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[bookmark: _Toc176342006]Introduction to the OAQPS QAPP Standard Guidance
The Environmental Information Quality Policy (CIO 2105) states that a Quality Assurance Project Plan (QAPP) is required for any project that involves an environmental information operation (EIO). A QAPP outlines the Quality Assurance/Quality Control (QA/QC) requirements of the project and is how the planning phase of the project is documented to ensure that the results of the project will satisfy the stated performance and acceptance criteria. QAPPs must be reviewed and approved by the OAQPS Quality Assurance Manager (QAM) or delegate prior to any work on the EIO being performed except under circumstances that require emergency action to protect human health and the environment.

In July 2023, the Agency issued the Quality Assurance Project Plan Standard (CIO 2105-S-02) which replaced the EPA Requirements for Quality Assurance Project Plans (EPA QA/R-5). The majority of the QAPP Standard’s content and requirements for QAPPs remain the same or similar to the requirements defined in EPA QA/R-5. However, some notable differences include the following:

Terminology
The QAPP Standard adopts new terminology consistent with the EPA Environmental Information Quality Policy. Most notable among these terms is “environmental information” and “environmental information operations”. Throughout this guidance, “environmental information” is used interchangeably with “environmental data”, and “environmental information operations” with “data collection activities” or “environmental operations”.

Another new term used throughout the QAPP Standard is “Operations Manager”. This project role is described in detail in the QAPP Standard, but essentially the Operations Manager is the individual responsible for the project’s environmental tasks. In many organizations, this individual is often referred to as the “Project Manager” or “Program Manager.” 

QAPP Standard Elements
Like EPA QA/R-5, the QAPP Standard identifies 23 elements that are required for a project and groups them into four categories. The QAPP Standard elements have been revised consistent with the terminology changes, and in some instances, parsed or consolidated from EPA QA/R-5 elements.

QAPP elements may be reordered and/or combined during document development provided that all applicable components of the QAPP element are addressed. In these instances, it’s recommended to include a table or crosswalk showing how the document’s sections link to the QAPP Standard elements.

While the Guidance for Quality Assurance Project Plans (EPA QA/G-5) is still available, it references the now superseded QA/R-5. Hence, this OAQPS QAPP Guidance can be used to help develop QAPPs using the new QAPP Standard. A crosswalk between QA/R-5 and CIO 2105-S-02 is provided in Appendix A. When QA/G-5 is updated, this Guidance document will be updated to include the reference.

OAQPS also has a QAPP Checklist provided in Appendix B. This checklist is what the EPA reviewers will use to ensure that the submitted QAPP contains all the required information. OAQPS requires, for both Contractor and the EPA prepared QAPPs, that the checklist be filled out according to the instructions included in the checklist and submitted with the QAPP for review. 
[bookmark: _Toc176342007]How to use the OAQPS QAPP Standard Template
Always use the most recent version of the OAQPS QAPP Guidance for Developing Quality Assurance Project Plans (QAPPs) using the EPA QAPP Standard (CIO 2105-S-02) and the OAQPS QAPP Standard Template when developing or updating your QAPP. This guidance document will be updated on a regular basis based on any internal OAQPS comments received, helpful tools, and any new EPA and OAQPS Requirements. Thus, it is recommended to always download the QAPP Guidance and QAPP Standard Template from the OAQPS QA SharePoint site as changes may have occurred.

The intention of this guidance document is to provide general direction on how to use the OAQPS QAPP Standard Template using Microsoft Word. The OAQPS QAPP Standard Template follows the Agency QAPP Standard (CIO 2105-S-02) format. Please note that it is recommended to reference the applicable Agency QAPP Guidance Documents when developing or updating your QAPP.
The OAQPS QAPP Standard Template has already been formatted to include the appropriate sections of the Agency QAPP Standard. 
In this document you will find sections labeled identically to the sections in the Agency QAPP Standard Format (ABCD). These sections will include the following:
• A Table that provides the following for the section: 
· Agency QAPP Standard Requirements
· Additional OAQPS Requirements 
• Instructions and Guidance on how to meet those requirements within the section.
• Suggested Boiler Plate language, if possible

NOTE: Any QAPP element not applicable to the project must be accompanied by an explanation as to why it is not applicable. For example, if the project only involves the use of existing data, Element B5 would not be applicable. All subsections of Section A, C, and D are applicable to all project types.

If at any time you are unsure about a section or how to best meet a requirement, please reach out to the OAQPS QA Manager for assistance.
[bookmark: _Toc176342008] PROJECT MANAGEMENT AND INFORMATION/DATA QUALITY OBJECTIVES
[bookmark: _Toc176342009]Title Page
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Includes or identifies the document as a “Quality Assurance Project Plan (QAPP)”.

	· Includes date of QAPP preparation.

	· Includes name of organization that developed the QAPP (if different from organization conducting the work).

	· Specifies period of applicability.

	· Includes revision/version control information.

	Non-EPA Organizations

	· Cites the appropriate extramural agreement information, as applicable:
· Grant or cooperative agreement number
· Contract number and Task Order number
· Interagency agreement number
· Title and date of Memorandum of Understanding/Agreement

	Additional OAQPS QAPP Requirements

	· Identifies project’s OAQPS QA Category designation. 
· QA Track ID (QAPP ID) Number Assigned



Guidance for completing Section A1:
Project QAPP ID: 
If this is a new QAPP and you do not have a QAPP ID, the OAQPS QA Manager will add it for you after submission of your QAPP. Please note if this is a revision to an existing QAPP, you must provide that QA Track ID. 
QA Category:
Click on the checkbox for the appropriate QA Category. The OAQPS Quality Program applies the graded approach by assigning QA categories to a project prior to its initiation. OAQPS has defined three QA Categories, I, II, and III which considers the activities planned and impact of the products produced. Refer to the OAR QMP to aid in QA Category designation or if an extramural project, refer to the PWS/SOW for the determined QA Category.

QAPP Developed:
QAPPS developed by non-EPA Organizations:
1. Provide the “Vehicle #” for the Extramural Vehicle. If the Extramural Vehicle is a Memorandum of Understanding (MOU)/Agreement provide the Title and Date of the MOU in place of the Vehicle #.
2. Provide the “Name of the non-EPA Organization” responsible for the environmental information operations described in this QAPP.
3. Provide the “Period of Applicability” for the extramural agreement that covers the environmental information operations within this QAPP. 
“Period of Applicability” for extramural QAPPs is the length of the extramural contract or agreement but cannot exceed five years as mandated in CIO 2105-S-02.

QAPPS developed by EPA Organizations:
“Period of Applicability” for intramural QAPPs are usually five years from the date of the QAPP approval. The “Period of Applicability” cannot exceed five years as mandated in CIO 2105-S-02.

The QAPP Standard requires QAPPs for multi-year projects to be reviewed annually to ensure they remain current and accurate. Documentation of the annual review and any revisions should be documented by the Lead Organization and made available to the EPA upon request. For multi-year projects greater than five-years in length, or for projects and programs of indefinite length, QAPPs are valid for a period of five-years. If the project or program remains active beyond five-years, QAPPs must be reviewed, revised as necessary, and resubmitted for EPA review and approval.

[bookmark: _Toc176342010]Approval Page
Approvals Signature (required prior to project start).
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Signatures from EPA Operations Manager (Project Lead/Officer) or designee. 

	· Signatures from EPA QA manager, or designee as specified in the organization’s QMP.

	Non-EPA Organizations

	· Signature from non-EPA Operations Manager (non-EPA Task Lead) or designee.
· Signature from non-EPA Project QA manager or individual from the non-EPA organization with QA responsibilities from the project.



Guidance for completing Section A2:
All Organizations (EPA and non-EPA):
Include signature blocks for the following:
· EPA Project Lead (PL) or EPA Contracting Officer Representative (COR)/Task Order Contracting Officer Representative (TOCOR)/Project Officer (PO)
· EPA QA Manager
Non-EPA Organizations:
Include the signature block for the following:
· Non-EPA Operations Manager or Task Lead or Designee
· Non-EPA Project QA Manager or non-EPA individual with QA responsibilities of the project 

Operations Manager is the term that is used by the Agency to define the role of the Project Lead. Once the EPA QA Manager provides direction to finalize the QAPP for Signature, any non-EPA individuals will sign first in accordance with their non-EPA organization policy for signatures. Then the EPA Project Lead (PL) or EPA Contracting Officer Representative (COR)/Task Order Contracting Officer Representative (TOCOR)/Project Officer (PO) will sign. The EPA QA Manager or delegate will sign last confirming all required signatures and dates are present on the Approval Page.

NOTE: All OAQPS Employees must sign digitally with two-factor authentication (ex. Digital Signatures in Adobe that require PIV Card Authentication) as per CIO-2136-P-01.0 Electronic Signature Policy & Procedure. Use of Adobe Acrobat for digital signature meets these requirements.

[bookmark: _Toc176342011]Table of Contents, Document Format, and Document Control

	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Table of contents that includes all QAPP Standard Elements and the following as applicable:
· the location (i.e., page numbers) of sections, tables, figures (e.g., diagrams, charts) worksheets (if used), and other deliverables (e.g., appendices)
· Version Table that includes (Identified as History Page in Section 6 of the QAPP Standard):
· All Versions/Revisions of the QAPP
· Date of each Version/Revisions of the QAPP
· Description of Updates of the Version/Revisions of the QAPP
· Document control information is included on every page and includes:
· Title of the document- shortened version to include “QAPP”
· Version number 
· Date of the version
· Page number in relation to the total number of pages

	Additional OAQPS QAPP Requirements

	· Revision history table to include:
· Date of each Version/Revisions of the QAPP
· All Versions/Revisions of the QAPP
· Author
· Description of Revision and comments
· List or table of abbreviations and acronyms used in the document.



Guidance for Completing Section A3:
Table of Contents:
1. For convenience, use the table of contents provided in the OAQPS QAPP Standard Template or delete the table of contents and put your cursor where you want to add the table of contents in Section A3. Then click on the ‘References’ Tab and click on the ‘Table of Contents’ icon and select. 
2. Prior to submission to the EPA or your EPA QA Manager update the Table of Contents by right clicking the Table of Contents and Select ‘Update Field’.

Revision History:
New QAPP (Initial or First Draft):
1. Verify the “Version Date” selected on the Cover Page matches the first in the “Date” column. 
2. Verify the “Version/Revision #” in the second column matches the “Project QAPP Version/Revision” entered on the Cover Page.
3. Complete the “Author(s)” column with the author’s name.
An example of a completed Revision History Table for a new QAPP or a QAPP that has no prior approved versions is provided below in Table 1. 

[bookmark: _Toc176341983]Table 1. Example of a completed Revision History Table for an Initial QAPP.
	Date
	Revision #
	Author(s)
	Description of Revision & Comments

	October 6, 2023
	0
	Jane Doe
	Initial Draft



Revision of Existing Approved QAPP using this template:
1. List all versions/revisions of the QAPP by entering the appropriate information (Date, Revision #, Author(s), and Description of Revision & Comments) in each row for the Revision History Table.
An example of a completed Revision History Table of an updated or revised QAPP is provided below in Table 2. 

[bookmark: _Toc176341984]Table 2. Example Table of Completed Revision History of an updated/revised QAPP.
	Date
	Revision #
	Author(s)
	Description of Revision & Comments

	October 6, 2022
	0
	Jane Doe
	Initial Draft

	October 4, 2023
	1
	Jane Doe
	Updated QAPP to meet the Agency QAPP Standard.



Document Control:
Header for all QAPP Pages:
1. Verify the Title of the QAPP in the Header matches the title on the Cover Page. Please note the QAPP Title on the Cover page must include “Quality Assurance Project Plan”, the title of the QAPP required to be visible on all other pages may use acronyms such as “QAPP”. 
2. Select the QAPP Date which is the date the QAPP was prepared.
3. Verify the “QAPP Date” selected on the Cover Page matches the “QAPP Date” in the Header. 
4. Verify the format for pages numbers is the page number out of total number of pages.

Acronym/Abbreviations/Definitions: 
1. Update the table to include all acronyms or unique terms used throughout the QAPP. An example is provided below in Table 3.
2. Define any terms used within the QAPP that may be unfamiliar to others.
[bookmark: _Toc176342012]Acronym/Abbreviations/Definitions
[Revise as needed]
[bookmark: _Toc176341985]Table 3. Example of an Acronym/Abbreviations/Definitions Table
	EPA
	Environmental Protection Agency

	QA
	Quality Assurance

	QAM
	Quality Assurance Manager

	QAPP
	Quality Assurance Project Plan

	OAQPS
	Office of Air Quality Planning and Standards

	QC
	Quality Control

	QMP
	Quality Management Plan

	Quality Assurance
	Management activities involving planning, implementation, assessment, reporting, and quality improvement to ensure that a process, item, or service is of the type and quality needed and expected.

	Quality Control
	Technical activities that measure the attributes and performance of a process, item, or service against defined standards to verify that they meet the stated requirements.

	SOP
	Standard Operating Procedure




[bookmark: _Toc176342013]A4: Project Purpose, Problem Definition, and Background 
	[bookmark: _Hlk147907163]Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Identifies and addresses other QA planning documents that have relevant requirements such as QMPs, programmatic QAPPs, etc.
· Project Purpose and Problem Definition
· Describes the purpose of the project including the problem(s) to be addressed and question(s) to be answered.
· Documents the environmental decision(s) that need to be made.
· Identifies the type, quantity and quality of information needed for intended use.
· Describes the acceptance and performance criteria.
· Project Background
· Describes and/or cites background information, plans, and/or reports to provide the historical, scientific, and regulatory perspective for the project.
· Identifies the sources for existing information for the project.


Guidance for Completing Section A4:
1. [bookmark: _Toc176342014]
[bookmark: _Toc176342015]Project Purpose
Describe the purpose of the project’s environmental information operations (i.e., research, monitoring, use of existing data, etc.) and define the problem to be addressed and question to be answered. 

See Table 4 as a recommended option for summarizing much of the information needed for this section pertaining to project purpose, problem, and question to be answered.

[bookmark: _Toc176341986]Table 4: Example Project Purpose and Problem Summary
	Purpose
	Problem(s) to be addressed
	Question(s) to be answered

	The purpose of this program is to inform the public on current air quality conditions, forecasted air quality, and to provide health-based recommendations on actions to reduce exposure to harmful air.
	To provide valuable information to help air quality agencies inform the public, as well as guidance for the public to determine current air quality and how it may affect health.
	What is the air quality now?



[bookmark: _Toc176342016]Background
Include sufficient background information to provide a historical and scientific perspective for the current project.
See Table 5 as a recommended option for summarizing regulatory programs and standards.

[bookmark: _Toc176341987]Table 5: Example Applicable Regulatory Programs and Standards
	Regulatory Programs/Standard
	Reference (ex. CFR Section, Regulation, etc)
	Description

	Clean Air Act
	40 CFR 50
	National Primary and Secondary Ambient Air Quality Standards (including Federal Reference Methods)

	Clean Air Act
	40 CFR 53
	Ambient Air Monitoring Reference and Equivalent Methods



[bookmark: _Toc176342017]Other QA Documents
Identify other QA planning documents that have relevant requirements.
See Table 6 as a recommended option for summarizing the relevant QA planning documents. 

[bookmark: _Toc176341988]Table 6: Example Other QA Planning Documents that have Relevant Requirements
	Document Title
	Directive #, or Revision
	Effective Date
	Pertinence to this QAPP

	Quality Management Plan
	
	
	QAPP developed in accordance with

	Standard Operating Procedure
	
	
	SOP to be followed 

	U.S. EPA Quality Assurance Project Plan Standard
	CIO 2105-S-02
	April 3, 2024
	QAPP developed in accordance with

	U.S. EPA Records Management Policy
	CIO 2155
	June 9, 2020
	Records managed in accordance with



[bookmark: _Toc176342018]A5: Project Task Description 
	[bookmark: _Hlk147907047]Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Includes a description of the work to be performed.
· Identifies the products to be produced.
· Include all project tasks and schedule for accomplishing the tasks.


Guidance for Completing Section A5:
Provide a summary of the work to be detailed in this section of the QAPP and the schedule for implementation. Include a general overview of the various pertinent work activities (such as: field activities & sampling, types and locations of samples to be collected, measurements/analyses, data evaluation, gathering of existing data, etc.), products/reports to be generated, and a targeted schedule for each activity/report (including timeline from QAPP development through final report writing).

[bookmark: _Toc176342019]A6: Information/Data Quality Objectives and Performance/Acceptance Criteria 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Describe the project’s information/data quality objectives (DQOs). 
· Identify the performance and/or acceptance criteria to achieve those objectives.
· Describe the information/data quality indicators (DQIs) (Precision, Accuracy, Representativeness, Comparability, Completeness, and Sensitivity).


Guidance for Completing Section A6:
Describe the general objectives of the project, identify the targeted action limits/level, if applicable, and define the associated data quality acceptance criteria/measurement performance criteria for each of the data/information types. It may be easier to describe and identify each of the DQO’s and Performance and/or Acceptance Criteria for each data type in a table format. For more information on how to develop DQO’s for your project, please refer to Guidance on Systematic Planning Using the Data Quality Objectives Process (QA/G-4).

NOTE: Performance criteria are defined in terms of newly generated data. Whereas acceptance criteria are defined in terms of the use of existing environmental information.

This is a very important section of the document to develop and requires thorough analysis of the project purpose and intended use of the environmental information. 

1. [bookmark: _Toc176342020]
1. [bookmark: _Toc176342021]
[bookmark: _Toc176342022]Objectives and Project Decisions
Include statement(s) of the general objectives and demonstrate knowledge of the overarching purpose for the project and what decisions are to be made using the data. Phrase decisions in terms of “…if…then…” type of statements. 

[bookmark: _Toc176342023]Action Limits/Levels (this section is not applicable to all EIOs)
Provide action limits/levels to help decision makers target a course of action, as well as to support selection of analytical operations and field measurements. These are numerical values that will help the decision makers target a course of action from the projects data. They may include regulatory standards, risk-based concentration levels and technology limitations.

See Table 7 as a recommended option for summarizing much of the information needed for analytical operations.

[bookmark: _Toc176341989]Table 7. Example Analytical Parameters and Target Limits Table
	Matrix/Media:

	
Analytical Parameter1
	
Project Action 
Limit/Level
(Applicable units)
	
Laboratory Limits2
(Applicable units)

	
	
	
Quantitation Limits

	
Detection 
Limits
(If appropriate)

	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	




1 Analytical parameters include both field and laboratory analyses.
2 Laboratory quantitation limits and detection limits are those that an individual laboratory or organization can achieve for a given analysis on a routine basis. 
· Quantitation limits are the minimum concentrations that can be identified and quantified above the detection limit within some known limits of precision and accuracy/bias. It is recommended that the quantitation limit is supported by the analysis of a standard of equivalent concentration (typically, the lowest calibration standard). 
· Detection limits are the minimum concentration that can be detected above background or baseline/signal noise of an instrument. 


[bookmark: _Toc176342024]Measurement Performance Criteria/Acceptance Criteria
Describe the data quality needed to support project decisions. See Tables 8 and 9 as recommended options for summarizing some of the information needed for laboratory analyses or standard operating procedures (SOPs) and field measurements, respectively. 
Discuss the data quality indicators (DQIs) and the acceptance criteria/measurement performance criteria for each DQI and identify the QC or other mechanism to be used to assess if the criteria were met. The principal DQIs include precision, accuracy, representativeness, comparability, completeness, and sensitivity. See Table 10 below. However, depending on the type of project, other DQIs may be more appropriate. Describe how you plan to assess each DQI.


[bookmark: _Toc176341990]Table 8. Quality Control Requirements for Analyses Example Table
	
(<<Matrix>> for Analyses of <<Type of Analyses>>)

Analytical Method/SOP:


	
QC Sample:
	
Data Quality 
Indicator 
(DQI)
	
Frequency/
Number
	
Method/SOP
QC Acceptance
Limits 
	
Acceptance Criteria/
Measurement Performance 
Criteria
	
Corrective Action

	
LABORATORY ANALYSIS:
	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	
FIELD ANALYSIS:
	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	




[bookmark: _Toc176341991]Table 9. Quality Control Requirements for Field Measurements
	
(<<Matrix>> for Field Measurements of <<Type of Parameters>>)


Field Parameter:


	
QC Sample: 
	
Data Quality 
Indicator 
(DQI)
	
Frequency/
Number
	
Method/SOP
QC Acceptance
Limits
	
Acceptance Criteria/
Measurement Performance 
Criteria
	
Corrective Action

	
<<PARAMETER 1 – Instrument Name (Manufacturer, Model)>>

	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	
<<PARAMETER 2 – Instrument Name (Manufacturer, Model)>>

	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	
<<PARAMETER 3 – Instrument Name (Manufacturer, Model)>>

	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	





[bookmark: _Toc176341992]Table 10. Standard Data Quality Indicators Definitions and Examples of Checks & Goals
	Data Quality Indicators (DQI)
	Definition
	Example of Quality control activities
and checks
	Example of DQI goals

	Precision
	measure of agreement among repeated measurements of the same property under identical, or substantially similar, conditions.
	Field and laboratory replicates
	20 percent RPD (relative percent deviation) or RSD (relative standard deviation)

	Accuracy (Bias)
	measure of the overall agreement of a measurement to a known value.
	Calibration standards, blanks
	No blanks contaminated and all calibrations within acceptable limits (or acceptance criteria)

	Representativeness
	measure of the degree to which data accurately and precisely represent a characteristic of a population, parameter variation at a sampling point, a proves condition, or an environmental condition.
	Evaluate whether the data accurately represents the system, population, place, time and/or situation of interest
	Data collected represent the system characterized or exposure experienced and are not biased

	Comparability
	measure of confidence that two or more data sets can contribute to a common analysis.
	Compare to existing data or datasets.
	Data collected are sufficiently similar in methodology to permit a meaningful analysis

	Completeness
	measure of the amount of valid data obtained from a measurement system, expressed as a percentage of the number of valid measurements that should have been collected.
	Compare to intended sampling goals to meet the project purpose.
	Could be stated as the total number of samples or a percentage (e.g., 90%) of samples collected, or an identification of the critical samples needed for the project purpose

	Sensitivity
	capability of a method or instrument to discriminate between measurement responses representing different levels of the variable of interest.
	Compare to reporting or detection limits from existing data or for decision-making.
	State the sensitivity needed for the instruments, methods or processes used for the project to obtain meaningful data. This depends on analytical method but generally the reporting or detection limits should be 3 to 5 times lower than an action level.



If there is existing data, it has its own set of DQIs for the purpose of the project. The evaluation of existing data relative to the project’s acceptance criteria is usually done through the evaluation and appropriateness of the metadata. There are five general assessment factors (GAFs) used to evaluate the quality and relevance of the scientific and technical information. Table 11 provides an example of the 5 general assessment factors applied to an existing data project. For more information on the General Assessment Factors please refer to EPA’s A Summary of General Assessment Factors for Evaluating the Quality of Scientific and Technical Information (EPA 100/B-03/001, 2003).

[bookmark: _Toc176341993]Table 11. Examples of GAFs as they pertain to existing environmental information operations.
	General Assessment Factor (GAF)
	Definition
	Examples of questions to ask in consideration of each GAFs
	Example of GAF Applied to Existing Environmental Information

	Soundness
	The extent to which the scientific and technical procedures, measures, methods, or models employed to generate the information are reasonable for, and consistent with, the intended application
	1. Is the purpose of the study reasonable and consistent with its design?
2. To what extent are the procedures, measures, methods, or models employed to develop the information reasonable and consistent with sound scientific theory or accepted approaches?
3. How do the study’s design and results compare with existing scientific or economic theory and practice? Are the assumptions, governing equations and mathematical descriptions employed scientifically and technically justified? Is the study based on sound scientific or econometric principles?
4. In the case of a survey, have the questionnaires and other survey instruments been validated (e.g., compared with direct measurement data)? Were checks for potential errors made during the interview process?
5. How internally consistent are the study’s conclusions with the data and results presented?
	Source relies on sound scientific theory and approaches, and conclusions are consistent with data presented.

	Applicability and Utility
	The extent to which the information is relevant for the Agency’s intended use.
	1. How useful or applicable is the information to the Agency’s intended use of the analysis?
2. How relevant are the study’s purpose, design, outcome measures and results to the Agency’s intended use of the analysis (e.g., for a pollution control estimate)?
3. Are the domains (e.g., location, time, pollutant) where the model or results are valid useful to the Agency’s application?
4. How relevant is the study to current conditions of interest? Is the information still relevant? Is the information relevant to the Agency’s current application? 
	Source provides information relevant to pollution reduction technology in a commercial setting.

	Clarity and Completeness
	The degree of clarity and completeness with which the data, assumptions, methods, quality assurance, sponsoring organizations and analyses employed to generate the information are documented. 
	1. To what extent does the documentation clearly and completely describe the underlying scientific or economic theory and the analytic methods used?
2. To what extent have key assumptions, parameter values, measures, domains, and limitations been described and characterized?
3. To what extent are the results clearly and completely documented as a basis for comparing them to results from other similar tests?
4. If novel or alternative theories or approaches are used, how clearly are they explained and the differences with accepted theories or approaches highlighted?
5. Is the complete data set accessible, including metadata, data-dictionaries, and embedded definitions (e.g., codes for missing values, data quality flags and questionnaire responses)? Are there confidentiality issues that may limit accessibility to the complete data set?
6. In the case of a modeling exercise, have the definitions and units of model parameters been provided? To what extent have the procedures for applying the model been clearly and completely documented? How available and adequate is the information necessary to run the model computer code?
7. To what extent are the descriptions of the study or survey design clear, complete and sufficient to enable the study or survey to be reproduced? 
8. Have the sponsoring organization(s) for the study/information product and the author(s) affiliation(s) been documented? 
9. To what extent are the procedures for quality assurance and quality control of the data documented and accessible?
	Source provides underlying data, assumptions, procedures, and model parameters, as applicable, as well as information about sponsorship and author affiliations.

	Uncertainty and Variability 

	The extent to which the variability and uncertainty (quantitative and qualitative) in the information or in the procedures, measures, methods, or models are evaluated and characterized. 
	1. To what extent have appropriate statistical techniques been employed to evaluate variability and uncertainty? To what extent have the sensitive parameters of models been identified and characterized?
2. To what extent do the uncertainty and variability impact the conclusions that can be inferred from the data and the utility of the study? What are the potential sources and effects of error and bias in the study design?
3. Did the study identify potential uncertainties such as those due to inherent variability in environmental and exposure-related parameters or possible measurement errors?
	Source identifies uncertainties, variability, sources of error and/or bias and properly reflects them in any conclusion drawn.

	Evaluation and Review
	The extent of independent verification, validation, and peer review of the information or of the procedures, measures, methods, or models.
	1. To what extent has there been independent verification or validation of the study method and results? What were the conclusions of these independent efforts, and are they consistent?
2. To what extent has independent peer review been conducted of the study method and results, and how were the conclusions of this review considered? 
3. Has the procedure, method or model been used in similar, peer reviewed studies? Are the results consistent with other relevant studies?
4. In the case of model-based information, to what extent has independent evaluation and testing of the model code been performed and documented?
	Source has undergone documented quality assessment or peer review. 


[bookmark: _Toc122940333]
[bookmark: _Toc176342025]A7: Distribution List 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· The organization responsible for conducting the environmental information operations maintains a copy of the QAPP and all revisions.
· Includes a distribution list that includes the following:
· List of all individuals that will receive a copy of the approved QAPP and subsequent revisions.
· Operations Manager
· QA Manager
· Operation and quality personnel involved in environmental information operations for the project.
· Identifies the organizational information of each individual listed in the distribution list



Guidance for Completing Section A7:
List all the individuals (along with their titles, organizations, and contact information) who will receive original copies of the approved QAPP and any subsequent revisions. Include all persons who are responsible for project implementation (to include project managers/operations managers, QA managers, and representatives of all groups/agencies involved). Identify who is responsible for maintaining and distributing the QAPP.

It is recommended to use the table already provided within the OAQPS QAPP template to meet the requirements for the distribution list. Another method may be used to present the information if all required information is present.

[bookmark: _Toc122940334][bookmark: _Toc176342026]A8: Project Organization 

	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Identify all project participants with their organizational information by their role, title and describe their responsibilities. This includes all EPA staff as well as any of the following:
· all contractors, 
· subcontractors, 
· sub-grantees, 
· supporting environmental information operations, and
· principal environmental information or data users within the organization conducting the environmental information operations as well as outside of this organization.
· Identifies who has approval authority for the QAPP.
· Identifies the senior manager as having executive leadership authority and providing resources.
· Identifies the Operations Manager.
· Identifies who is responsible for maintaining the QAPP.
· Identifies who is responsible for initiating annual review of the QAPP (for multi-year projects).
· Identifies the Project QA Manager.
· Describes the Project QA Manager’s oversight authority and responsibility for planning, documenting, coordination and assessing effectiveness for the QAPP. 
· Describe the QA Managers authority to access and discuss quality-related issues with their organization’s senior manager outsides of their direct supervisory chain of command.



Guidance for completing Section A8:
It is recommended to use and revise as needed the table provided within the OAQPS QAPP template to meet the requirements for this section. Another method, such as the example text below, may be used to present the information if all required information is present.
Below is some example language that can be included if the table in the template is not used. Please revise/edit the information, as appropriate, and ensure the name of the individual associated with each title is presented.

Senior Manager will be the responsible official for this project overseeing the overall project resources including assigning personnel, funding, and schedule. He/she will communicate project needs to the project operations manager.

QA Manager or Designee will be responsible for reviewing and approving the QA Project Plan. The QAM reports independently to the Senior Manager and communicates issues and concerns to the Senior Manager and will notify them directly if there are any issues with QAPP compliance. 

Project Operations Manager will have overall responsibility for assigning appropriate personnel to complete the tasks included in this plan. He/she will ensure that the project budget is adhered to. He/she will communicate with the Senior Manager on work accomplished in this plan and any problems or deviations that need to be resolved. The Project Operations Manager will also be responsible for maintaining the QAPP and initiating the annual review of the QAPP, if applicable.

Contractor (or Grantee) Field Sampling Lead will be responsible for assigning field samplers their specific tasks and objectives. He/she has overall responsibility for all field activities. He/she will report to the Contractor Project Manager.

Contract Laboratory Lead or Contact will be responsible for assigning appropriate laboratory staff to perform the analyses specified in this plan.

Other Key Project Positions – 

[bookmark: _Toc176342027]A9: Project QAM Independence 

	[bookmark: _Hlk142990390]Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Project QA Manager must be independent of Environmental Information Operations.
· Describes how the Project QA Manager independence is ensured



The Project QAM is not required to be independent of senior officials, such as corporate managers or agency administrators, who are nominally, but not functionally, involved in environmental information operations. The Operations Manager or designee will not have authority to sign QAPPs for the QAM or designee, nor will the QAM or designee have authority to sign QAPPs for the Operations Manager or designee.

The two functions, QA and operations, must remain independent; however, in small organizations outside of EPA and EPA contractors (e.g., small tribal departments), these two functions may be combined with approval from the EPA QAM.
Guidance for completing Section A9:
For EPA organizations it is recommended to use the boiler plate language included in the OAQPS QAPP Template.
For non-EPA organizations, please explain the independence of the project QA Manager.

[bookmark: _Toc176342028]A10: Project Organizational Chart and Communications 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Includes an Organizational Chart that includes the following:
· Lines of authority, including reporting relationships designated by solid lines.
· Lines of communication demonstrated by dotted lines.
· Names, roles, titles, and organizational information of individuals involved in Environmental Information Operations
· Identifies Senior Manager
· Identifies the Project Operations Manager Role
· Reporting relationship between Project Operations Manager and Senior Manager
· Project QA Manager
· Lines of Communication between the Senior Manager and QA Manager
· Demonstrate Independence of the Project QA Manager from the Environmental Information Operations
· Describes in sufficient detail communications procedures and timing of communication.
· Describes or cites Standard procedures for communications of elevating discrepancies and QAPP non-conformances, process improvements, and seeking concurrence and approvals between project personnel.


Guidance for Completing Section A10:
Provide a concise organization chart showing the relationships and lines of authority/ communication for all named people and organizations. For EPA Organizations see Figure 1 for an example of an organizational chart. For non-EPA organizations, see Figure 2 for an example of an organizational chart.

[image: ]
[bookmark: _Toc147925756]Figure 1.Example of an Intramural Organizational Chart
[image: ]
[bookmark: _Toc147925757]Figure 2. Example of an Extramural Organizational Chart
1. [bookmark: _Toc176342029]
1. [bookmark: _Toc176342030]
1. [bookmark: _Toc176342031]
1. [bookmark: _Toc176342032]
[bookmark: _Toc176342033]Communication
Describe in sufficient detail communications procedures and timing of communication.
Describe or cite standard procedures for communications of elevating discrepancies and QAPP non-conformances, process improvements, and seeking concurrence and approvals between project personnel.

See Table 12 as a recommended option for summarizing the various communication pathways. Revise as needed. 

[bookmark: _Toc176341994]Table 12: Communication Pathways
	Communication Driver
	Responsible Entity
	Procedure (timing, pathway, mechanism, etc.)

	Elevating discrepancies within organization
	
	

	QAPP non-conformances
	
	

	Process improvement
	
	

	Concurrence and approvals between project personnel
	
	

	Elevating discrepancies to EPA
	
	




[bookmark: _Toc176342034]A11: Personnel Training /Certification 

	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Identifies who is responsible for ensuring personnel conducting the environmental information operations are qualified, trained, and experienced.
· Identifies who is responsible for documenting personnel training.
· Describes any specialized training or certifications required for environmental information operations.
· Describes how training will be provided, and skills are evaluated.
· Describes how training and skills evaluation will be documented.

	EPA Organizations involving Field Activities

	· Reference all personnel training requirements in the EPA Quality Assurance Field Activities Procedure.


Guidance for completing Section A11:
Identify and describe any specialized education, experience, training or certification requirements needed by personnel to successfully complete the project or task. Discuss how and by whom training will be provided, as well as how and where the training records will be documented. Include any competency test personnel may be required to pass to perform tasks outlined in the project. Reference any applicable SOPs for training of personnel.

NOTE: Simply stating “no specialized training is required,” is not sufficient for this section. 

[bookmark: _Toc122940342][bookmark: _Toc176342035]A12: Documents and Records 
	[bookmark: _Toc122940343]Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Lists all project documents, records and electronic files that currently exist and will be produced.
· Reference all applicable requirements for the final disposition, storage location and length of retention. (Or identify the record schedule for all project records and documents).
· Identifies the system in place by the organization conducting environmental information operations for the control of all documents including preparation, review, approval, issuance, revision, and archiving documents.

	Field Activities

	Includes all Document Control and Records Management requirements identified in the EPA QAFAP.


Guidance for Completing Section A12:
Identify any project documents. Identify any project records to be maintained, how/where the records will be stored, and the length of time of storage. 
NOTE: Many EIO project records will be under EPA Retention Schedule 1035c. 

1. [bookmark: _Toc176342036]
1. [bookmark: _Toc176342037]
[bookmark: _Toc176342038]QA Project Plan Distribution
Describe the process for distributing the most current approved QAPP, as well as any revisions/updates, to appropriate project staff. Also describe the annual review process for the QAPP (multi-year projects only) including how this is documented and by whom.

[bookmark: _Toc122940344][bookmark: _Toc176342039]Field Documentation and Records
Describe information generated in the field (e.g., field forms, well development & sampling logs, field logbooks, chain-of-custody forms, etc.), if applicable.

[bookmark: _Toc122940345][bookmark: _Toc176342040]Laboratory Documentation and Records
Summarize the type of information necessary to be included in laboratory data report packages, including electronic data deliverables (if needed), if applicable. 

[bookmark: _Toc122940346][bookmark: _Toc176342041]Quarterly and/or Final Reports
Describe the type of information to be included in the final reports (for example: perhaps it will be summarized in a data base and/or Excel spreadsheet with all supporting information to be retained in a project file).

Below is an example table to consider including. Please revise/edit the information, as appropriate.

Table 13 provides a list of documents and records that will be generated for this project, the parties responsible for generating and maintaining those records, storage locations, and applicable Records Schedule.

[bookmark: _Toc176341995]Table 13. Example Documents and Records Table
	Record Type
	Responsible Party
	Location
	Format
	Records Schedule

	QAPP
	Jane Doe
	C:\
	PDF
	EPA Records Schedule 1035c

	
	
	
	
	



[bookmark: _Toc176342042]IMPLEMENTING ENVIRONMENTAL INFORMATION OPERATIONS

[bookmark: _Toc122940348][bookmark: _Toc176342043]B1: Identification of Project Environmental Information Operations 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Describe in detail the Environmental Information Operations (EIO) to be conducted for the project.
· Describe in detail how the project purpose (from Section A4) will be satisfied based on the described environmental information operations.
· Describe in detail how the information/data quality objectives and performance and acceptance Criteria (from Section A6) will be satisfied based on the described environmental information operations.



Guidance for Completing Section B1:
Describe in detail the environmental information operations to be conducted for the project and state how they will satisfy the project purpose, and the information/data quality objectives and performance and acceptance criteria in the Group A4 and A6 Elements.

Demonstrate either in a table, or through a narrative form how information/data quality objectives and performance and acceptance criteria (identified in A6) will be satisfied based on the described environmental information operations.
See Table 14 as a recommended option for summarizing the EIO and how it will satisfy the project purpose, DQO, and acceptance/performance criteria.

[bookmark: _Toc176341996]Table 14: Example Environmental Information Operations
	Environmental Information Operation
	How this EIO will satisfy the:

	
	Project purpose
	DQO
	Acceptance/Performance Criteria

	Identifying relevant scientific, technical, air quality and/or other existing information. 
	Informing the nature and scope of the assessments needed to support the current NAAQS review. 
	Ensure that this information is accurately captured and transferred into the IRP. 
	All information is accurate to its original form. 

	
	
	
	



[bookmark: _Toc122940349][bookmark: _Toc176342044]B2: Methods for Environmental Information Acquisition 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Identify and describe the methods and procedures for how environmental information will be acquired throughout the project including any implementation requirements. The acquisition of environmental information includes collection, production, evaluation and/or use as well as design, construction, operation, or application of environmental technology.
· Identify Methods by the following:
· Number/Identifier;
· Version/revision date;
· Identifies exact option selected or to be used within the method citation if the method allows the selection of various options; and
· Regulatory citation (if applicable).
· Identifies and describes any SOPs used for the acquisition of environmental information including the:
· Version/revision date of the SOP;
· Responsible Party for maintaining and updating the SOP;
· Any planned SOP updates/modifications for the course of the project;
· Identify the exact procedures to be used if there is more than one option of procedure within the SOP;
· Identify the equipment to be used if there is more than one option for equipment to be used within the SOP.
· Describe how the identified SOP(s) will be available to the personnel conducting the environmental information operations.

	Field Activities

	· Describe or reference detailed descriptions of procedures for all field activities including but not limited to information derived from:
· tools, 
· instruments, 
· observational results, 
· investigations, and
· sample collection. 
· Describe or reference maximum holding times for:
· sample extraction and/or analysis; 
· selection and preparation of sample containers; 
· sample volumes; 
· preservation methods; and
· sample handling and custody.

	Laboratory Activities

	· Identify the analytical methods by the following:
· number/identifier; 
· version/revision date; and 
· regulatory citation (if applicable). 
· Describe or reference SOPs that address procedures to be conducted when a non-compliance or failure in the analytical system occurs, who is responsible for corrective action, and how to determine and document the effectiveness of the corrective action. 
· Specify the laboratory data package turnaround time needed, if important to the project schedule. 
· For non-standard method applications, such as for unusual sample matrices and situations, appropriate method performance study information is described to confirm the performance of the method for the matrix. If previous performance studies are not available, the QAPP shall describe how performance studies will be developed during the project and included as part of the project results.

	Existing Information (Data)

	· Describe the existing environmental information (data) to be obtained/collected.
· Describe how the existing environmental information will be collected.
· Describe the intended use of the existing environmental information is to be collected.
· Describe the criteria for acceptance and evaluation of the existing environmental information for suitability for the current project. If the information is to be combined with new environmental information, describes the criteria to ensure compatibility.

	Environmental Technology

	· Identify whether the technology is primarily for pollution prevention, contamination containment, storage, or remediation. 
· Describe the physical parameters or processes collected using environmental technologies as well as the specific systems, devices, and their components applicable to both hardware and methods or techniques that measure and/or remove pollutants or contaminants and/or prevent them from entering the environment. 



Guidance for Completing Section B2:
Identify and describe the methods and procedures for how environmental information will be acquired throughout the project including any implementation requirements. The acquisition of environmental information includes collection, production, evaluation and/or use as well as design,
construction, operation, or application of environmental technology. 

Field Sampling:
Describe the procedures for collecting field samples, as well as the associated field QC samples. Identify the sampling methods and equipment. If applicable, a site map showing the sampling locations and other relevant information for the project should include a north arrow, enough detail to put the sampling locations in context to the surroundings, and a good key for any symbols used.

Describe the process for preparing and decontaminating sampling equipment. 

Identify the sample containers (number, type, and size), preservation methods, and maximum holding times for each sample and analysis. See Table 11 below as a recommended option for summarizing some of the information needed.

NOTE: If information is available in standard operating procedures (SOPs), include these in the appendices. If the SOPs provide options, ensure that the option(s) selected for the current project are identified in the text.

Existing Information:
List the existing information to be obtained, describe how the existing environmental information will be collected, describe the intended use of that information, and the criteria for acceptance of the information for the project. If the information is to be combined with new environmental information, the criteria to ensure compatibility should be listed.
Intended uses may include but are not limited to:
• the project exclusively uses existing information
• the project uses existing information in combination with newly generated environmental information 
• the existing information will be used to verify or validate other sources of information 
• existing information will only be used in certain phases of project implementation (for example, project scoping, design). 

Describe the procedures for determining the quality of the existing data. For example, are there any QAPPs for the existing information, has a peer review been conducted, rationale for “high quality” data versus “lower quality” data, etc. Insufficient metadata for an existing data source may be reason to not use that particular data. 

Models:
Describe:
• Method(s) of acquiring input information 
• Identification of forms, checklists, on-line interactive screens used in the modeling process 
• Identification of graphics developed to document the information management process (process flow diagrams, modeling flow charts, etc.) 
• Documentation of internal checks used during data entry 
• Analyses that should be highlighted for characterization of uncertainty and variability in the model results (e.g., summary statistics, frequency distributions, goodness-of-fit tests) 
• Computer hardware and operating system requirements necessary to run the model 

Example Table 15 demonstrates how to use a table to meet the specific requirements for SOPs in this section. Table 16 is an example of meeting sampling requirements within a table for field-based projects. Table 17 is an example of meeting method requirements within a table for lab-based projects. Table 18 is an example on how to meet the requirements for this section for existing data projects.

[bookmark: _Toc176341997]Table 15. Example SOP Details for this Project
	SOP ID
	SOP Title
	SOP Contact
	Description of Operating Procedure

	OAQPS-SOP-001
	SOP for Collecting Air Canister Samples
	Jane Doe
	Operating procedure to collect ambient air canister samples to measure VOCs.

	OAQPS-SOP-002
	SOP for the EPA Air Quality Model
	Jane Doe
	This operating procedure describes the operation, maintenance, and calibration of the EPA air quality model. 



[bookmark: _Toc176341998]Table 16. Example Field Sampling Table
	Sampling Location
	Matrix
	Analytical Parameter
	Sampling Method/SOP
	# Samples + QC (Total)
	Sample Volume/ Container
	Preservation

	Niceville- 001
	Ambient Air
	Ethylene Oxide (EtO)
	SOP-1234 – SW Collection
SOP-4567 – Field Filtration
	1 samples + 1 duplicate (2)
	VOC Canister
	NA



[bookmark: _Toc176341999]Table 17. Example Analytical Methods Table
	Analytical Parameter
	Matrix
	Analytical Method/SOP
	Storage Conditions/Holding Time
	MDL/MRL

	Lead (Pb)
	Ambient Air
	SOP-00A1
	Filter stored at 4°C for 28 days
	MDL = 0.015ug/m3
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[bookmark: _Toc176342000]Table 18. Existing Data for Addressing Project Questions and Data Limitations
	


Type of Existing Data
	Data Source (e.g., Originating
Organization, Report Title, Date)
	Data Generator(s)
(e.g., Originating Org., Data Types, Data Generation/Collection Dates)
	


How Data Will Be Used
	


Limitations on Data Use

	Emission Control Cost Estimates
	Peer-Reviewed Journal Articles/Books

	Discuss the organization, what data types, and the timeframe of the article/book.
	For input into calculating cost of different emission controls for industry.
	1. Is the data representative of commercial operations?
2. Are there other sources that can corroborate?


	Geographic Information System Data (a dataset that has underlying geographic encoding)
	TIGER Census product, a spatial extract from the Census Bureau's MAF/TIGER database TIGER -Topologically Integrated Geographic Encoding and Referencing
	US Census Bureau: containing features such as
Boundaries, Population Counts, Housing Unit Counts, 2010 Census Demographic Profile
	To map and spatially analyze populations in proximity to industrial plants.
	1. Uncertainty in level of detail.
2. Limited to 2010 census.




[bookmark: _Toc122940350][bookmark: _Toc176342045]B3: Integrity of Environmental Information 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Describe or cite the procedures for ensuring the integrity of the environmental information operations. 

	Field Activities

	· Describe or cite procedures and requirements for sample handling and custody to include but not limited to:
· field logs, 
· packaging, 
· transport and/or shipment from the site, and 
· storage at the laboratory. 
· QAPP shall contain examples of the following:
· sample labels, and 
· chain of custody forms/sample custody logs. 

	Laboratory Activities

	· Identify each laboratory to be used as well as a back-up laboratory if identified as required in systematic planning, contract statements of work, or workplans. 
· Describe the processes for ensuring the laboratory maintains current accreditation and/or certification for applicable analytes and matrices.



Guidance for Completing Section B3:
Describe or cite the procedures for ensuring the integrity of the environmental information operations.

For field sampling:
Describe the sample handling and custody procedures in the field, during transport, and through receipt at the laboratory. 

Include examples of sample labels, chain-of-custody forms, and sample custody logs. (Note: These could be provided with the information in Appendix A. Field Documentation.)

Describe procedures for packing samples for transfer/shipment.

For laboratory analysis:
Describe the processes for ensuring the laboratory maintains current accreditation and/or certification for applicable analytes and matrices.

For existing data:
Describe how the existing data will be protected from alteration.

NOTE: If information is available in SOPs, include these in the appendices. If these documents provide options, ensure that the option(s) selected for the current project is identified in the QA Project Plan text and is clearly understood by all necessary project and laboratory personnel. 

[bookmark: _Toc176342046][bookmark: _Toc122940355]B4: Quality Control 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Identifies and describes the Quality Control (QC) activities needed for each environmental information operation to meet project environmental information/data quality objectives and performance/acceptance criteria.
· Describes or cites the frequency of each type of QC activity, corrective actions, and how the effectiveness of the corrective action shall be determined and documented.
· Describes or references the procedures to be used to calculate applicable statistics (e.g., precision and bias).

	Field Activities and/or Laboratory 

	· Describe how the following QC activities will be used:
· blanks, 
· duplicates, 
· matrix spikes, 
· laboratory control samples, and 
· surrogates.

	Existing Information (Data)

	· Describe how the following QC practices will be applied:
· the use of systematic review, 
· independent secondary review of studies in the open literature, and 
· QC of constructed databases or spreadsheets.

	Models

	· Describe how the following QC practices will be applied:
· model calibration, and 
· model validation (sensitivity analyses).



Guidance for Completing Section B4:
The QAPP shall identify and describe the QC activities needed for each environmental information operation to meet project environmental information/data quality objectives and performance/acceptance criteria. The QAPP shall describe or cite the frequency of each type of QC activity, corrective actions, and how the effectiveness of the corrective action shall be determined and documented. The QAPP shall describe or reference the procedures to be used to calculate applicable statistics (e.g., precision and bias). 

For environmental information operations involving field sampling, measurements, and laboratory analysis QC activities include, but are not limited to, 
· the use of blanks, 
· duplicates, 
· matrix spikes, 
· laboratory control samples,
·  and surrogates.

For environmental information operations using existing data, QC activities include, but are not limited to:
· the use of systematic review, 
· independent secondary review of studies in the open literature, and
· QC of constructed databases or spreadsheets.

For environmental information operations using models or modeling, QC activities include, but are not limited to model calibration and model validation (sensitivity analyses):
· Model calibration activities, including acceptance criteria, 
· Frequency of model calibration activities, 
· Details on the model calibration procedure, 
· Types of output generated by the model calibration, 
· Approach to characterize uncertainty (e.g., sensitivity analysis),
· Corrective action to be taken if criteria are not met, 
· Resources and responsibilities for calibrating the model, and 
· Analysis of model output relative to acceptance criteria. 

Table 19 below provides a list of some Quality Control checks that may be included within a QAPP, and what information is provided by performing the QC check. Table 20 is an example of using a table to meet the minimal requirements for this section.

[bookmark: _Toc176342001]Table 19. Project Quality Control Checks
	QC Check
	Information Provided

	Blanks

	· bottle blank
	cleanliness of sample bottles 

	· field blank
	transport, storage, and field handling bias 

	· reagent blank
	contaminated reagent 

	· rinsate or equipment blank
	contaminated equipment 

	· method blank 
	response of an entire laboratory analytical system 

	Spikes

	· matrix spike
	analytical (preparation + analysis) bias 

	· matrix spike replicate
	analytical bias and precision 

	· analysis matrix spike
	instrument bias 

	· surrogate spike 
	analytical bias 

	Calibration Check Samples

	· zero check
	calibration drift and memory effect 

	· span check
	calibration drift and memory effect 

	· mid-range check
	calibration drift and memory effect 

	Replicates, Splits, etc. 

	· field collocated samples 
	sampling + measurement precision 

	· field replicates 
	precision of all steps after acquisition

	· field splits 
	shipping + interlaboratory precision

	· laboratory splits
	interlaboratory precision 

	· laboratory replicates 
	analytical precision 

	· analysis replicates 
	instrument precision 



[bookmark: _Toc176342002]Table 20. Example QC Table
	QC Sample Type
	Frequency
	Acceptance Criteria
	Corrective Action 

	Field Duplicate
	Two per sampling location
	RPD ± 30%
	Flag in comments

	Continuing Calibration Verification
	1 per every 6 injections 
	Recovery ± 20%
	Flag in comments. Recalibrate and reanalyze, if possible, impacted samples. 




[bookmark: _Toc122940359][bookmark: _Toc176342047]B5: Instruments/Equipment Calibration, Testing, Inspection, and Maintenance 

	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Identifies all instruments/equipment used for EIO, to include, but not limited to:
·  tools, 
· gauges, and 
· pumps.
· Describes all procedures and documentation activities that will be performed to ensure that the instruments/equipment are available and in working order when needed.
· Describe or reference how calibration will be conducted, documented, and be traceable to the instrument.
· Describes or references procedures and documentation activities on how instruments and equipment will be tested, inspected, and maintained.
· Describes the availability of critical spare parts, identified in the operating guidance and/or design specifications of the instruments/equipment.


Guidance for Completing Section B5:
Identify all tools, gauges, test equipment, instruments, etc. (for both field and laboratory) that need periodic maintenance, testing, or inspection. 

Describe how inspections and acceptance testing of environmental sampling and measurement systems and their components will be performed and documented. 

Describe or reference how periodic preventive and corrective maintenance of measurement or test equipment will be performed. Identify the equipment and/or systems requiring periodic maintenance. 

NOTE: If information is available in standard operating procedures (SOPs), field equipment/instrument manuals, and/or laboratory QA Manuals, include these in the appendices. If these documents provide options, ensure that the option(s) selected for the current project is identified in the QAPP text and is clearly understood by all necessary project and laboratory personnel. 

For Calibration:
Describe how calibration of these items will be performed and documented. If information is included elsewhere in an attachment, you may choose to reference it. 

NOTE: If information is available in standard operation procedures (SOPs), field equipment/instrument manuals, and/or laboratory QA Manuals, include these in the appendices. If these documents provide options, ensure that the option(s) selected for the current project is identified in the QAPP text and is clearly understood by all necessary project and laboratory personnel.

Tables 21 and 22 are examples of tables that may be used to meet the minimal requirements for this section.

[bookmark: _Toc176342003]Table 21. Example Equipment and Instrument Maintenance, Testing, Inspection and Calibration
	SOP
Reference
	Field & Analytical Equipment and/or Instrument
	Responsible Person
	Maintenance/ Testing/ Inspection/ Calibration Activity
	Frequency of Activity
	Acceptance Criteria
	Corrective Action

	OAQPS-SOP-003
	Balances
	Chris P. Bacon
	Tested with certified check weight
	Each day of use
	Within ±0.1ug of certified check weight
	Retest x1

Retest failure = Contact Manufacture and send for recalibration

	OAQPS-SOP-004
	Barometer
	Chris P. Bacon

	Calibration 

	Minimally quarterly, monthly recommended

	Within ± 10mm/Hg of certified standard

	Retest and recalibrate.


	
	
	
	
	
	
	



[bookmark: _Toc176342004]Table 22. Example Equipment and Instrument Inspection and Calibration Table
	Field & Analytical Equipment and/or
Instrument
	Calibration Procedure
	Frequency of Calibration
	Acceptance Criteria
	Corrective Action
	Responsible Person
	Analytical SOP Reference

	Pressure Gauges or Transducers
	Factory calibrated and must be within 0.5 PSI or other manufacturer-specified tolerance.
	Initially and when calibration checks show out of tolerance.
	All parameters checked against factory standards.

	Clean and re-calibrated or return to factory
	Jane Doe
	Lab-SOP-005

	
	
	
	
	
	
	





[bookmark: _Toc122940367][bookmark: _Toc176342048]B6: Inspection/Acceptance of Supplies and Services 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Identify the individual(s) responsible for inspection and acceptance of supplies and services.
· Identify supplies provided by vendors to be inspected and accepted to include, but limited to:
· spare parts for instruments/equipment, 
· standard materials and solutions, 
· sample bottles, 
· calibration gases, 
· reagents, hoses, 
· deionized water, 
· potable water, and 
· electronic data storage media.
· Identify services provided by vendors to be inspected and accepted to include, but not limited to contractors, sub-contractors, and sub-grantees which may include:
· document development, and 
· performing environmental information operations.
· Describe or reference the procedures for how supplies and services are inspected and accepted.
· This description shall specify the elements of this Standard for which the vendor is responsible and their adherence to the QAPP requirements will be verified.
· This description shall state how acceptance shall be identified whether on the items themselves or in documented information traceable to the items.



Guidance for Completing Section B6:
Describe how and by whom supplies and consumables will be inspected and accepted for use for the project and state the associated acceptance criteria for each. Table 23 is an example of how to use a table to meet the minimal requirements for this section.

NOTE: This section may not be applicable to all projects, such as intramural projects with environmental information operations involving existing data and/or software tools (model applications, numerical and statistical modeling, and software development). If that is the case, copy the following text into Section B6: “The scope of this QAPP covers intramural environmental information operations, all work is performed internally by the EPA and does not involve the use of any supplies or services. Therefore, this section is not applicable to the project.”

[bookmark: _Toc176342005]Table 23. Example Inspection/Acceptance Testing Requirements for Consumables and Supplies.
	Critical Supplies/
Consumables
	Inspection/
Acceptance Specifications
	Acceptance Criteria
	Testing Method
	Frequency
	Responsible Person
	Handling/ Storage Conditions

	Polystyrene latex spheres
(Single particle)
	Check flow system for leak.
Replace HEPA Filter.
Clean optics.
Consult manufacturer for further troubleshooting.
Return to manufacturer for repair.
	Acceptance criteria are based on comparison of instrument size response to the PSL sizes.
Particle counts should be < 5 in all bins
	DMS-UHSAS aerosol spectrometer
	Weekly 
	Jane Doe
	For field
deployments, the instrument requires 110V AC power, climate control, and protection from
the elements.



[bookmark: _Toc122940372]
[bookmark: _Toc176342049]B7: Environmental Information Management 

	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Describe or cite the environmental information management process for the project, tracing the path of the environmental information from its generation to its final use or storage (e.g., the field, the laboratory. the office, the database).
· Describe or reference standard record-keeping procedures, the document control system, and the approach used for information storage and retrieval on electronic media. 
· Describe how working documents and files will be generated, maintained, and stored (including file/folder naming conventions).
· Identify and describe environmental information/data handling and procedures to process, compile, and analyze the environmental information/data. (Includes generated data as well as existing data)
· Describe the control mechanism for detecting and correcting errors and for preventing loss of data during data entry (to forms, spreadsheets, reports and/or databases), data reduction, data reporting, and data storage (including back-up frequency).
· Provide or reference examples of any forms or checklists to be used in these processes.
· Document the hardware, software (including collaboration tools), and performance requirements for managing data generation and incorporating existing data into the project.
· Describe or reference the procedures to demonstrate acceptability of the hardware/software configuration required for assuring that applicable information resource management requirements are satisfied.


Guidance for Completing Section B7:
Describe how the data will be managed, tracing the path of the environmental information from its generation to its final use or storage (e.g., in the field or laboratory, the office, the database). 

Describe or reference the standard record-keeping procedures and discuss the approach to be used for data storage and retrieval of electronic media.

Discuss the plan for detecting and correcting errors, as well as for preventing loss of data during reduction, reporting, and entry to forms, reports, and databases.

Identify and describe all data handling equipment and procedures to process, compile, and analyze the data, including any required computer hardware and software. Address any specific performance requirements and describe the procedures that will be followed to demonstrate acceptability of the hardware/software configuration required.

Identify who is responsible for each environmental information management task.

[bookmark: _Toc122940373][bookmark: _Toc176342050]C: ASSESSMENT, RESPONSE ACTIONS, AND OVERSIGHT
[bookmark: _Toc122940374][bookmark: _Toc176342051]C1 Assessments and Response Actions 
[bookmark: _Toc176342052] Assessments
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Identify the assessments for the project to include the number, frequency, and types of planned assessments that will be performed. Examples of assessments but not limited to are as follows:
· Audits, 
· Performance evaluations, 
· Management reviews, 
· Peer reviews, 
· Inspections, 
· Surveillances, 
· Readiness reviews (competency assessment, pre-award assessment of proposal, or technical assessment), 
· Peer Consultations, and
· Product Reviews (data inspection, software testing, pre-dissemination reviews or reviews of contractor deliverables).
· Identify individuals responsible for conducting assessments. 
· Individuals identified as Assessors are free of conflicts of interest and are not involved in the environmental operation being assessed. 
· Describe how assessments findings, non-conformance and corrective actions will be documented for assessments.



Guidance for Completing Section C1.1:
Describe the assessments to be performed during the project to ensure activities are being conducted as planned. State the frequency and purpose of each assessment, along with the success/acceptance criteria for each assessment proposed. List the approximate schedule of activities and identify potential organizations and participants. 

[bookmark: _Toc176342053] Response Actions
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Describe how response actions associated with assessment findings, non-conformances, and corrective actions will be developed, documented, and tracked to ensure completion.
· Identify the individuals responsible for response actions and how the response actions will be reported.



Guidance for Completing Section C1.2:
Define the scope of authority of the assessors, including stop work orders. Discuss how response actions to non-conforming conditions shall be addressed and by whom. Define the conditions under which the assessors are authorized to act. 

Describe how and to whom the results of the assessments shall be reported.

Provide examples of any forms or checklists to be used to document assessment and response/corrective action activities in an appendix/attachment. 


[bookmark: _Toc122940375][bookmark: _Toc176342054]C2: Oversight and Reports to Management 
	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Describe oversight activities that ensure that response actions and reporting mechanisms are in place to capture the project status and any QA Issues that arise during implementation and through assessments.
· Identify individual(s) responsible for oversight activities.
· Identify all reports to management (Audit Report is an example of a report to management) including the following information:
· description of content of the management reports;
· who is responsible for transmitting the report; 
· how the report will be transmitted; and
· who is the recipient for the report.
(Distribution shall include the Project Operations Manager, the Project QAM of the organization conducting the work, and the EPA organization sponsoring the work)


Guidance for Completing Section C2:
Identify the person/s responsible for the day-to-day oversight of the QA program as well as who ensures that corrective actions have been taken and documented.

Identify the frequency and distribution of reports issued to inform management of the status of the project, results of performance evaluations and systems assessments, results of data quality evaluations, and any significant quality assurance problems and recommended solutions.

Identify the preparer and the recipients of the reports, and any specific actions management is expected to take depending on the results of the report.

[bookmark: _Toc176342055]ENVIRONMENTAL INFORMATION REVIEW AND USABILITY DETERMINATION

[bookmark: _Toc122940377][bookmark: _Toc176342056]D1: Environmental Information Review

	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Describe or cites the procedures for the information/data verification and information/data validation activities.
· If applicable, describe or cite the data quality assessment activities that will occur after the environmental information operations phase of the project is completed. (Data Quality Assessment is the scientific and statistical evaluation of data to determine if the data obtained from environmental information operations are of the right type, quality, and quantity to support their intended use.)
· Identify who will conduct information/data verification and information/data validation activities, and how the activities will be documented and communicated.
· Describe or references how performance criteria and/or acceptance criteria, and information/data quality indicators identified in A6 will be incorporated in the environmental information/data review process.


 
Guidance for Completing Section D1:
State the criteria used to review and evaluate/validate data.
Describe the methods or procedures to be used for verifying and validating data, as well as documenting the process. Describe how accepted, qualified, and rejected data will be identified. Include data qualifiers if appropriate.

Data verification—the process of evaluating the completeness, correctness, and conformance/compliance of a specific data against the method, procedural, or contractual requirements.

Data validation—is an analyte and sample-specific process that extends the evaluation of data beyond method, procedural, or contractual compliance (i.e., data verification) to determine the analytical quality of a specific data set.

Data quality assessment— the scientific and statistical evaluation of data to determine if the data obtained from environmental information operations are of the right type, quality, and quantity to support their intended use.

Discuss how issues shall be resolved and identify the authorities for resolving such issues.

[bookmark: _Toc122940378]Provide examples of any forms or checklists to be used in an appendix/attachment. All associated criteria identified in the documentation should be consistent with and/or supportive of the quality control objectives described in Section B4.

[bookmark: _Toc176342057]D2: Useability Determination

	Agency QAPP Standard Requirements

	All organizations (EPA and non-EPA)

	· Describes or references the process that will be used to determine whether the environmental information is useable.
· Describes how the determination for useability will be documented and all individuals responsible for the documentation.
· Describes how any known or anticipated limitations on the use of the environmental information will be communicated and to whom.


Guidance for Completing Section D2:
Briefly describe the process that will be used to determine if the environmental information is useable and how this determination will be documented and who will be responsible for this process.

Outline the proposed methods to analyze the environmental information and determine possible anomalies or limitations on the use for the intended purpose.

Describe how anomalies will be resolved and discuss how limitations on the use of the data will be reported to decision makers.


[bookmark: _Toc122940380][bookmark: _Toc176342058]REFERENCES
Include any guidance, templates, SOPs, and other quality documentation (QMPs) as applicable.
 
Examples may include:

U.S. EPA. (2003, June). A Summary of General Assessment Factors for Evaluating the Quality of Scientific and Technical Information (EPA 100/B-03/001).

U.S. EPA. (2012, December) Guidance for Evaluating and Documenting the Quality of Existing Scientific and Technical Information Addendum to: A Summary of General assessment Factors for Evaluating the Quality of Scientific and Technical Information (Addendum to EPA 100/B-03/001).

U.S. EPA. (2024, December). OAR Quality Management Plan. Revision 0.

U.S. EPA. (2024, March). Environmental Information Quality Policy. EPA CIO 2105.

U.S. EPA. (2024, March). Environmental Information Quality Procedure. EPA CIO 2105-P-01.

U.S. EPA. (2024, April). Quality Assurance Project Plan Standard. EPA CIO 2105-S-02.

[bookmark: _Toc122940393][bookmark: _Toc176342059][bookmark: _Appendix_A:_QAPP]APPENDICES
[bookmark: _Appendix_A:_Cross][bookmark: _Appendix_B:_Cross][bookmark: _Toc176342060]Appendix A: Crosswalk between QAPP Standard and EPA QA/R-5
[bookmark: _Hlk106013985][bookmark: _Hlk106010139]The following table is a crosswalk between the CIO 2105-S-02.0, Quality Assurance Project Plans Standard (July 2023) and EPA QA/R-5, Requirements for Quality Assurance Project Plans (March 2001) A-D elements. This crosswalk serves as a tool to identify the differences in layout and naming of the sections between the two documents.
[bookmark: _Appendix_B:_Guidance][bookmark: _Appendix_C:_Guidance][image: ]
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QAPP_Checklist_New Standard.xlsx
Instructions

		PURPOSE

		This workbook provides the instructions for completing the Quality Assurance Project Plan (QAPP) checklists for the four Group Element Worksheets. This Checklists serves as a tool to assist OAQPS in the development and review of QAPPs.

		WORKBOOK LAYOUT

		This workbook consists of six worksheets: Instructions, Group A Elements, Group B Elements, Group C Element, Group D Elements, and Pick Lists. Select the four Group Element Worksheets to enter information associate with the QAPP that is being developed and under review. Do not modify the Pick Lists Worksheet as this worksheet is linked to the drop down selections in the Checklist Worksheet.

		GROUP ELEMENT WORKSHEETS

		1. The Group Element Worksheets contains the minimum requirements that must be included in an organization's QAPP.

		2. ROW 1- Enter the Project Title. QAPP Preparer enters this information.

		3. ROW 2- Enter the NAME of the preparer. QAPP Preparer enters this information.

		4. ROW 3- Enter the DATE the QAPP was submitted. QAPP Reviewer enters this information.

		5. ROW 4- Enter the NAME of the reviewer. QAPP Reviewer enters this information.

		6. ROW 5- Enter the DATE you complete the Checklist. QAPP Reviewer enters this information.

		7. ROW 6 - Includes a hyperlink to the QAPP Standard. Click on the link to navigate to the QAPP Standard.

		8. The Checklists consist of eight columns. Below is a description of each column. 

		COLUMN A - States the QAPP Element

		COLUMN B - List the page the QAPP Element is found on in the QAPP Standard

		COLUMN C - QAPP Preparer enters this information. Enter the SECTION the QAPP Element is found under in the organization's QAPP 

		COLUMN D - QAPP Preparer enters this information. Enter the PAGE NUMBER the QAPP Element is found under in the organization's QAPP

		COLUMN E - QAPP Reviewer enters this information. Select an entry from the Drop Down List. To view the Drop Down List place your cursor in the applicable cell and a small gray box with an arrow will appear to the right of the cell. Click on the arrow and the following selections will appear: YES/No/Missing/Partially. Select the appropriate response. Notice there is a blank entry with blue fill.

		COLUMN F - QAPP Reviewer enters this information. This is a wrapping text box which will expand as information is entered into the cell.

		COLUMN G - QAPP Preparer enters this information in response to the Reviewer's comments. This is a wrapping text box which will expand as information is entered into the cell.

		COLUMN H - QAPP Reviewer enters this information. Select an entry from the Drop Down List. To view the Drop Down List place your cursor in the applicable cell and a small gray box with an arrow will appear to the right of the cell. Click on the arrow and the following selections will appear: YES/NO. Select the appropriate response. Notice there is a blank entry with blue fill.

		CELL COMMENTS

		Columns C, D, and E contain cells comments. A small red triangle appears in the upper right corner of the cell. Hover over the red triangle to see notes regarding the information required.

		PRINTING

		1. Both the "Instructions" and Group Element Worksheets are formatted to print on legal size paper in a landscape setting.

		2. Select "File" at the top of the page and then select "PRINT". You may choose to select only the active sheet of select the Worksheets you choose to print.













Group A Elements

		Project Title

		Preparer

		Date Submitted

		Reviewer

		Date of Review

		QAPP Standard

		QAPP Group A Elements

		A1. Title Page		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer's Comments		Preparer's Response to Comments

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		Comment Resolved

		All Organizations

		1. Name of the document to include “Quality Assurance Project Plan."		8

		2. OAQPS QA Category

		3. Date of QAPP preparation.		8

		4. Name of the organization conducting the Environmental Information Operations (EIO).		8

		5. Name of organization that developed the QAPP (if different from organization conducting the work).		8

		6. Period of performance.		8

		7. Revision/version control information.		8

		8. QA Track ID Number

		All Non-EPA Organizations

		1. Grant or cooperative agreement and number if the work is performed under an EPA assistance agreement.		8

		2. Contract number and Task Order number (if applicable) if the work is performed under an EPA contract acquisition.		8

		3. Interagency Agreement and number if the work is performed under an Interagency Agreement.		8

		4. Title and date of the Memoranda of Understanding/Agreement if applicable.		9

		5. Citation of the regulatory requirement(s) if applicable.		9

		6. Title and date of the enforcement or legal agreement if applicable.		9

		A2. Approval Page		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		EPA Organizations

		1. Signature block for Operations Manager or designee. 		9

		2. Signature block for EPA QAM or designee  as specified in the EPA organization’s QMP.		9

		Non-EPA Organizations

		1. Signature block for Project Operations Manager  or designee.		9

		2. Signature block for Project QAM or individual with QAM responsibilities for the project.		9

		3. QAPPs requiring EPA approval shall also include: EPA signature block from operations (COR or PO).		9

		4. QAPPs requiring EPA approval shall also include: 
EPA QAM or designee signature block.		9

		A3. Table of Contents, Document Format, and Document Control		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Table of Contents - Includes location of sections, tables, diagrams, charts, worksheets (if used), and other deliverables.		9

		2. Document Control - Include at a minimum:		10

		2.a. Title of the document (abbreviations are acceptable).		10

		A3. Table of Contents, Document Format, and Document Control		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		2.b. The document contains a Version (original or revision number).		10

		2.c. The document contains the Date of the version.		10

		2.d. The document contains page numbers in relation to the total number of pages.		10

		A4. Project Purpose, Problem Definition, and Background		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Other QA planning documents that have relevant requirements such as QMPs are identified OR a statement is provided that conveys that there are no other relevant QA planning documents.  		10

		2. A description is provided on how the other QA requirements identified above will be addressed in the QAPP. 		10

		3. Project Purpose and Problem Definition:             		10

		3.a. The purpose of the project’s EIO is described (to include, but not limited to research, monitoring, environmental technology for clean-up, and use of existing data from other sources).		10

		3.b. The problem(s) to be addressed is/are defined and question(s) to be answered is/are described.		10

		4. The environmental decision(s) that need to be made and the level of information quality needed to ensure that those decisions are based on sound environmental information are documented and described.		10

		5. The type, quantity, and quality of information needed for its intended use are identified and the acceptance and performance criteria are described.		10

		6. The following shall be included as applicable:		10

		6.a. Identification of the applicable regulatory programs and standards.		10

		6.b. Conceptual site model(s).		10

		6.c. Discussion that directly links the results of the environmental information operations to possible actions.		10

		7. The Project Background contains a description/ citations of background information, plans, and/or reports to provide the historical, scientific, and regulatory perspective for the project as well as identify the sources for existing information for the project.		10

		A5. Project Task Description		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. A description is provided of the project tasks and the schedule for accomplishing the tasks.		11

		2. Description is provided of work to be performed.		11

		3. A description is provided of the products to be produced.		11

		A6. Information/Data Quality Objectives and Performance/Acceptance Criteria products to be produced.		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QMP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QMP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. The project’s information/data quality objectives are described.		11

		2. The project’s performance and/or acceptance criteria to achieve the information/data quality objectives are described. For example, the QAPP shall describe performance and acceptance criteria for laboratory analytical methods (each matrix, each analyte or analyte group, and concentration level).		11

		3. The project's information/data quality indicators are described. 		11

		A7. Distribution List.		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Individuals and their organizations who shall receive copies of the approved QAPP and any subsequent revisions are identified and include:		12

		1a. Project Operations Manager		12

		1b. Project QAM or designee.		12

		1c. Other operations and quality personnel involved in EIO for the project to include those working for the organization responsible for conducting the EIO as well as contractors, subcontractors and grantees in key operations and quality roles.		12

		A8. Project Organization		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
				

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. All organizations participating in the project's environmental information operations are identified.		12

		2. The following individuals are identified and their responsibilities are described:		12

		2.a. Individual with Approval Authority for the QAPP.		13

		2.b. Senior Manager having executive leadership authority for the organization conducting the EIO.		13

		2.c. Project Operations Manager for the organization conducting the EIO.		13

		2.d. Project QAM for the organization responsible for conducting the EIO is identified and their responsibilities include:                 		13

		2.d.i. The Project QAM’s oversight authority.                                   		13

		2.d.i. The Project QAM’s responsibilities for planning, documenting, coordinating. and assessing effectiveness of the QAPP.                                               		13

		2.d.iii. The Project QAM’s authority to access and discuss quality-related issues with their organization’s senior manager outside of their direct supervisory chain as necessary.		13

		2.e. Individual responsible for maintaining the QAPP.		13

		2.f. Titles, roles, and names (if determined during planning) of operations and quality individuals within the organization conducting or supporting EIO operations and their reporting relationships.		13

		2.g. Identification of all contractors, subcontractors, sub-grantees supporting EIO and their project role and responsibilities.		13

		2.h. Principal environmental information or data users within the organization conducting the EIO as well as outside of this organization.		13

		A9. Project Quality Assurance Manager Independence		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. A description is provided on how the Project QA Manager's independence from environmental information operations is ensured. The Operations Manager or designee will not have authority to sign QAPPs for the QA Manager or designee, nor will the QA Manager or designee have authority to sign QAPPs for the Operations Manager or designee.		13

		2. QA and operations must remain independent; however, in small organizations outside of EPA and EPA contractors (e.g., small tribal departments), these two functions may be combined with approval from the EPA QAM. If the QAPP is proposing to combine QA and operations, this must be clearly stated in the QAPP.		13

		A10. Project Organization Chart and Communications - Shall include the following:		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. The QAPP contains a Project Organizational Chart that shows both the lines of authority to include the reporting relationships and the lines of communication both within the organization
responsible for the environmental operations and between the organization responsible for the work and all organizations involved in the project.		14

		1.a.The name of the organization responsible for conducting the environmental information operations is stated.		14

		1.b. All contractors, subcontractors, and sub-grantees are identified and their reporting relationships to the organization responsible for conducting the EIO is illustrated in the project organization chart.		14

		1.c. The individual in the senior manager role is identified in the project organization chart.		14

		1.d. The individual in the Project Operations Manager role and their reporting relationship to the senior manager is illustrated in the project organization chart.		14

		1.e.The individual in the Project QAM role is identified; and their independence from EIO and their reporting relationship to the senior manager is illustrated in the project organization chart. If the senior manager does not directly supervise the QAM, the QAM must have authority to access and discuss quality-related issues with the senior manager outside of their direct supervisory chain as necessary. The latter is demonstrated by a dotted line on the organizational chart.		14

		1.f. Titles, roles, and names (if determined during planning) of operations and quality individuals within the organization conducting or supporting EIO and their reporting relationships are illustrated in the project organization chart.		14

		A10. Project Organization Chart and Communications - Shall include the following:		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.						Reviewer Details		Preparer's Response to Comments		Comment Resolved

		2. Lines of communication, communication pathways and communication mechanisms are documented in the QAPP.		14

		3. Communication procedures including timing of communication are outlined in sufficient detail to ensure that users of the QAPP understand the processes and the roles and responsibilities associated with those processes when communication is necessary.		14

		4. Standard procedures for communications are described or cited.		14

		4.a. Standard communication procedures address elevating discrepancies and QAPP non-conformances.		14

		4.b. Standard communication procedures address process improvements.		14

		4.c. Standard communication procedures address seeking concurrence and approvals between project personnel, and/or between contractors within the organization responsible for conducting environmental information operations.		14

		Non-EPA Organizations

		1. Standard communication procedures describe  communications to EPA that include elevating discrepancies and QAPP non-conformances.		14

		A11. Personnel Training/Certification		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. The individual responsible for ensuring personnel conducting EIO are qualified, trained, and experienced is identified.		15

		2. The individual responsible for documenting personnel training is identified.		15

		3. Any specialized training or certifications needed by personnel to successfully participate in the EIO is identified and described. Training may include on-the-job training as well as training on internal procedures. 		15

		4. How the training will be provided is described.		15

		5. How the necessary skills will be assured is described.		15

		6. The procedure or system that will document training records and skill evaluation is described.		15

		EPA Organizations

		1. EPA Organizations conducting EIO involving field activities have also included or referenced all Personnel and Training requirements identified in the current version of the EPA Quality Assurance Field Activities Procedure (QAFAP).		15

		12. Documents and Records		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QMP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QMP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Documents and records that will be produced for projects that involve EIO are identified.		15

		2. Management of documents and records, including the QAPP, is described or referenced. Management of project information is covered in the Group B Elements, Implementing EIO, B7 Environmental Information Management.		15

		3. Applicable requirements for the final disposition of records and documents, including location and length of retention period is described or referenced. 		15

		4. The organization responsible for conducting the environmental information operations shall maintain a system for the control of all documents including preparation, review, approval, issuance, revision, and archiving documents.		15

		EPA Organizations

		1. QAFAP Document Control and Records Management requirements are identified and described for EPA Organizations conducting EIO involving field activities.		15
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Group B Elements

		Project Title

		Preparer

		Date Submitted

		Reviewer

		Date of Review

		QAPP Standard

		QAPP Group B Elements

		General		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer's Comments		Preparer's Response to Comments

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		Comment Resolved

		1.  The QAPP shall state any additional organization or project specific requirements from the EPA organization sponsoring the work.		16

		2.  The QAPP shall describe all guidance, tools, and templates used to develop the QAPP.		16

		EPA Organizations Only

		1. For projects involving field activities, all requirements identified in the EPA QAFAP shall also be included or referenced.		16

		B1. Identification of Project Environmental Information Operations		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer's Comments		Preparer's Response to Comments

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		Comment Resolved

		1. Describe in detail the EIO to be conducted for the project.		16

		2. State how the EIO will satisfy the project purpose.		16

		3. State how the EIO  will satisfy the information/data quality objectives.		16

		4. State how the EIO will satisfy the performance and acceptance criteria in the Group A4 and A6 Elements.		16

		B2. Methods for Environmental Information Acquisition		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Identify and describe the methods and procedures for how environmental information will be acquired throughout the project including any implementation requirements. The acquisition of environmental information includes collection, production, evaluation and/or use as well as design, construction, operation, or application of environmental technology.		17

		2. Methods are identified by number/identifier, version/revision date, and regulatory citation (if applicable). If a method allows the user to select from various options, then the method citations shall state exactly which option(s) are being selected.		17

		3. The QAPP shall identify, describe or reference SOPs used for the acquisition of environmental information including the version/revision date of the SOP.  If a SOP provides more than one procedure or option (for example, one SOP covers the use of several different types of field equipment for the same procedure) the QAPP shall note the specific option or equipment being used.		17

		4. Identify the individual responsible for updating and maintaining the SOPs.		17

		5. Describe any planned modifications to SOPs expected to occur during the project.		17

		B2. Methods for Environmental Information Acquisition		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		Field Activities Environmental Measurements (If Applicable)

		1. Describe or reference detailed descriptions of procedures for all field activities, including, but not limited to information derived from tools, instruments, observational results, investigations, and sample collection.		17

		2. Describe or reference maximum holding times for sample extraction and/or analysis.		17

		3. Describe or reference selection and preparation of sample containers.		17

		4. Describe or reference sample volumes.		17

		5. Describe or reference preservation methods.		17

		6. Describe or reference sample handling and custody.		17

		7. The QAPP shall indicate whether the EIO support emergency response activities which allow for the QAPP to be approved during the environmental information operations as per the timelines specified in the EPA sponsoring organization’s QMP and other applicable EPA-approved QMPs (such as the contractor’s QMP).		17

		Laboratory Analyses (If Applicable)

		1. Identify the analytical methods by number/identifier, version/revision date and regulatory citation (if applicable).		18

		2. Describe or reference SOPs that address procedures to be conducted when a non-compliance or failure in the analytical system occurs, who is responsible for corrective action, and how to determine and document the effectiveness of the corrective action.		18

		3. Specify the laboratory data package turnaround time needed, if important to the project schedule.		18

		4. Specify the laboratory data package turnaround time needed, if important to the project schedule.		18

		B2. Methods for Environmental Information Acquisition		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		Laboratory Analyses (If Applicable)

		4.  If a laboratory method allows the user to select from various options, then the method citations should state exactly the selection of option(s).		18

		5. For non-standard method applications, such as for unusual sample matrices and situations, appropriate method performance study information is needed to confirm the performance of the method for the matrix. If previous performance studies are not available, they shall be developed during the project and included as part of the project results.		18

		Existing Information (If Applicable)

		1. Describe the existing information to be obtained.		18

		2. Describe the collection process for the existing information.		18

		3. Describe the intended use of the existing information together with criteria for acceptance and evaluation for suitability for the current project. 		18

		4. Indicate if the information is to be combined with new environmental information and the criteria to ensure compatibility.		18

		Environmental Technology (If Applicable)

		1. Identify whether the technology is primarily for pollution prevention, contamination containment, storage, or remediation. 		18

		2. Describe the physical parameters or processes collected using environmental technologies.		18

		3.  Describe the specific systems, devices, and their components applicable to both hardware and methods or techniques that measure and/or remove pollutants or contaminants and/or prevent them from entering the environment.		18

		B3. Integrity of Environmental Information		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Describe or cite the procedures for ensuring the integrity of the environmental information operations.		18

		2. If the EIO include field sampling, descriptions are provided or procedures and requirements are cited for sample handling and custody to include but not limited to field logs, packaging, transport and/or shipment from the site, and storage at the laboratory. Examples of sample labels, and chain of custody forms/sample custody logs are included.		18

		3. If the EIO include laboratory analyses, the each laboratory to be used is identified as well as a back-up laboratory if identified as required in systematic planning, contract statements of work, or workplans. A description is provided on the processes for ensuring the laboratory maintains current accreditation and/or certification for applicable analytes and matrices.		19

		B4. Quality Control		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Identify and describe the QC activities needed for each environmental information operation to meet project environmental information/data quality objectives and performance/acceptance criteria.		19

		2. Describe or cite the frequency of each type of QC activity, corrective actions, and how the effectiveness of the corrective action shall be determined and documented.		19

		3. Describe or reference the procedures to be used to calculate applicable statistics (e.g., precision and bias).		19

		4. For EIO involving field sampling, measurements, and laboratory analysis, QC activities shall include, but are not limited to, the use of blanks, duplicates, matrix spikes, laboratory control samples, and surrogates.		19

		5. For EIO using existing data, QC activities shall include, but are not limited to, the use of systematic review, independent secondary review of studies in the open literature, and QC of constructed databases or spreadsheets.		19

		6. For EIO using models or modeling, QC activities shall include, but are not limited to model calibration and model validation (sensitivity analyses).		19

		B5. Instruments/Equipment Calibration, Testing, Inspection, and Maintenance		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Identify instruments/equipment, to include, but not limited to tools, gauges, and pumps used for EIO.		19

		2. Describe all procedures and documentation activities that will be performed to ensure that the instruments/equipment are available and in working order when needed.		19

		3. Describe or reference how calibration will be conducted, documented, and be traceable to the instrument.		19

		4. Describe or reference procedures and documentation activities on how instruments and equipment will be tested, inspected, and maintained.		19

		5. Discuss the availability of critical spare parts, identified in the operating guidance and/or design specifications of the instruments/equipment.		19

		B6. Inspection/Acceptance of Supplies and Services		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
				

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Identify the individual(s) responsible for inspection and acceptance od supplies and services. 		20

		2. Identify supplies provided by vendors to be inspected and accepted to include, but limited to spare parts for instruments/equipment, standard materials and solutions, sample bottles, calibration gases, reagents, hoses, deionized water, potable water, and electronic data storage media.		20

		3. Identify services provided by vendors to be inspected and accepted to include, but not limited to contractors, sub-contractors, and sub-grantees which may include document development and performing environmental information operations.		20

		4. Describe or reference the procedures for how supplies and services are inspected and accepted. 		20

		4.a. This description shall specify the elements of this Standard for which the vendor is responsible.		20

		4.b. This description shall specify how their adherence to the QAPP requirements will be verified.		20

		4.c. This description shall state how acceptance shall be identified whether on the items themselves or in documented information traceable to the items.		20

		B7. Environmental Information Management		Page(s) in the QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
				

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.						Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. Describe or cite the environmental information management process for the project, tracing the path of the environmental information from its generation to its final use or storage (e.g., the field, the laboratory. the office, the database).		20

		2. Describe or reference the standard record-keeping procedures, the document control system, and the approach used for information storage and retrieval on electronic media.		20

		3. Describe or reference the control mechanism for detecting and correcting errors and for preventing loss of information during data entry, reduction, and reporting, and data entry to databases, forms, and reports, and databases.		20

		4. Provide or reference examples of any forms or checklists to be used in these processes.		20

		5. Describe or reference all procedures to process, compile, and analyze the information. This includes procedures for addressing environmental information generated as part of the project as well as environmental information from other sources		20

		6. Describe or reference any required computer hardware/software and address any specific performance requirements for the hardware/software configuration used.		20

		7. Describe or reference the procedures to demonstrate acceptability of the hardware/software configuration required and for assuring that applicable information resource management requirements are satisfied.		20
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Group C Elements

		Project Title

		Preparer

		Date Submitted

		Reviewer

		Date of Review

		QAPP Standard

		QAPP Group C Elements

		C1. Assessments and Response Actions		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer's Comments		Preparer's Response to Comments

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		Comment Resolved

		Assessments

		1.  Assessment activities are included in the QAPP.		21

		2. The types of planned assessments are identified. Types of assessments may include: audits, performance evaluations, management reviews, peer reviews, inspections, surveillances, or readiness reviews (including competency assessment, pre-award assessment of proposal, or technical assessment), peer consultations, product reviews (e.g., data inspection, software testing, pre-dissemination reviews, or review of contractor deliverables). The EPA organization sponsoring the work may also specify additional assessment requirements.		21

		3. The number of assessments and frequency of assessments is stated.		21

		4. The individual(s) performing the assessments is/are identified.		21

		5. How assessment findings, non-conformances, and corrective actions will be documented is described. Documentation may include reports, memos, and/or other formal communication as specified by the EPA organization sponsoring the work.		22

		6. The timeframe for  response actions to assessments is stated.		22

		C1. Assessments and Response Actions		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer's Comments		Preparer's Response to Comments

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		Comment Resolved

		Response Actions

		1. A description is provided on how response actions associated with assessment findings, non-conformances, and corrective actions will be developed, documented and tracked to ensure completion. Response actions may include formal memos and notifications addressing findings, corrective actions, or non-conformances; and timelines for follow-up assessments.		22

		2. The individual(s) responsible for response actions is/are identified.		22

		3. A description is provided on how the response actions will be reported.		22

		C2. Oversight and Reports to Management		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. The individual(s) responsible for oversight activities is/are identified.		22

		2. A description is provided on the oversight activities that ensure that response actions and reporting mechanisms are in place to capture the project status and any QA issues that arise during implementation and through assessments.		22

		3. All reports to management are identified.		22

		4. A description is provided on the content of the management reports		22

		5. The individual(s) responsible for transmitting the report(s) is identified.		22

		C2. Oversight and Reports to Management		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer Details		Preparer's Response to Comments		Comment Resolved

		6. A description is provided on how the report will be transmitted.		22

		7. Describe to whom the report is transmitted.  The following are included in distribution of the report)s): Project Operations Manager, Project QAM of the organization conducting the work, and the EPA organization sponsoring the work.		22





Prepared by: XXXXXXXXXXXXXX
Reviewed by: XXXXXXXXXXXXXX	&P	&D


https://www.epa.gov/irmpoli8/quality-assurance-project-plan-qapp-standard

Group D Elements

		Project Title

		Preparer

		Date Submitted

		Reviewer

		Date of Review

		QAPP Standard

		QAPP Group D Elements

		D1. Environmental Information Review		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		Reviewer's Comments		Preparer's Response to Comments

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		Comment Resolved

		1. Procedures for the information/data verification and information/data validation activities are described or cited.		23

		2. Data quality assessment activities that will occur after the EIO phase of the project is completed are described or cited, if applicable. Information/data verification and information/data validation activities are conducted prior to and may serve to inform information/data quality assessment activities.		23

		3. How performance criteria and/or acceptance criteria, and information/data quality indicators identified in A6 will be incorporated in the environmental information/data review process is described or referenced.		24

		4. The individual(s) conducting these activities is identified.		24

		5. How the activities will be documented and communicated are described.		24

		D2. Usability Determination		Starting Page in the  QAPP Standard		Organization's QAPP Section

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		Organization's QAPP Page #

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		Element Met

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.		

Chalfant, Katherine: Enter the page # identified in the QAPP that is being developed.		

Chalfant, Katherine: Reviewer to completed this column and choose from drop down menu.
				

Chalfant, Katherine: Complete this column after reviewing and responding the Reviewer's Comments.
		

Chalfant, Katherine: Enter the section identified in the QAPP that is being developed.						Reviewer Details		Preparer's Response to Comments		Comment Resolved

		1. The process that will be used to determine whether the environmental information is useable is described or referenced.		24

		2. A description is provided on how this determination will be documented.		24

		3. The individual(s) responsible for the activities is identified.		24

		 4. A description is provided on how any known or anticipated limitations on the use of the environmental information will be communicated and to whom.		25
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Pick Lists

		Std Pg		Element Met		Review Comments		Comment Resolved

		6		Yes		Accept 		Yes

		7		No		Clarification Needed		No

		8		Missing		Reject

		9		Partially

		10

		11

		12

		13

		14

		15

		16

		17

		18

		19

		20

		21

		22

		23

		24

		25

		26

		27

		28

		29

		30

		31

		32

		33

		34




































