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   REQUEST FOR PROPOSAL

This Request for Proposal (“RFP”) is for a vendor to provide courier services across the entire SEPALabs (“SEPA”) geographical network which currently includes parts of Georgia, South Carolina, and North Florida. SEPA operates medical testing laboratories in Savannah and Brunswick. Both facilities require multiple daily as well as nightly deliveries. Additionally, our clients, hospitals and patient drawing facilities, need similar services. SEPA is looking for a vendor who will partner with us by adopting our customer service philosophies and be able to provide “Best-in-Class” customer service starting no later than January 1, 2013.

Instructions:
Please respond to each statement in Section I below by November 2, 2012.  

Section I: Scope of Services

Please include not only your company’s policies and procedures for the stated item(s) but also include your management’s business philosophy and how these items would be implemented, monitored, and violations/non-compliance detected, handled, and corrected. 

A. General Business Operations: include hours of service, number of available drivers/vehicles, and geographical service areas.

B. Billing procedures and charges: include how SEPA will be charged; rates for extra services; add-ons, if any; special services, etc. If there is more than one rate structure, please elaborate, in detail, on each structure. 

C. Minimum qualifications for all drivers and other personnel who will be involved in your courier service to SEPA.

D. Post-employment training of your drivers and other personnel who will be involved in your courier service to SEPA.

E. Random Drug Screening.

F. Tracking specimens (barcode?) and receiving a daily manifest of all pickups, deliveries, exceptions, etc.

G. Handling missed pick-ups.

H. Uniforms.

I. Spill Policy.

J. Accident Policy.

K. Continuing Education Requirements.

Based on our evaluation of the information provided above, SEPA will select one or more vendors to move to Phase 2 of the RFP process. Additional in-depth discussions with management and service personnel, facility on-site visits, and a thorough analysis of the vendor’s ability to meet SEPA’s “Best-in-Class” expectations will encompass this Phase. Final selection of our courier service company will be completed no later than November 30, 2012. 

Contacts: 
Barham Cook




Chief Operating Officer




bcook@sepalabs.com



912.222.8751




Thomas J. Rochefort, CPA




Corporate Controller



trochefort@sepalabs.com


912.279.1900

GUIDELINES: SEPA RFP FOR COURIER SERVICES
I.  General Requirements 

Vendors must maintain detailed employee records for all drivers and other personnel that will service the SEPA account. These records must include, at a minimum, the following: background and credit checks with acceptable standards and guidelines for each, and appropriate documentation that said reports were reviewed and evaluated; driving records for the past five (5) years or as long as the driver has been employed if less than 5 years; documentation of any/all HIPPA training; and employee evaluations/reviews for the last two (2) years or as long as the person has been employed if less than 2 years. All couriers will be required to wear a uniform approved by SEPA. All couriers must always be professional in appearance and behavior. All couriers will go through a 1-day clinical reference laboratory training program designed by SEPA.

II. Objectives

Couriers will be punctual and efficient in all interactions with SEPA and its clients. To properly monitor vendor’s services, a daily detailed route sheet will be maintained at designated SEPA locations, which will document each pick up, and delivery. SEPA will design the daily route sheet.

III. Services Requested

SEPA currently operates 15 patient service centers, services 19 hospitals, and has other clients in South Carolina, Georgia, and northern Florida. There are approximately 26 different routes. SEPA’s current geographical reach includes:

· Atlanta Southwest to Columbus

· Atlanta Northeast to Athens and East to Augusta

· Atlanta South to Valdosta

·  Brunswick South to Jacksonville

·  Brunswick South to St Augustine and Palatka

Major routes would include: from Atlanta: I-20E to Aiken SC, I-85S to Columbus, I-75S to Valdosta; GA 82 and GA 84E to Brunswick, I-95N to Hardeeville; and I-16 from Savannah to Macon.

IV. Requirements

· Daily arrival times to Savannah lab no later than 10:15pm (Route deliveries should be staggered).

· Daily arrival times to Brunswick lab no later than 12:00AM (Route deliveries should be staggered prior to midnight).

· Please provide proposed Air Freight routes and times where applicable.

V. If selected, Project Next Steps

As courier services are a vital and important component of SEPA’s overall business, SEPA has the following expectations for the working relationship with the selected vendor.

__   Vendor to provide a contact list of all drivers.

__   Vendor to implement a driver training program focused on clinical laboratory services.

__   SEPA and vendor will have at least quarterly meetings to discuss route improvement plans, cost saving measures, and review the communications between drivers and SEPA’s sales and support staffs.

__ SEPA and vendor will collaboratively work together to adapt to courier program revisions that SEPA deems necessary for specimen tracking and automation enhancements.

__ SEPA and vendor will design a reporting system that meets SEPA’s needs for detailed monthly reports on each route. 

___ Vendor will implement a QA program for delivering supplies, picking up specimens, and maintaining specimen integrity.
___ Vendor will be responsible for providing all necessary coolers and specimen “spill kits” in each vehicle.

VI. Annual Budgets and Review Process  

__   SEPA and vendor will meet at least semiannually to review their working relationship and the contract.
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