
 

The following information was the requirements stated as in the solicitation. 
 
A. MANAGEMENT, ADMINISTRATION, REPORTING, AND RECORDKEEPING. 

 
The Contractor must: 

 
1. Design, implement, and manage all aspects of substance abuse testing, record keeping, reporting in accordance 

with federal regulations and/or agency policies. 
 

2. Provide policy review and guidance to ensure that all UGUs are in compliance with the applicable Regulations. 
 

3. Advise UGUs of any proposed change to the regulations when published so that UGUs may respond during the 
comment period. Advise UGUs of any final changes to the regulations upon publication. 

 
4. Provide secure, remote access of reports and records. 

 
5. Report results or ensure that the MRO reports the results to the Designated Employer Representative (DER) 

within the UGUs. Some UGUs may have multiple DERs depending on the structure of the UGU. For example, 
a Higher Education UGU may have multiple DERs assigned by program/area of study. In these instances, the 
DER will only have access to reports for their specific program/area of study. Reporting procedures must include 
electronic download of results to the agency's central program location and verbal contact with the agency’s DER 
along with a secure copy (either legible faxed or electronic mail) for any positive drug and/or breath alcohol, 
refusal to test and/or adulterated test. Authorized personnel must be able to print copies of reports as needed. 

 
6. Drug screens shall be reported as positive or negative. If positive, the drug(s) detected shall be listed. Reports 

shall have a summary cover sheet indicating positive and/or negative results for each category. Reports that 
 
 

contain two (2) or more pages should include identifying information (name, social security number, and date of 
birth) on all pages. 

 
7. Provide monthly statistical reports of all tests (drug & alcohol) by location and type of test with monthly and 

annual totals of positive and negative tests in each category. These reports must be provided/transmitted on no 
less than a quarterly basis and annually in compliance with deadlines to meet Regulations. 

 
8. For employee testing, provide MIS report to each UGU for all testing completed by the Contractor or its sub- 

contractors. The MIS must be compiled and provided to the UGU annually within the time frame established by 
the Regulations. This applies to DOT drug & alcohol testing only. 

 
9. Provide random selection of employees in accordance with the applicable Regulations and the specific needs of 

the UGU whose personnel are to be tested. Each participating UGU may request that their employees/clients 
constitute a separate pool or that their employees be incorporated into a larger consortium pool. All selection and 
testing for any pool must be performed under federal and/or state agency regulations/policies. Contractor shall 
provide status reports showing total consortium compliance with minimum testing requirements to the consortium 
participants. 

 
10. Establish procedures to be followed in notifying the UGUs of the employees selected in the random process and 

the tests to be performed. These procedures will be adapted to meet the specific needs of the individual UGUs. 
 

11. Provide a billing method acceptable to individual UGUs that will meet their specific needs. The process may 
include billing separate cost centers or agency locations within the State. Submit monthly invoices reflecting fees 
for drug and alcohol tests, MRO services, and any other services provided that are specified in the contract. The 
invoice must specify the agency location, testing date, social security number/employee number, Custody and 
Control specimen identification number, type of test given, and/or service provided. The donor’s name must 



 

 
 

appear on the invoice. The test result shall not appear on the invoice. The invoices must reflect services provided 
for the month being billed. 

 
12. Provide a variety of payment methods including credit card, check, or debit card for instances where the employee 

or student is directly responsible for the fees. 
 

13. Assign a specific and knowledgeable customer service representative to manage each UGU's account and provide 
rapid response to questions/concerns. This representative must manage the account including scheduling of 
testing and training, billing questions, resolving service questions or problems from any source, and must act as 
liaison between the UGU and any provider or sub-contractor or among consortium members should any dispute 
occur. 

 
14. The Contractor must provide a toll-free number for both the UGUs and any staff/students undergoing testing. 

 
15. Ensure that they or their sub-contractors meet all certification requirements under the regulations. The Contractor 

will provide evidence of this certification and/or training upon request. 
 

16. Assist the UGU in identifying DOT-qualified SAP’s within 30 miles of their location. 
 
B. SPECIMEN COLLECTION SERVICES 

The method for collection and analyzing urine samples for all covered employees must meet the requirements 
specified in 49 CFR Part 40. All personnel performing collection services, for any collection, must be 
appropriately trained, certified, and meet all criteria set forth in the Regulations. 

 
 

1. The Contractor shall provide collection sites for the following types of testing: pre-employment, random, 
reasonable suspicion, post-accident, return to duty and follow-up testing. Off-site collection sites must be 
mutually agreed upon by the UGU and the Contractor before the collection site can become a permanent 
collection site for the contract period. Off-site collectors for DOT testing must be USDOT certified. On-site 
collections for Random Testing are required at a minimum for SCDOT and must be conducted in each of the 
SCDOT's county maintenance facilities. Other UGUs may request on-site collections. The requesting UGU's 
facilities shall be available to the Contractor for on-site collections. 

 
2. The Contractor must provide legally correct custody and control forms and alcohol breath testing forms, both 

DOT and NON-DOT, and all other necessary forms. 
 

3. The Contractor should provide a minimum of one collection site within each county or a thirty (30) mile 
radius of each of the forty-six (46) County Seats, as well as one (1) additional location, Holly Hill. (See 
attached list.). UGUs that border Georgia or North Carolina should have access to closest collection site 
regardless the State the collection site resides. Each collection site must perform collections during normal 
business hours, 9 AM until 5 PM, Monday through Friday. Contractor should also offer flexible screening 
times to include evening hours. If no collection site meeting these criteria exists within this radius, this 
deficiency must be disclosed in your proposal, along with an acceptable solution for the provision of services 
to the areas affected. 

 
4. The facility engaged in the collection must provide an adequate waiting room for UGU employees. Prior 

scheduling of an appointment by the UGU must not be required in situations where Post-Accident or 
Reasonable Suspicion testing is required. The UGU employees must wait no more than 30 minutes for 
scheduled testing to begin, unless an emergency condition exists. If an employee is brought to the collection 
site for confirmation alcohol testing after a positive screening test, the employee must be tested immediately 
without waiting, beyond any period of time required to prepare the EBT to perform the test or for compliance 
with the Regulations. Adequate parking near the facility is required. 



 

 
 

5. The Contractor must provide all collection supplies, equipment and technical assistance as needed and 
specified. 

 
6. The Contractor shall ensure that all collection services are performed by qualified personnel in accordance 

with 49 CFR Part 40 and shall provide documentation verifying the qualifications of collection personnel to 
the UGU upon the UGU's request. This documentation will include proof of training and applicable 
certifications such as BAT collector, and STT certifications as well as instrument calibration documentation 
or any other qualification criteria specified by the Regulations. 

 
7. The Contractor must provide collection sites, procedures, and any necessary testing or collection services 

and DOT-qualified personnel for drug testing for random, in post-accident or reasonable suspicion situations 
outside of normal working hours and on weekends. The collection sites are expected to help the contracting 
UGUs comply with the FMCSA/FTA requirement to spread testing through all hours that safety-sensitive 
functions are performed. The Contractor must supply and maintain current emergency numbers and 
procedures to provide sample collections after regular office hours in areas where collection sites are not 
available. 

 
C. CONTROLLED SUBSTANCES TESTING 

 
1. The Contractor shall require the collection site to provide overnight transportation of specimens to a 

SAMHSA certified laboratory for all DOT and SAMHSA or CAP for any NON-DOT while maintaining 
complete custody and control records. 

 
2. The Contractor shall monitor collection procedures to ensure compliance with federal regulations. 

 
3. The Contractor shall maintain pertinent records on behalf of the UGU for the appropriate period of time to 

comply with the federal regulations. 
 
D. LABORATORY SERVICES 

Any laboratories used must be currently certified by SAMHSA for all DOT and SAMHSA or CAP for non-DOT 
in accordance with federal requirements and all work performed must be in accordance with the Regulations. 

 
1. The Contractor will ensure that any laboratory selected to perform analysis of specimens maintains, at no 

expense to the UGUs, at least one qualified forensic toxicologist who will be available to provide total 
litigation assistance (including a standard litigation package and expert witness testimony (Video) should the 
testing procedures be legally challenged). A Contractor outside of the State of South Carolina must be willing 
to accept service of a subpoena issued by a South Carolina UGU in connection with testing performed under 
this solicitation, by regular US mail, and without requiring domestication of the subpoena in the Contractor’s 
home state. 

 
2. Persons who appear in video deposition must be able to testify as to the chain of custody as well as test 

results. 
 

3. Upon telephone request, laboratory shall provide requesting attorney or paralegal with a litigation package 
which indicates individuals in the chain of custody, summarizing outlined testing procedure, test results, ect. 
If witnesses are unavailable due to emergency, Contractor will ensure the UGU will be able to make alternate 
arrangements with the witness. 

 
The Litigation package will consist of; 

• Cover Sheet summarizing documents contained in the package, as well as clearly showing the test 
results. 

• general overview of lab procedures used for the test 



 

 

• custody and control forms to include external chain of custody form if test site was different than 
the lab, and, once received in the lab, the specimen chain of custody test information including test 
description, screening aliquot and screening test results. 

• confirmation test information with the confirmation test description, chain of custody pull list, 
confirmation aliquot chain of custody log, specimen ID verification report, GC/MS autotune, 
GC/MS/MS Data (any calibration of test devices) 

• certification information, lab reporter 
• specimen storage information with specimen storage internal chain of custody, photocopy of 

envelope seal, other specimen info 
• personnel qualifications – certifying scientist resume, responsible person resume (Most likely Lab 

Director and test personnel) 
 

4. Testimony – (telephone/video at no additional cost) the vast majority of drug tests won’t require any further 
work by the lab. In the event a hearing will be necessary, the lab director should make themselves available 
for a telephone/video deposition by the UGU. The toxicological expert witness testimony may be requested, 
regarding scientific reliability of the testing methods, including credentials of an expert witness to satisfy the 
court. 

 
5. All urine tests must be observed when specifically requested by the UGU and conducted in accordance with 

Federal Regulations. 
 

6. Hair testing may be “hair other than head” upon request by the UGU. 
 

7. The laboratory must ensure negative results confirmation to the MRO within 24 hours; confirmed positive 
results reported to MRO within 48 hours, with confirmation done in compliance with the applicable 
regulations. Reporting of test results will be accomplished using confidential protocol and immediately 
conveyed to the MRO by electronic means which must be followed by confirming paperwork as required. 

 
8. During the term of the contract, the laboratory(ies) must provide any information related to suspension or 

revocation of certification or any change in accreditation status to the South Carolina Materials Management 
Office or other designee within one business day. 

 
9. The laboratory(ies) will provide results reporting and semi-annual statistical summaries to each UGU in 

accordance with federal regulations. 
 
E. MEDICAL REVIEW OFFICER(S) SERVICES 

The Medical Review Officer(s) must meet all qualifications set forth in the Regulations. The MRO(s) must be 
independent of the laboratory(ies) to ensure that there is no conflict of interest. 

 

1. The MRO(s) must receive and review all test results from the laboratory(ies) for positive results showing any 
drug, positive results with a Safety Concern, positive/false positive determination, and utilize medical 
information provided by the employee or applicant in issuing a final determination on the status of substance 
use. 

 
2. The MRO(s) must communicate verified positive test results in a confidential manner no later than twenty- 

four (24) hours after receipt of confirmed test results from the laboratory(ies). In the event of a potential 
positive result, the MRO must contact the UGU DER if contact with the employee cannot be made within 24 
hours of the receipt of confirmation from the laboratory(ies). A result of "Medically Unqualified" is 
acceptable only for pre-employment tests of individuals who are not current employees of the UGU. Test 
results will be transmitted to the UGU DER by electronic means in a legally accepted format(i.e. electronic 
mail). 



 

 
 

3. The MRO(s) must document all test results in accordance with applicable UGU requirements and federal 
regulations. 

 
4. The MRO must provide a signed, written confirmation report of each test result to the UGU within one (1) 

working day of reviewing the test results. 
 

5. The MRO(s) must provide business location, hours of operation, and an emergency telephone number for 
use by any UGU in appropriate circumstances. 

 
6. If an employee requests that his split sample be tested, the MRO will offer the employee a choice of approved 

laboratories and will direct that the split sample be sent to the selected laboratory. 
 

7. Positive and negative results of the split sample test will be identified by the second DHHS certified 
laboratory and sent to the Medical Review Officer within five (5) working days from the time the MRO is 
instructed to send the split sample testing. 

 
8. The Contractor will ensure that any MRO, or MRO facility selected to perform analysis of specimens 

maintains, at no expense to other contracting UGUs, at least one qualified licensed physician who will be 
available to provide total litigation assistance including expert witness testimony and deposition should the 
testing procedures be legally challenged. 

 
F. BLIND SAMPLES 

The Contractor must provide blind samples to contracting UGUs at no charge. The samples must be submitted 
in a manner to ensure that the UGU is in compliance with the Regulations. 

 
G. ALCOHOL TESTING 

Breath alcohol testing which conforms to the federal regulations should be available at all collection sites. 
 

1. The Contractor must ensure that Breath Alcohol Technicians (BAT) meeting DOT Part 40 regulations are 
available at all times to perform breath alcohol testing at collection sites. 

 
2. The Contractor must ensure that equipment for screening and confirmation testing included on the NHTSA 

Conforming Products List is available to perform breath alcohol testing at collection sites. 
 

H. ACCESS TO RECORDS 

The contractor shall keep full and accurate records and accounts in connection with the contract. All such records 
shall be retained by the contractor with lifetime access and may be audited by the State or UGU’s designated 
representative at any time during regular working hours. 

 
LOT 4 - FIELD TESTING & SUPPLIES 

 
1. Some UGUs use field testing using rapid testing collection. Laboratory drug testing will be used in 

conjunction with field drug testing to provide a more comprehensive range of drug testing services, especially 
when a positive result occurs. Gas chromatography/mass spectrometry (GC/MS) laboratory testing will be 
used for the confirmation of field drug testing when sufficient cause exists or for positive results. A line item 
in the Bidders Schedule requires pricing for confirmation only in positive results from the rapid in field urine 
tests. 

 
2. UGUs who use this method will have departmental staff to perform observed, on-site collection of urine. 

Departmental staff receives training in the standards and protocols for the collection of urine for drug testing 



 

 
 

purposes. UGUs will maintain strict protocols with regards to the chain of custody for all test samples 
collected. 

 
3. The contractor will provide UGU with training/education regarding the use, operation of 

equipment/supplies provided with their product or service. Personnel must receive/participate in training 
regarding the protocols of the vendor providing services or products for drug testing purposes. The training 
shall include all aspects of the procedure necessary for the reliable and accurate testing of urine samples. 

 
4. The contractor must supply, at no additional charge, all training materials, pamphlets and manuals 

necessary for the statewide training of the collections and transportation methods. An internet based 
training of trainers must occur within 30 days of the proposal award. The contractor must conduct 
additional training upon request at no additional cost. 

 
5. Contractor must provide an easy, rapid method for transportation from the collection site to the laboratory. 

 
6. The contractor must guarantee delivery of the respective specimen collection supplies within 30 days of the 

notification of award. Furthermore, the contractor must guarantee the delivery of subsequent orders within 
7 working days of the receipt of order. 

 
LOT 5 - CRIMINAL BACKGROUND CHECK AND SCREENING 

 

The Contractor shall provide the following criminal background checks: 
 

1. Basic 7 year criminal background checks to include: 
• Criminal background checks for States of residence for prior seven (7) years with up to 3 alias 
• Check of National Sex Offender Registry 
• Check of Office of Inspector General 
• Check of General Services Administration (GSA) list of excluded individuals/entities 

 
2. Basic 10 year criminal background checks to include: 

• Criminal background checks for States of residence for prior ten (10) years with up to 3 alias 
• Check of National Sex Offender Registry 
• Check of Office of Inspector General 
• Check of General Services Administration (GSA) list of excluded individuals/entities 

 
3. E-Verify Search 

 
4. Education Verification 

 
5. Employment Verification (10 year) 

 
6. State Civil Suits & Judgements 

 
7. Federal Civil Suits & Judgements 

 
8. Federal District Criminal Records Check 

 
9. National Criminal Database Check 

 
10. State Criminal Records Check 

 
11. County Criminal Records Check 



 

 

12. National Sex Offender 
 

13. State Sex Offender 
 

14. Government Watch/Patriot Act Search 
 

15. Office of Foreign Assets Control (OFAC) Terrorist Search 
 

16. Social Security Number Validation 
 

17. Office of Inspector General 
 

18. Motor Vehicles/Driving Records 
 

19. Professional/Personal References 
 

20. Professional License and Certification Verification 
 

21. SC Commission on Lawyer conduct 
 

22. Credit Report-7 year 
 

23. Fraud & Abuse Control Info Systems Search 
 

The state reserves the right to add any checks that may be required at a later date under the US Patriot Act or other 
federal/state/local laws/regulations. These will be added to the contract via change order. 

 
Contractor shall specify in its proposal the turnaround time for each check and specify if additional state fees apply. 
Some screening costs may vary by State and or County. Vendors will provide current pricing to DER’s upon request 
and without further markups for profit. 

 
MANAGEMENT ADMINISTRATION, REPORTING, AND RECORDKEEPING 

 

The Contractor shall: 
 

1. Design, implement, and manage all aspects of background checks/screenings, record keeping, reporting in 
accordance with federal regulations and/or agency policies. 

 
2. Provide a mechanism to flag, highlight or otherwise easily separate positive CRCs from negative CRCs 

 
3. Require company that will provide direction and guidance to employee/student who has an adverse action 

report. (E.g. Verify accuracy of report, provide information on how to expunge record, etc.) 
 

4. Provide policy review and guidance to ensure that all UGUs are in compliance with the applicable 
Regulations. 

 
5. Advise UGUs of any proposed change to the regulations when published so that UGUs may respond during 

the comment period. Advise UGUs of any final changes to the regulations upon publication. 
 

6. Provide reports to the Designated Employer Representative (DER) within the UGUs. Some UGUs may have 
multiple DERs depending on the structure of the UGU. For example, a Higher Education UGU may have 
multiple DERs assigned by program/area of study. In these instances, the DER will only have access to 



 

 

reports for their specific program/area of study, as indicated by the area of study that the 
Student/Employee/UGU has provided. 

 
7. Provide secure, remote access of reports and records to the DER. The contractor shall provide access to 

electronic copy of reports to the DER who must be able to print copies of reports as needed. 
 

8. Provide criminal background reports within 48-72 hours unless prior approval from UGU is given for 
unforeseen circumstances. 

 
9. The CRC shall contain a statement listing the checks that were performed, and the results (either positive or 

negative.) 
 

10. For positive results, the summary shall contain the charges, dates, and disposition of charges. 
 

11. Reports shall have a summary cover sheet indicating positive and/or negative results for each category 
 

12. Reports that contain two (2) or more pages should include identifying information (name, social security 
number, and date of birth) on all pages. 

 
13. Provide monthly statistical reports of all checks by location and type of check with monthly and annual totals 

of positive and negative tests in each category, if requested by the UGU. These reports must be 
provided/transmitted on no less than a quarterly basis and annually in compliance with UGU requirements. 

 
14. Provide a billing method acceptable to individual UGUs that will meet their specific needs. The process may 

include billing separate cost centers or agency locations within the State. Submit monthly invoices reflecting 
fees for background screenings any other services provided that are specified in the contract. The invoice 
must specify the agency location, screening date, social security number/employee number. The results shall 
not appear on the invoice. The invoices must reflect services provided for the month being billed. 

 
15. Provide a variety of payment methods including credit card, check, or debit card for instances where the 

employee or student is directly responsible for the fees. 
 

16. Assign a specific and knowledgeable customer service representative to manage each UGU's account and 
provide rapid response to questions/concerns. This representative must manage the account including billing 
questions, resolving service questions or problems from any source, and must act as liaison between the UGU 
and the contractor. 

 
17. The Contractor must provide a toll-free number for both the UGUs and any staff/students undergoing 

screening. 
 

18. Provide a user-friendly system for employees/students. Employees/Students will be responsible for 
submitting their information to contractor. System must be easy to navigate. 

 
19. Employees/Students shall be provided access to electronic copies of their results that they can print out as 

needed. 
 
 

LOT 6 - EMPLOYEE AND SUPERVISOR 
EDUCATION/TRAINING/ASSISTANCE 

 
 

1. The Contractor must offer development and implementation of a supervisor drug and alcohol educational 
training program that complies with applicable Federal regulations. This program will include two separate 



 

 

modules: 1) Signs and Symptoms Training; and, 2) Regulatory Compliance Training. This training will be 
presented only upon the request of the UGU, but no more than six times per year, at a regionally 
centralized location to be agreed upon by the UGU and the Contractor. When a class is requested, 
other entities shall be invited in order to not exceed this annual maximum training. Procurement 
Manager shall be notified by UGU when this training is requested. 

 
2. All training provided must meet 49 CFR. 382.601, 382.603 and Part 655.14. Training must include employee 

and supervisory training and materials for use by any UGU for initial program implementation and start-up 
and for recurrent supervisory training. 

 
 

3. The Contractor must offer development and implementation of a continuing Train the Trainer certification 
program for Designated Employer Representatives, DER Associates, and supervisors. This program will 
prepare Designated Employer Representatives, DER Associates, and location supervisors to provide training 
to their employees that meets the requirements of 49 CFR 382.601 (b) (11) or 49 CFR Part 655.14(b)(2). 
This training will be presented only upon the request of the UGU in conjunction with Signs and Symptoms 
and Regulatory Compliance training. 

 
4. The Contractor must provide packets of simple educational materials which meet the requirements of 49 CFR 

382.601 (b) (11) for on-going distribution to employees. These may also be available in electronic form. 
 

Panels include the following: 
 
DOT 5 panel 

Marijuana (THC) 
Cocaine. 
Amphetamines. 
Opiates. 
Phencyclidine (PCP) 

 
7 Panel 
Amphetamines (including Methamphetamine) 

Barbiturates. 
Benzodiazepines. 
Cannabinoids. 
Cocaine. 
Opiates (Codeine, Morphine) 
Phencyclidine (PCP) 
Adulterants (specimen validity testing) 

 
9  panel 

Cocaine Metabolite 
Marijuana (THC, cannabinoids) 
Phencyclidine (PCP – angel dust) 
Amphetamines (including methamphetamines, also known as crystal meth) 



 

Basic Opiates (including heroin, codeine and morphine) 
Propoxyphene. 
Methadone. 
Barbiturates. 
Benzodiazepines 

 
 
10 panel 

Cocaine 
Marijuana (THC, cannabinoids) 
Phencyclidine (PCP – angel dust) 
Amphetamines (including methamphetamines, also known as crystal meth) 
Opiates (including heroin, codeine and morphine) 
Benzodiazepines (such as Xanax) 
Barbiturates 
Methadone 
Propoxyphene 
Methaqualone (Quaaludes) 
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