
Quality Assurance Project Plan 

Template Instructions

November 29, 2007

Prepared by
NH Department of Environmental Services

This document provides instruction for completing the template for Quality Assurance Project Plans (QAPPs) under the NHDES Section 319 Watershed Assistance Grants Program.  If you have questions on QAPP preparation, please contact Jillian McCarthy at 603-271-8475 or jmccarthy@des.state.nh.us. 

About the QAPP Template
The QAPP template is based on the R-5 format and meets the requirements in the EPA guidance document, EPA Requirements for Quality Assurance Project Plans EPA QA/R-5, March 2001, Office of Environmental Information, EPA/240/B-01/003.  

The R-5 is available online at www.epa.gov/quality/qa_docs.html.  If you are in the NHDES Watershed Management Bureau, it is saved on the H drive under H:\QAPPs\EPA Guidance Documents.  

The QAPP template was developed for nonpoint source (CWA Section 319) grant projects.  The cover page, starter organizational chart, etc. were completed for these projects.  If your project is not one of these, please modify according to your program’s needs.
General Instructions

1.
The QAPP template is made up of section headings, grayed text, regular text, and blank tables & figures. 

Section headings and table and figure captions: 

The section headings and table and figure captions are formatted to automatically update the table of contents.  If you reformat this text, the table of contents will not update correctly.  Instructions on updating the table of contents are in section 2 below.
Grayed text:  
The grayed text should be replaced with text that is specific to each project.  Once project-specific information has been written, the shading should be removed from the text.  To remove shading from text, select the text, click the arrow next to the Highlight tool [image: image1.png]


 on the Formatting toolbar, and click none. 

Regular text:

Regular text should remain unchanged in the QAPP.  There is very little regular text in the QAPP template.  In most instances, regular text references tables.  Some of the tables are optional.  If the table is not necessary and is deleted from the QAPP, the regular text referencing the table should also be deleted. 
Blank tables and figures:

The QAPP template contains many blank tables and a figure that should be completed for each project.  Some of the tables are optional.  Tables can be modified to better suit the needs of each individual project.  Optional tables can be deleted if not used.

2.
Document header:


The grayed text within the document header should be updated with project specific information.

3.
Instructions for the development of each section are described below, organized by section heading.  All blue text is example text to assist with completing individual project QAPPs.
2 – Table of Contents

This should be done AFTER you have worked on the QAPP and are ready to print.

The Table of Contents (TOC) can be generated automatically by highlighting the current TOC below and doing the following steps:  
Right click
Select “Update Field”

Select “update entire table” or “update page numbers only”

Click OK

The automatic generation works because the Word feature “Styles and Formatting” has been used to make the QAPP template.  If you inadvertently change the style of any heading title, the TOC may not be generated correctly.
Because each QAPP is unique, Appendices are not included in the QAPP template.  If appendices are necessary, they must be added to the end of the QAPP document and the headings must be formatted correctly to be incorporated into the table of contents.  The easiest way to do this is to copy and paste an existing section heading and retype the Appendix heading.
List of Tables and List of Figures
The List of Tables and the List of Figures is generated automatically by highlighting the current lists and following the steps outlined for the Table of Contents above.
3 – Distribution List

This section should:

· List the individuals who need copies of the approved QAPP and subsequent revisions, including project managers, QA managers, and representatives of all groups involved.  Table 1 is optional, however; if table 1 is deleted, the narrative in this section needs to include the QAPP recipient name, their role in the project, their organization, and contact information.
Table 1.  QAPP Distribution List

	QAPP Recipient Name
	Project Role
	Organization
	Telephone number 

and Email address

	[add names or delete]
	
	
	

	
	
	
	

	
	
	
	

	Rachel Rainey
	Laboratory QA Officer
	NHDES Laboratory
	603-271-2993

rrainey@des.state.nh.us 

	Jillian McCarthy
	Program QA Coordinator
	NHDES Watershed Management Bureau
	603-271-8475
jmccarthy@des.state.nh.us 

	Vincent Perelli
	NHDES Quality Assurance Manager
	NH DES Planning Unit
	603-271-8989

vperelli@des.state.nh.us 

	Sandra Fancieullo
	USEPA Project Manager
	USEPA New England
	617-918-1587

Fancieullo.Sandra@epamail.epa.gov

	TBD
	USEPA Quality Assurance Representative
	USEPA New England
	TBD 


Based on EPA-NE Worksheet #3

4 – Project/Task Organization

This section should:
· Identify the individuals or organizations participating in the project. 
· Identify the specific roles and responsibilities of individual and organizations in narrative or table format (optional table 2 is below), including:
· Primary contact with NHDES and EPA.
· Project manager/coordinator and who they report to.
· Project QA manager (should be different from the person who generates the data).
· Individual responsible for corrective actions.
· The principal data users. 

· The decision makers.
· All persons responsible for project implementation. 

· Individual responsible for maintaining the QAPP.

· Individual responsible for “stop/go” instructions and how instructions are communicated (e.g., storm sampling).
· Sample delivery and lab notification details, if applicable.
· Provide a concise organization chart (example below), showing:
· The relationships and lines of communication among project participants.
· Other data users who are outside of the organization generating the data.
· Subcontractor relationships relevant to environmental data operations, including laboratories providing analytical services.

[image: image2]
Figure 1.  Project organizational chart

Table 2.  Personnel Responsibilities and Qualifications

	Name and Affiliation
	Responsibilities
	Qualifications

	[additional personnel]
	
	

	
	
	

	Rachel Rainey

NHDES Laboratory Services
	Oversees laboratory QA/QC activities and identifies necessary corrective actions.
	On file at NHDES

	Jillian McCarthy
NHDES Watershed Management Bureau
	Reviews QAPP preparation and other QA/QC activities 
	On file at NHDES

	TBD
EPA Region I Laboratory
	Responsible for review and approval of QAPP
	On file at EPA


Based on EPA-NE Worksheet #6.

5 – Problem Definition/Background
This section should:

· Describe the specific problem to be solved, decision to be made, or outcome to be achieved.  
· Provide sufficient background information to give a historical, scientific, and regulatory perspective for this particular project.
· List the questions that need to be answered.
· Give a brief description of what the data generated will be used for.
· Give a brief description of the decisions that will be made with the project data.
· Attach or reference previous data surveys relevant to the project. 
· A table summary of existing data is also very helpful.
· Include site map(s).

6 – Project/Task Description

This section should:

· Provide an overall picture of how the project will resolve the problem or question described in Section 5 by including:
· A brief description of the work to be performed.
· A list and brief description of deliverables to be produce. 
· A schedule of implementation (Table 3). 
· Maps or tables that show or state the geographic location of field tasks.
· Any potential limitations e.g., seasonal or budgetary.
Table 3.  Project Schedule Timeline

	
	Dates (MM/DD/YYYY)
	
	

	Activity
	Anticipated Date(s) of Initiation
	Anticipated Date(s) of Completion
	Product
	Due Date

	QAPP Preparation
	
	
	QAPP Document
	

	Pre-installation sample collection
	
	
	
	

	Construction of BMPs
	
	
	
	

	Post-installation sample collection
	
	
	
	

	Laboratory analyses
	
	
	
	

	Data validation
	
	
	
	

	Data assessment report
	
	
	
	

	Final project report preparation
	
	
	
	


Based on EPA-NE Worksheet #10.

7 – Quality Objectives and Criteria

This section should:

· Give a brief discussion of the quality objectives and the performance criteria to achieve those objectives for the project. (Quality objectives ensure that the right type, quantity, and quality of data is being collected. i.e., how good do the data need to be to support environmental decision?)

· Provide a description of the acceptance limits used to determine the quality of the data for each data quality objective
· Identify the quality control samples that will be used to determine if the acceptance limits have been met.
Table 4.  Measurement Performance Criteria for Surface Water Samples

	Data Quality Indicators
	Measurement Performance Criteria
	QC Sample and/or Activity Used to Assess Measurement Performance

	Precision-Overall
	RPD < 15%
	Field Duplicates

	Precision-Lab
	RPD < 10%
	Lab duplicates

	Accuracy/Bias
	find out from the lab
	Spikes/Duplicates

	Comparability
	Deviation from SOPs should not influence more than 5% of the data
	Data Comparability Check

	Sensitivity
	Not expected to be an issue for this project
	Laboratory-fortified blanks at the QL

	Data Completeness
	90% samples collected
	Data Completeness Check


Based on EPA-NE QAPP Workbook for 3/19/02 DES QAPP writing class.

· A discussion of each data quality indicator should be included as a narrative.  Examples of several indicators are included below:
Precision is the degree of agreement among repeated measurements of the same characteristic (parameter) under the same or similar conditions.
Precision:  Duplicate precision is typically analyzed by calculating the relative percent difference (RPD) using the equation:
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where x1 is the original sample concentration

           x2 is the duplicate sample concentration

RPDs < 15% will be deemed acceptable >

Accuracy and bias are used interchangeably by EPA in QAPPs.  Accuracy is the extent of the agreement between an observed value (sample result) and the true value of the parameter being measured.
Accuracy/Bias:  As an indicator of measurement confidence, percent accuracy will be calculated based on analytical results of spiked samples of known chemical concentrations for TP, NO3/NO2, TKN, and NH3: 
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For pH, accuracy is expressed as the difference between the mean measured value and the theoretical value.
Table 5.  Measurement performance criteria
	Matrix1
	Parameter
	Meas. Range2
	Precision
	Accuracy
	Reporting Limit

	Water
	pH
	4 - 10 units
	± 0.2 units
	---
	---

	Water
	Tot. phosphate
	0.01 - 5. mg/L
	± 0.02 mg/L;

± 15%3
	85 - 115%
	0.01 mg/L

	Sediment4
	Tot. phosphate
	0.1 - 10 mg/kg DW4
	± 20%
	80 - 115%
	0.1 mg/kg DW


 1This column is not needed if all samples are one matrix, e.g., water.

 2Listing measurement ranges is optional; however, they are helpful information.

 3This table, if it were real, would have a footnote such as: “Precision will be ± 0.02 mg/L for values at or below 0.10 mg/L and ± 15% above 0.10 mg/L.”

Representativeness is a qualitative term that describes the extent to which a sampling design adequately reflects the environmental conditions of a site.
Comparability is the extent to which data from one study can be compared directly to either past data from the current project or data from another study.  Using standardized sampling and analytical methods, units of reporting, and site selection procedures help insure comparability.
Sensitivity is the ability of the method or instrument to detect the contaminant of concern and other target compounds at the level of interest.
Sensitivity:  Background information on each proposed sampling location exists, and the data show that the methods and instruments are able to detect the parameter of concern and other target compounds at the level of interest.  Detectable ranges of the methods and the equipment (as shown in methods and SOPs) are adequate for the purposes of this study design.
Quantitation Limits:  Document the project-required limits of quantitation for each matrix and analytical parameter.  A definition of terms is below.  Please summarize your QLs in a table format.

Project action limit:  This is the concentration at which some kind of action or decision will be made.  This might be a state or federal water quality standard, a reference-based standard, or a technological limitation.  If your project does not have any action limits, you will still need to include information about the method detection limit and the project quantitation limit (see below).

Method detection limit (MDL):  The Laboratory Achievable Method Detection Limit is the laboratory’s “best case” sensitivity for a given analytical method.  A lab will typically be able to give you this information.

Project quantitation limit (PQL):  This is usually 3-10 lower than the project action limit, and 3-10 times higher than the MDL.  The PQL is the minimum concentration that an analyte that can be routinely identified and quantified above the MDL by the lab.  This is a concentration that YOU are supposed to pick, and calibration curves should include a standard concentration at the QL to ensure sensitivity.  You should consult with the lab to see if this can happen.
Quantitation Limits:  The analytical method, analytical/achievable method detection limit, and the analytical/achievable laboratory quantitation limits for this project are shown below in Table 5.  
Table 6.  Surface Water Target Analytes and Reference Limits

	Analyte
	Analytical method

(See Appendix [] for SOP Reference)
	Project Action Level
	Analytical/Achievable Method Detection Limit
	Project Quantitation Limit

	Total phosphorus
	Lachat QuikChem Method 10-115-01-1-F
	NA
	0.0008 mg/L
	0.005 mg/L

	Nitrate+nitrite (NO3+NO2)
	EPA-600/R-93-100,  Method 353.2
	NA
	0.012 mg/L
	0.05 mg/L

	TKN
	EPA-600/4-79-020,  Method 351.2; Lachat Method #10-107-06-2-E
	NA
	0.1 mg/L
	0.1 mg/L

	Ammonia
	Standard Method 4500-NH3-B (APHA, 1995); 1. Lachat Method #10-107-06-1-A
	NA
	0.018 mg/L
	0.1 or 0.5 mg/L

	E. coli
	Membrane Filter Procedure, EPA 600/4-85/076; Standard Method 9213D.3 (APHA, 1995)
	460 cts/100 mL
	0+ cts/100 mL (depends on dilution and sample volume)
	0+ cts/100 mL (depends on dilution and sample volume)

	Temperature
	field – YSI Model xx
	NA
	
	

	pH
	field
	NA
	
	

	Dissolved oxygen
	field
	NA
	
	

	Conductivity
	field
	NA
	
	

	Turbidity
	field
	NA
	
	


Based on EPA-NE Worksheet #9b and 9c.

Completeness is a measure of the number of samples you must take to be able to use the information, compared to the number of samples you originally planned to take.  Since there are many reasons why you may not be able to collect as many samples as planned, you should probably plan on getting more samples than you actually need.
8 – Special Training/Certification

This section should:

· Identify and describe any specialized training/certifications needed by personnel in order to complete the project or task.
· Discuss how the training will be provided

· Discuss how the necessary skills will be assured and documented.
Table 7.  Special Personnel Training Requirements

	Project function
	Description of Training
	Training Provided by
	Training Provided to
	Location of Training Records

	[add]
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Based on EPA-NE Worksheet #7.

9 – Documents and Records

This section should:

· Provide a description of the records & documents that will be generated in association with sampling

· Provide a description of how the data will be reported for field testing activities and for fixed laboratory analysis.

· Specify report format for hard copy and electronic forms

· Include raw data, data from other sources (secondary data), field logs, sample preparation & analysis logs, instrument printouts, model input and output files, and results of calibration and QC checks.

· Identify of other records or documents that will be produced, e.g., audit reports, interim progress reports, final reports.

· Specify or reference all requirements for final disposition of records and documents

· Include location and length of retention period

10 – Sampling Process Design
This section should:

· Give a description of the experimental design for data collection, including as appropriate:

· The types and numbers of samples required.
· The design of the sampling network.
· Sample locations and location identification information.
· Frequency of sampling at each location.
· Matrices or media to be sampled.
· Parameters and analytes of interest.
· Expected concentration level of each matrix and parameter.
· RATIONALE.
· If you are doing stormwater sampling, explain when you will be collecting samples during a storm and why.  Define terms like “storm event” and “first flush.”

· Attach a sample location map or directions to sample location.

· Optional table 8, below, can be modified according to your project.
Table 8.  Surface Water Field Sample Summary

	Parameter
	No. of sampling locations
	Samples per event per site
	Number of sampling  events
	Number of field duplicates
	Number of bottle blanks
	Total number to lab

	To be analyzed at the DES lab

	Total phosphorus
	2
	4
	6 before,

6 after BMP implementation
	1/rain event = 12
	1/rain event = 12
	120

	Nitrate+nitrite (NO3+NO2)
	2
	4
	6 before,

6 after 
	1/rain event = 12
	1/rain event = 12
	120

	TKN
	2
	4
	6 before,

6 after 
	1/rain event = 12
	1/rain event = 12
	120

	Ammonia
	2
	4
	6 before,

6 after 
	1/rain event = 12
	1/rain event = 12
	120

	E. coli
	2
	4
	6 before,

6 after 
	1/rain event = 12
	1/rain event = 12
	120

	Measured in the field

	Temperature
	2
	4
	6 before,

6 after 
	1 re-measurement/ rain event
	Not applicable
	measured in situ

	pH
	2
	4
	6 before,

6 after 
	1 re-measurement/ rain event
	Not applicable
	measured in situ

	Dissolved oxygen
	2
	4
	6 before,

6 after
	1 re-measurement/ rain event
	Not applicable
	measured in situ

	Conductivity
	2
	4
	6 before,

6 after
	1 re-measurement/ rain event
	Not applicable
	measured in situ


Based on EPA-NE Worksheet #9c.

11 – Sampling Methods

This section should:

· Identify sample collection procedures – include and reference standard operating procedures (SOPs) for sampling methods in an appendix attached to the QAPP.
· Identify sampling methods and equipment.
· Identify by number, date, and regulatory citation.
· Implementation requirements.
· Sample preservation requirements.
· Decontamination procedures.
· Materials needed for projects involving physical sampling.
· Support facilities needed.
· Selection and preparation of sample containers, sample volumes, and preservation methods.
· Maximum holding times.
· Preparation and decontamination of equipment, including disposal of decontamination by-products.

· Identify actions when there is a failure in sampling or measurements system.
· Identify who is responsible for corrective action if a failure occurs.
· Identify how the effectiveness of the corrective action is determined and documented.

· Use table 9 to summarize information.
Table 9.  Sample Requirements

	Analytical parameter
	Collection method
	Sampling SOP
	Sample volume
	Container size and type
	Preservation requirements
	Max. holding time (preparation and analysis)

	Total phosphorus
	Grab
	fill in Appendix # 
	250 mL
	250 mL brown polyethylene
	H2SO4 to pH<2, light protected, chilled to 4ºC
	28 days

	Nitrate+nitrite (NO3+NO2)
	Grab
	
	50 mL
	500 mL white polyethylene
	H2SO4 to pH<2, chilled to 4ºC
	28 days

	TKN
	Grab
	
	250 mL
	250 mL brown polyethylene
	H2SO4 to pH<2, chilled to 4ºC
	28 days

	Ammonia
	Grab
	
	250 mL
	250 mL white polyethylene
	H2SO4 to pH<2, chilled to 4ºC
	28 days

	E. coli
	Grab
	
	100 mL
	250 mL sterile white polyethylene
	Chilled to ≤ 10ºC
	8 hours

	Temperature
	measured in-situ
	
	NA
	NA
	NA
	NA

	pH
	measured in-situ
	
	NA
	NA
	NA
	NA

	Dissolved oxygen
	measured in-situ
	
	NA
	NA
	NA
	NA

	Conductivity
	measured in-situ
	
	NA
	NA
	NA
	NA


Based on EPA-NE Worksheet #12b.

12 – Sample Handling and Custody

This section should:

· Identify and describe requirements for sample handling and custody in the field, laboratory, and transport – taking into consideration sample type, holding times, shipping options, schedules.
· Identify personnel who are responsible for sample handling and custody.
13 – Analytical Methods

This section should:

· Identify the field and lab analytical methods and equipment required.  Because table 6 in Section 7 already lists the method numbers, refer back to it, and attach the field and lab SOPs in an appendix (if you are using the NHDES lab, there is no need to attach the lab SOPs because they are already on file at EPA). Include:
· Sub-sampling or extraction methods.
· Laboratory decontamination procedures & materials.
· Waste disposal requirements.
· Specific performance requirements for the methods.
· Specify lab turn-around time.
· If non-standard methods are used in this study, include method performance study information.  If previous performance studies are not available, they must be developed during the project and included as part of the project results.
· Identify actions to be done if an analytical failure occurs.
· Identify the person responsible for corrective action.
· Identify how the effectiveness of the corrective action is determined and documented

14 – Quality Control

Because standard methods are often vague or incomplete in specifying QC requirements, simply relying on the cited method to provide this information is usually insufficient.  QC activities for the field and the laboratory include, but are not limited to, the use of blanks, duplicates, matrix spikes, laboratory control samples, surrogates, or second column confirmation. 

This section should:

· Describe the QC activities needed for each sampling, analysis, or measurement technique, including:

· the associated method or procedure.
· acceptance criteria.
· corrective action .
· frequency of analysis for each QC activity.
· spike compound sources and levels.
· required control limits, corrective action when control limits are exceeded, and a description of how the effectiveness of corrective action is determined and documented.

· Describe or reference the procedures to be used to calculate applicable statistics (e.g., precision and bias).  Copies of the formulas are acceptable as long as the accompanying narrative specifies clearly how the calculations will address potentially difficult situation such as missing data values, “less than” or “greater than” values, and other common data qualifiers.
Table 10.  Fixed Laboratory Analytical QC Sample Table

	
	Frequency of

	Analyte
	laboratory duplicate
	lab fortified matrix spike
	lab fortified blank (QC standard)
	lab reagent blank
	independent calibration verification (QC standard)

	TP
	 1 in 8
	1 in 10
	at beginning of tray after calibration and at end of run
	at beginning of tray after calibration and at end of run
	at beginning of tray after calibration and at end of run

	Ammonia
	1 in 8
	1 in 8
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Based on EPA-NE Worksheet #24b.

15 – Instrument/Equipment Testing, Inspection, Maintenance

This section should:

· Identify the equipment and/or systems requiring periodic inspection and maintenance.

· Describe the inspections and acceptance testing of instruments, equipment, and their components.

· The person responsible for performing inspection and acceptance.

· Frequency of inspections.
· A description of how deficiencies will be resolved.

· A description of how the effectiveness of corrective actions will be determined and documented.

· Describe or reference how periodic preventive and corrective maintenance of equipment will be performed to ensure availability and satisfactory performance.
.

Table 11.  Instrument Equipment Maintenance, Testing, and Inspection

	Equipment name
	Activity
	Frequency of activity
	Acceptance criteria
	Corrective action
	Person responsible

	
	Maintenance (cleaning)
	
	
	
	

	
	Testing (operation)
	
	
	
	

	
	Inspection
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Based on EPA-NE Worksheet #19.

16 – Instrument/Equipment Calibration and Frequency

This section should:

· Identify all tools, gauges, instruments, and other sampling, measuring, and test equipment used for data generation of collection activities that must be calibrated to maintain performance within specified limits.

· Describe or reference how calibration will be conducted using certified equipment and/or standards with known valid relationships to nationally recognized performance standards.  If no national standard exists, document the bases for the calibration.

· Indicate how records of calibration shall be maintained and traceable to the instrument.
· In Table 12, list each piece of equipment and describe calibration activities.  If these details are included in SOPs, reference and attach them.  Attach lab QA plans whenever appropriate.
Table 12.  Instrument/Equipment Calibration Table

	Equipment name
	Procedure
	Frequency of calibration
	Acceptance criteria
	Corrective action
	Person responsible

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Based on EPA-NE Worksheets #14 and 21.

17 – Inspection/Acceptance Requirements for Supplies and Consumables
This section should:

· List each piece of equipment and describe how supplies and consumables (e.g., sample bottles, deionized water, potable water, standard materials and solutions, reagents, hoses, electronic data storage media) are inspected and accepted for use in the project. If these details are included in SOPs, reference and attach them.

· State the acceptance criteria for such supplies and consumables.

· Identify the person responsible for inspection and acceptance.

18 – Non-direct Measurements

This section should:
· Identify any data needed for the project that are obtained from outside sources such as rainfall data, reports, literature files, and historical data. 
· Identify the source of the data.  
· Describe the intended use of the data.  
· Define the acceptance criteria for the use of such data in the project (and who is responsible for reviewing the data and comparing to acceptance criteria) and specify any limitations on the use of the data.

19 – Data Management

This section should:
· Describe the data management process, from data generation to final use or storage (e.g., the field, the office, the laboratory).  
· Describe or reference the standard record-keeping procedures, document control system, and the approach used for data storage and retrieval on electronic media.  
· Discuss the control mechanism for detecting and correcting errors and for preventing loss of data during data reduction, data reporting, and data entry to forms, reports, and databases.  
· Describe procedures for data security and computer security, if applicable.
· Provide examples of any forms or checklists to be used. 

· Identify and describe all data handling equipment and procedures to process, compile, and analyze the data.  This includes procedures for addressing data generated as part of the project as well as data from other sources.  
· Include any required computer hardware and software and address any specific performance requirements for the hardware/software configuration used.

20 – Assessments and Response Actions

This section should:

· Describe each assessment to be used including the frequency and type.  Assessments include, but are not limited to, performance evaluations, audits, data quality assessments, management systems reviews, and technical systems audits.  
· Discuss the information expected and the success criteria (i.e., goals, performance objectives, acceptance criteria specifications, etc.) for each planned assessment.  
· List the approximate schedule of assessment activities.  
· For any planned self-assessments (involving personnel from within the project groups), identify potential participants and their exact relationship within the project organization.  
· For independent assessments, identify the organization and person(s) that shall perform the assessments if this information is available.
· Discuss how response actions, including corrective actions for deficiencies and other non-conforming conditions, are to be addressed and by whom.  Include details on how the corrective actions will be verified and documented.

· Attach example audit checklists to the QAPP.

· If your project will take place over multiple years, please make a note of the following EPA requirement in this section: “Approved project-specific QAPPs and approved generic program QAPPs must be reviewed annually by the Lead Organization and this annual review must be documented in a letter to the appropriate approval authority.  If minor revisions are made to the approved QAPP that do not require approval (i.e., revisions that do not impact data quality), then these minor revisions must be documented in either a letter that outlines the revisions or in a revised QAPP document.  Likewise, if minor revisions are made to the approved QAPP that do require re-approval, then these minor revisions must be documented in either a letter that outlines the revisions or in a revised QAPP document and must be submitted for review and re-approval.  If extensive revisions are necessary (i.e., greater than 10 pages and/or there are multiple impacts on data quality) requiring re-approval, then a revised QAPP document must be submitted for review and re-approval.” (EPA QAPP compendium, section 7.1, October, 1999)

Table 13.  Project Assessment Table

	Assessment Type
	Frequency
	Person responsible for performing assessment
	Person responsible for responding to assessment findings
	Person responsible for monitoring effectiveness of corrective actions

	Field sampling audit


	Once at beginning of study
	Amy P. Smagula

Clean Lakes Coordinator

NHDES
	Amy P. Smagula

Clean Lakes Coordinator

NHDES
	Amy P. Smagula

Clean Lakes Coordinator

NHDES

	Field analytical assessment


	Once at beginning of study
	Amy P. Smagula

Clean Lakes Coordinator

NHDES
	Amy P. Smagula

Clean Lakes Coordinator

NHDES
	Amy P. Smagula

Clean Lakes Coordinator

NHDES

	Limnology Center Fixed Lab audit


	Bi-Weekly
	Steve Couture

QA/QC Officer

NHDES
	Steve Couture

QA/QC Officer

NHDES
	Steve Couture

QA/QC Officer

NHDES

	NHDES Laboratory Services Fixed Lab audit
	Weekly


	Rachael Rainey

Chem Lab QA/QC Officer

NHDES
	Rachael Rainey

Chem Lab QA/QC Officer

NHDES
	Rachael Rainey

Chem Lab QA/QC Officer

NHDES


Based on EPA-NE Worksheet #27b.

21 – Reports to Management

This section should:

· Identify the frequency and distribution of reports issued to inform management (DES, EPA, or otherwise) of the project status.  
· Identify the author and the recipients of the reports.
· Identify specific actions recipients are expected to take upon receipt of the reports.

22 – Data Review, Verification and Validation

This section should:

· List the project activities that will be reviewed .
· Describe the process of reviewing project activities, information, and data for completeness, compliance with procedures, and transcription errors.

· Identify who will conduct the review.
· State the criteria used to review and validate (accept, reject, qualify) data.

23 – Verification and Validation Procedures

This section should:

· Describe how sample results will be compared to against the established project acceptance limits and to associated QC results to determine precision, accuracy/bias, and sensitivity.

· Describe the data qualifiers that will be applied to sample results when criteria are exceeded.
Example:  “Field and laboratory data are submitted to the Project Manager.  The Project Manager reviews all field data for completeness by making sure all entries on the data sheets are filled out.  The Project manager makes sure that any questionable entries are verified by speaking to the sampling team or reviewing the field logbooks, and noting any unusual or anomalous data in the project files.

The Project Manager reviews the lab data by looking at the lab narrative and the quality control sample results to see if the data are qualified.  Any decisions made regarding the usability of the data will be left to the Project Manager, however; the Project Manager may consult with project personnel, NHDES QA staff, or with personnel from EPA-NE.”
24 – Reconciliation with User Requirements

The following steps are typically done to assess data usability:

1. Review data with respect to sampling design (for example, do the results from background samples make sense?).

2. Gather all assessment reports and perform a QC of sample results.

3. Apply statistical tests for the data quality indicators to determine if overall the data meet the project acceptance limits.

4. Draw conclusions from the data.
This section should:

· Describe how the results obtained from the project or task will be reconciled with the requirements defined by the data user or decision maker.

· Outline the proposed methods to analyze the data and determine possible anomalies or departures from assumptions established in the planning phase of data collection.

· Describe how reconciliation with user requirements will be documented, issues will be resolved, and how limitations on the use of the data will be reported to decision makers.

Example:  If the project objectives from Section A7 are met, the user requirements have been met.  If the project objectives have not been met, corrective action as discussed in D2 will be established by the Project Manager prior to the next monitoring event.
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