Program; and 
 
C.4.3 d. University agency-wide Training Program; 
 
C.5 Task 5:   Assist in Research, Revision and Updates for d. University Website 
  
C.5.1 The Contractor shall assist the TPM to maintain the d.University Calendar of Events 

(national, regional, local conferences and meetings and a schedule of courses) on 
DDOT’s website; 
 

C.5.2 develop Training surveys (class/course evaluations) with summaries; and 
 

C.5.3 assist the TPM in maintaining DDOT’s training website; and 
 
C.6 Tasks 6:  The Contractor shall assist in writing and developing reports and 

presentations on training activities by performing the following:  
 
C.6.1 generate weekly, monthly and quarterly reports; and 
 
C.6.2 write training articles and monitor d. University Facebook and Twitter. 
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D. DELIVERABLES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E. REQUIRED SKILLS, KNOWLEDGE AND EXPERIENCE 
 

The Contractor shall possess the following skills and knowledge: 
 
E.1 adult training, curriculum and leadership development background 
E.2 demonstrated skill in communications and presentations; 

CLIN Deliverable 

 

Quantity Format and 
Method of  
Delivery 

Due Date 

0001 Work Plan and Schedule 1 1 electronic  

0001 Revised Training Policy and 
Manuel 

1 1 hard copy, 
1 electronic 

 

0001 Database that contains the 
following minimum 
information: 

1. Training curriculum by job 
specification/classification 

2. Course requirements by type 
of certification; 

3. Training record by 
employee to include 
certification/re-certification 
information 

1 Electronic, 
preferably 
access 

 

0001 Data on external agencies that 
provide training  

1   

0001 Courses as identified    

0001 Data regarding new ore re-
certification requirements for 
d.University and other training 
providers programs 

1   

0001 Reports and presentations as 
required 

TBD   
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E.3 demonstrated writing skills (Business and Proposal Writing); 
E.4 skill in management and administration; 
E.5 skill in computer usage and general office and presentation equipment.  The 

Contractor shall have a working knowledge of MS Excel, MS Project, MS Access, 
MS Word, PowerPoint, SharePoint. 

 
F. REPORTING RELATIONSHIPS 
 
 Award of this contract shall not establish an employer employee relationship between 

the Contractor and the COTR. 
 
G. TOUR OF DUTY 
 
 The Contractor shall work Monday through Friday during hours to be agreed upon by 

the COTR and the Contractor. 
 
H.  WORK VENUE 
 

The work will be performed at office spaces designated by the TPM. 
 

I. MEETINGS AND TRAVEL     
 

The consultant team shall bear all meeting and travel expense to and from the work 
venue. 

 
J. TIME 
 

Time, if stated in a number of days, will include Saturdays, Sundays, and holidays, 
unless otherwise stated herein. 

 
K.5 RIGHTS IN DATA 
 
K.5.1 “Data,” as used herein, means recorded information, regardless of form or the media 

on which it may be recorded.  The term includes technical data and computer 
software.  The term does not include information incidental to contract 
administration, such as financial, administrative, cost or pricing, or management 
information. 

K.5.2 The term “Technical Data”, as used herein, means recorded information, regardless of 
form or characteristic, of a scientific or technical nature.  It may, for example, 
document research, experimental, developmental or engineering work, or be usable or 
used to define a design or process or to procure, produce, support, maintain, or 
operate material.  The data may be graphic or pictorial delineations in media such as 
drawings or photographs, text in specifications or related performance or design type 
documents or computer printouts.  Examples of technical data include research and 
engineering data, engineering drawings and associated lists, specifications, standards,  
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process sheets, manuals, technical reports, catalog item identifications, and related 
information, and computer software documentation.  Technical data does not include 
computer software or financial, administrative, cost and pricing, and management 
data or other information incidental to contract administration.  

K.5.3 The term “Computer Software”, as used herein means computer programs and 
computer databases.  “Computer Programs”, as used herein means a series of instruc-
tions or statements in a form acceptable to a computer, designed to cause the 
computer to execute an operation or operations.  "Computer Programs" include 
operating systems, assemblers, compilers, interpreters, data management systems, 
utility programs, sort merge programs, and automated data processing equipment 
maintenance diagnostic programs, as well as applications programs such as payroll, 
inventory control and engineering analysis programs.  Computer programs may be 
either machine-dependent or machine-independent, and may be general purpose in 
nature or designed to satisfy the requirements of a particular user. 

K.5.4 The term "computer databases", as used herein, means a collection of data in a form 
capable of being processed and operated on by a computer. 

K.5.5 All data first produced in the performance of this Contract shall be the sole property 
of the District.  The Contractor hereby acknowledges that all data, including, without 
limitation, computer program codes, produced by Contractor for the District under 
this Contract, are works made for hire and are the sole property of the District; but, to 
the extent any such data may not, by operation of law, be works made for hire, 
Contractor hereby transfers and assigns to the District the ownership of copyright in 
such works, whether published or unpublished.  The Contractor agrees to give the 
District all assistance reasonably necessary to perfect such rights including, but not 
limited to, the works and supporting documentation and the execution of any 
instrument required to register copyrights.  The Contractor agrees not to assert any 
rights in common law or in equity in such data.  The Contractor shall not publish or 
reproduce such data in whole or in part or in any manner or form, or authorize others 
to do so, without written consent of the District until such time as the District may 
have released such data to the public. 

 
K.5.6 The District will have restricted rights in data, including computer software and all 

accompanying documentation, manuals and instructional materials, listed or 
described in a license or agreement made a part of this contract, which the parties 
have agreed will be furnished with restricted rights, provided however, 
notwithstanding any contrary provision in any such license or agreement, such 
restricted rights shall include, as a minimum the right to:  

 
K.5.6.1 Use the computer software and all accompanying documentation and manuals or 

instructional materials with the computer for which or with which it was acquired, 
including use at any District installation to which the computer may be transferred by 
the District; 
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K.5.6.2 Use the computer software and all accompanying documentation and manuals or 

instructional materials with a backup computer if the computer for which or with 
which it was acquired is inoperative;  

 
K.5.6.3 Copy computer programs for safekeeping (archives) or backup purposes; and modify 

the computer software and all accompanying documentation and manuals or 
instructional materials, or combine it with other software, subject to the provision that 
the modified portions shall remain subject to these restrictions.  

 
K.5.7 The restricted rights set forth in section K.5.6 are of no effect unless  

 
(i) the data is marked by the Contractor with the following legend: 

 
RESTRICTED RIGHTS LEGEND 

Use, duplication, or disclosure is subject to restrictions stated in Contract 
No.______________________________________________  

With _____________________________________(Contractor’s Name); and 

 
(ii) If the data is computer software, the related computer software documentation 

includes a prominent statement of the restrictions applicable to the computer 
software. The Contractor may not place any legend on the computer software 
indicating restrictions on the District’s rights in such software unless the 
restrictions are set forth in a license or agreement made a part of the contract prior 
to the delivery date of the software.  Failure of the Contractor to apply a restricted 
rights legend to such computer software shall relieve the District of liability with 
respect to such unmarked software. 

 

K.5.8 In addition to the rights granted in Section K.5.6 above, the Contractor hereby grants 
to the District a nonexclusive, paid-up license throughout the world, of the same 
scope as restricted rights set forth in Section K.5.6 above, under any copyright owned 
by the Contractor, in any work of authorship prepared for or acquired by the District 
under this contract.  Unless written approval of the Contracting Officer is obtained, 
the Contractor shall not include in technical data or computer software prepared for or 
acquired by the District under this contract any works of authorship in which 
copyright is not owned by the Contractor without acquiring for the District any rights 
necessary to perfect a copyright license of the scope specified in the first sentence of 
this paragraph.  

 
K.5.9 Whenever any data, including computer software, are to be obtained from a 

subcontractor under this contract, the Contractor shall use this clause, K.5, Rights in 
Data, in the subcontract, without alteration, and no other clause shall be used to 
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enlarge or diminish the District’s or the Contractor’s rights in that subcontractor data 
or computer software which is required for the District.  

K.5.10 For all computer software furnished to the District with the rights specified in Section 
K.5.5, the Contractor shall furnish to the District, a copy of the source code with such 
rights of the scope specified in Section K.5.5.  For all computer software furnished to 
the District with the restricted rights specified in Section K.5.6, the District, if the 
Contractor, either directly or through a successor or affiliate shall cease to provide the 
maintenance or warranty services provided the District under this contract or any 
paid-up maintenance agreement, or if Contractor should be declared bankrupt or 
insolvent by a court of competent jurisdiction, shall have the right to obtain, for its 
own and sole use only, a single copy of the then current version of the source code 
supplied under this contract, and a single copy of the documentation associated 
therewith, upon payment to the person in control of the source code the reasonable 
cost of making each copy. 

K.5.11 The Contractor shall indemnify and save and hold harmless the District, its officers, 
agents and employees acting within the scope of their official duties against any 
liability, including costs and expenses, (i) for violation of proprietary rights, 
copyrights, or rights of privacy, arising out of the publication, translation, 
reproduction, delivery, performance, use or disposition of any data furnished under 
this contract, or (ii) based upon any data furnished under this contract, or based upon 
libelous or other unlawful matter contained in such data. 

 
K.5.12 Nothing contained in this clause shall imply a license to the District under any patent, 

or be construed as affecting the scope of any license or other right otherwise granted 
to the District under any patent. 

 
K.5.13 Paragraphs K.5.6, K.5.7, K.5.8, K.5.11 and K.5.12 above are not applicable to 

material furnished to the Contractor by the District and incorporated in the work 
furnished under contract, provided that such incorporated material is identified by the 
Contractor at the time of delivery of such work 

 
J.6 ADVISORY AND ASSISTANCE SERVICES  

This contract is a “nonpersonal services contract”. The Contractor and the 
Contractor’s employees: (1) shall perform the services specified herein as 
independent contractors, not as employees of the government; (2) shall be responsible 
for their own management and administration of the work required and bear sole 
responsibility for complying with any and all technical, schedule, financial 
requirements or constraints attendant to the performance of this contract; (3) shall be 
free from supervision or control by any government employee with respect to the 
manner or method of performance of the service specified; but (4) shall, pursuant to 
the government’s right and obligation to inspect, accept or reject work, comply with 
such general direction of the CO, or the duly authorized representative of the CO as is 
necessary to ensure accomplishment of the contract objectives. 





















“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 
 
 
 
 
 
 



   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 
SafetyNet 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. 


