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Sherreon Washington, Contract Manager 
Department of Budget and Management 

 Office of Personnel Services Division 
 sherreon.washington1@maryland.gov 

410-767-8006 
 

Marcy Hersl, Contract Administrator 
Department of Budget and Management 

Office of Personnel Services Division 
marcy.hersl@maryland.gov 

410-767-4627 
 

Kimberly Bolan, Compliance Administrator 
Department of Budget and Management 

Office of Personnel Services Division 
kimberly.bolan@maryland.gov 

410-767-5496 
 

Note:  All agency meetings and conference calls with Progressive Phlebotomy Services (PPS) are to include the  
Contract Manager for the Office of Personnel Services Division or an OPS Contract Manager designee. 

 

mailto:sherreon.washington1@maryland.gov
mailto:marcy.hersl@maryland.gov
mailto:kimberly.bolan@maryland.gov
mailto:kimberly.bolan@maryland.gov


 
INTRODUCTION 
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Since 1992, Progressive Phlebotomy Services, LLC has been performing a variety of mobile laboratory services to include urine 
specimen collections for the purposes of drug testing in the workplace.   
 
Progressive Phlebotomy Services, LLC has agreed to the terms and conditions as outlined in Invitation for Bid (IFB), issued  
September 21, 2017 and shall perform the scope of work requirements as outlined in the IFB.   
 
The IFB  to include attachments may be found at the below referenced location: 
http://dbm.maryland.gov/proc-contracts/Pages/contract-library/Services/Specimen-Collections-2018.aspx 
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TRANSITIONING OF ROLES FROM WHITE GLOVE TO PROGRESSIVE PHLEBOTOMY SERVICES 
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Q: What contractor will provide collection services after February 28, 2018? 
A: Progressive Phlebotomy Services 
 
Q: Will White Glove continue processing all collections completed through and including February 28, 2018? 
A:  Yes.  All collections through and including February 28, 2018 will be completed and sent to the States Forensic 
Toxicology Drug Testing Laboratory (FTDTL).   
 
Q: Will records continue to be maintained by White Glove Drug and Alcohol?  
A: Yes. All records will be retained and maintained for a minimum of five years after the last payment is made.  
 
Q: Will agencies receive invoices from White Glove Drug and Alcohol after February 28, 2018?  
A: Yes, the Contractor shall provide all invoices and supporting documentation to the Contract Manager within 45 
calendar days after contract expiration.  Upon approval, White Glove will submit the invoices to the Agency Technical 
Representative (ATR). 



 
WHAT’S NEW? 

(additions are noted in red, with bold and italics) 
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2.3.4.1 Regular Collections 
 
The ATR shall provide a written request (email preferred) to the Contractor with an approximate number of donors 
scheduled for Collection Occurrences, indicating a specific Collection Occurrence site and scheduled times, at least 
three Business Days prior to each Collection Occurrence. At the request of the ATR, the Contractor shall schedule 
Collection Occurrences up to six months in advance. The Contractor shall perform all requested Collection Occurrences 
within twenty calendar days of the request, unless the ATR authorizes otherwise.  
For 4 hour block times, agencies may schedule a maximum of 25 applicants/employees for collections. For 8 hour 
block times, agencies may schedule a maximum of 50 applicants/employees for collections.  
 
2.3.4.2 Additional Regular Collections (Unscheduled); Applicable to DPSCS only 
 
The Collector will not be required to remain at the Collection Occurrence site for more than 30 minutes beyond the pre-
scheduled time frame for the Collection Occurrence to conduct the additional unscheduled Collection Occurrences.  
If the ATR provides at least 24 hours advance notice of the additional Collection Occurrences and the extended time 
frame, the Collector may be required to remain at the Collection Occurrence site up to 60 minutes to adhere to the 
additional unscheduled Collection Occurrences. (Amendment #1; dated October 27, 2017) 
 
2.3.4.3.1 Donor No Show Fee   
 
The Contractor is permitted to charge an amount equivalent to 50% of the firm fixed unit price for a four (4) hour 
block and eight (8) hour block time collection specified on the Contractor’s Bid Sheet for each four (4) or eight (8) 
hour block times for a Collection Occurrence for which a collector travels to a Collection Occurrence site but performs 
no block time Collection Occurrences because the scheduled donor(s) fails to appear. The block time no-show fee 
does not apply if the ATR provides at least 24 hours advance notice of cancellation to the Contractor. The Collector 
must remain on site for 15 minutes after the first scheduled block time Collection Occurrence with no Collection 
Occurrence occurring before a no show fee may apply. (Amendment #1; dated October 27, 2017) 
 
 
 
 
 
 
 
 
 



WHAT’S NEW? (cont.) 
(additions are noted in red, with bold and italics) 

2.3.4.3.2 Contractor No Show Fee   

 

Agencies are permitted to deduct an amount equivalent to 50% of the firm fixed unit price for a four (4) hour block 
and eight (8) hour block time collection specified on the Contractor’s Bid Sheet for each four (4) or eight (8) hour 
block times for which a Collector fails to appear or arrives 15 or more minutes late for the first block time Collection 
Occurrence. The Collector no-show fee does not apply if the Contractor provides at least 24 hours advance notice of 
cancellation via email to each ATR who had block time Collection Occurrences scheduled during the cancelled 
Collection Occurrence. (Amendment #1; dated October 27, 2017) 

 

2.3.4.9 Collections Scheduling   

 

The ATR shall ensure that the collections scheduling form clearly identifies a regular individual collection or a block 
collection to include specifically the number of applicants/employees.  

There shall be no charge applied by the Contractor or the State if the event is cancelled with less than 24 hours due 
to inclement weather, and the scheduled agency is also closed. There shall also be no charge applied by the 
Contractor or the State if the event is cancelled with less than 24 hours due to inclement weather within a specific 
region, and the scheduled agency within that specific region is also closed. However, if the State is granted Liberal 
Leave, the Contractor remains expected to provide the Collection Occurrence. (Amendment #1; dated October 27, 
2017) 
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 COLLECTION SCHEDULING  
 

• Complete Agency Name, Agency Code, Collection 
Site Name, Site Code & Site Address; 

• Specify your Preferred Date for both your 1st 
option and second option (where applicable); 

• Specify your preferred time to correspond to the 
preferred dates;  

• Select from either the Regular Collections option, 
or the Block Time Collections option; 
• Do not select from both categories.  

• Complete all contact ATR information. 

• Email completed form to 
scheduling@prophhs.com or fax form to 
(800)943-2987;    

• You may also choose to call the automated State 
of Maryland designated phone line at (240)204-
8177. The following specifics should be included in 
your message: 
• Department Name 

• Preferred Collection Site 

• Preferred Collection Date and Time  

• Estimated Number of Employees 

• ATR Contact information including a phone 
number and email address 

• A PPS scheduler will send a signed Request Form 
as your confirmation; 

• If you prefer to speak to someone directly, call the 
direct office number at (240)825-3133. 
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Collection Occurrence Sites  

• The contract specifies that specimen collections will only be performed at designated Collection Occurrence sites.   

 

• The Contractor shall have primary responsibility for assuring Collection Occurrence site requirements are maintained at all 
times. 

 

• Each Collection Occurrence site must have restroom facilities that are private, clean, well lighted and sufficiently secure to 
prevent compromise during the collection of specimens in accordance with the Drug Testing Guidelines.  The water supply 
inside the restroom must be turned off or secured during the Collection Occurrence.   

 

• The Collection Occurrence site must also have a source of water external to the restroom where the collection occurs for 
hand-washing and a suitable, clean surface for the Collector’s work area.  If an external water source is not available, 
waterless cleanser or moist towelettes are acceptable alternatives and will be supplied by the Contractor. 

 

• The ATR shall select a Collection Occurrence site from the designated list when scheduling the collection with the Contractor. 

 

• The Contract Manager maintains a list of designated Collection Occurrence sites that are geographically dispersed 
throughout the State.  

 

• The new Site List includes many new sites across the State.  We have now added Maryland State Police Barracks in Annapolis, 
Frederick, Glen Burnie, North East, Perryville, Rockville and Westminster.  We have also added the Maryland State 
Department of Education (Baltimore City), the Military Armory (Baltimore City) and the Howard County Health Department 
in Columbia.   

 

• The site list will be provided to all designated ATR’s and the Contractor prior to the contract start date.  
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State of MD Drug Testing Forms (Cont.) 

• All drug tests should have a State of Maryland – 
Drug Testing Program DT-2 or DT-4 and should 
always accompany an Authorization Form for the 
Release of Records and Information; 

 

• If your agency does not have tri-copied forms 
available, have a copy available for your records, 
the donor and the collectors records;  

 

• All forms can be found at 
http://www.dbm.maryland.gov/employees/Pages
/MedicalServices.aspx. 
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http://www.dbm.maryland.gov/employees/Pages/MedicalServices.aspx
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State of MD Drug Testing Forms 
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Collection Requirements 

• The Contractor shall ensure that the Collection Occurrence site has all necessary materials, equipment, facilities 
and supervision to provide collection, security, storage and transportation of specimens to the FTDTL, as specified 
in the Drug Testing Guidelines. 

 

• The Contractor shall adhere strictly to the schedule established by the ATR for each Collection Occurrence.  If there 
is a need to modify the Collection Occurrence schedule, the Contractor shall immediately advise the ATR and 
request a modification. If the ATR doesn’t approve the modification the Contractor shall strictly adhere to the 
Collection Occurrence schedule established by the ATR.  Any modifications to the Collection Occurrence schedule 
will be at the sole discretion of the ATR.  

 

• When the State cannot dedicate a site solely for the purpose of Collection Occurrence, the location used for 
Collection Occurrence will be secure during Collection Occurrence operations.  No unauthorized personnel shall be 
permitted in any part of the Collection Occurrence site where urine specimens are collected or stored.   
• When utilizing a public restroom, the Collector will place a sign indicating the restroom is closed for public use during 

drug testing durations.  

 

• When the donor arrives at the Collection Occurrence site, the Contractor shall require the donor to provide 
acceptable photo identification.   Acceptable photo identification is described as an original Driver’s License, State 
or Federal ID or Military ID.  
• The ATR may ask for identification when completing paperwork, but this does not remove the responsibility of the 

Contractor to verify the donor to the paperwork. 

 

• The donor may provide a Collection Occurrence specimen in a stall or otherwise partitioned area that allows for 
privacy.  The Collector shall note any unusual behavior by the donor on the Control and Custody Form (CCF) and 
shall immediately apprise the ATR. 
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Collection Requirements (Cont.) 

• For any issues arising during the collection, the Collector shall apprise the ATR, or back up ATR, of the issue.  In any 
event, the Contractor shall advise the Contract Manager of any site deficiencies no later than the next business 
day.   

 

• The Collector shall assure that the CCFs are completed accurately and in accordance with the Drug Testing 
Guidelines. 

 

• The Collection Occurrence shall not be split into two samples.  If the donor cannot provide a specimen or there is 
not sufficient urine in the container, the Contractor shall apprise the ATR and follow the procedure for “Insufficient 
Specimen” as specified in the Drug Testing Guidelines.  The ATR is responsible to direct the donor to remain at the 
Collection Occurrence site for the required time period. 

• The Collector will then offer the donor a reasonable amount of water (not to exceed 40 ounces) in a specified 3 hour 
timeframe.   

• The Collector will complete a Shy Bladder Log documenting the amount of water and attempts in that 3 hour 
timeframe.   

• The Collector will complete the CCF and Shy Bladder Log accordingly when the specimen is provided or if the donor is 
unable to provide.   

 

• The ATR or authorized agency designee shall be present onsite for the entire duration of scheduled Collection 
Occurrences.  

• If an ATR is unable to remain for the duration of the collection, scheduled services will be cancelled at the agency’s 
expense.  
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Collection Requirements (Cont.) 

• When a direct observed Collection Occurrence is required, the Collector must be of the same gender as the donor.  
In such instances, the Contractor will be given advance notice of specific gender requirements and must 
accommodate such requests.  Direct observed Collection Occurrences shall only be required with specific 
authorization from the ATR or the Medical Review Officer (MRO) for the conditions specified in the Drug Testing 
Guidelines. 

 

• The Contractor should immediately prepare the Collection Occurrence specimen for shipment to the FTDTL.  If the 
specimen cannot be shipped immediately, it shall be appropriately secured during temporary storage.  

 

• State personnel (i.e. ATR or Agency Authorized designee) shall not be utilized by the Contractor’s personnel to 
perform any of the above Collection Occurrence requirements. 
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CONTRACTORS SIGN IN LIST 

 • All donors will sign in on the Contractor supplied 
sign in sheet;  

 

• ATR’s will confirm the number of scheduled 
donor’s to those on the sign in sheet. Upon 
verification, sign the completed Donor Sign In 
Sheet; 

 

• The collector will provide the ATR a copy of the 
confirmed sign in sheet.  
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INVOICES 
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• Progressive Phlebotomy Services, LLC will submit monthly invoices for all agencies by the 8th of the following month 
to DBM Contract Management Unit for approval.   
 

• Once approved by the Contract Manager, the Contractor shall invoice each agency by the 15th of the month for the 
prior months’ services.  
 

• Pursuant to Title 21.06.09.04, within 5 business days of receipt, the agency shall verify each line item for accuracy. 
 

• If there is an invoice discrepancy, please notify the Contractor and DBM Contract Management Unit to request a 
revised invoice.  
 

• Upon receipt of a revised invoice from the Contractor, the invoice date should reflect the new submission date.  
 

• Pursuant to Title 21.06.09.04, once the agency has received a just and proper invoice, the agency shall submit the 
invoice to the Comptroller for payment within one business day.   
 

• Each agency shall pay their invoice within 30 days of receiving a just and proper invoice.   
 

• Pursuant to Title 21.06.09.01-06, if the invoice remains unpaid more than 45 days after a just and proper invoice is 
received, the State shall pay interest at the rate of 9 percent to the vendor.  
 
 
 
 
 

  
 
 

 



FINANCIALS  
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The financial or as  some may refer to as the “Fee  Schedule” will not be posted on the public website.   
 
To obtain a copy of Progressive Phlebotomy Services, LLC  fee schedule for services, kindly submit the name, title,  
email, phone number and  reason for request for each individual.  (Reasons may include, reviews invoices for approval, 
approves invoices, process invoices, prepares budget, etc.). 
 
Upon receipt, the  request will be reviewed and approved by the Contract Manager and Ms. McGill will email the fee 
schedule directly to each individual .  This process will be completed within 24 hours of each request.    
 

PLEASE READ!!! 
 

Please note by requesting the financials, that you  are in agreement of the confidentiality of the propriety 
information provided by Progressive Phlebotomy Services, LLC and shall not be shared with individuals that are not 
State Personnel or a representative thereof that has a purpose for the associated fees outlined by Progressive 
Phlebotomy Services, LLC . 
 
 

Betty McGill, DBM, Office of Personnel Services  
betty.mcgill@maryland.gov 

 

mailto:betty.mcgill@maryland.gov


Thank you!  
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