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1. [bookmark: _Toc94177251]Project Management
1.1. [bookmark: _Toc94177252]Title and Approval

[TITLE]



Prepared by:
[Organization]

[Date]
Version [number]
EPA Grant Numbers: {fill in}


Approved by:______________________________________________	_________________
	Nora Conlon, EPA Quality Assurance Officer, EPA Region 1		date

Approved by:______________________________________________	_________________
	Caitlyn Whittle, EPA Project Officer, EPA Region 1		date

Approved by:______________________________________________	_________________
	Dr. Courtney Schmidt, Staff Scientist, NBEP		date

Approved by:______________________________________________	_________________
	{writer’s organizational approval - add more lines if necessary}		date

Approved by:______________________________________________	_________________
	{writer’s organizational approval - add more lines if necessary}		date

Approved by:______________________________________________	_________________
	{writer’s organizational approval - add more lines if necessary}		date



1.2. [bookmark: _Toc94177253]Abstract and Table of Contents

Abstract

{include short abstract for project and what the deliverables will be}
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1.3. [bookmark: _Toc94177254]QAPP Distribution List

QAPP distribution list

Signed copies of this Quality Assurance Project Plan (QAPP) and all subsequent revisions will be sent to the following individuals by electronic mail:

{add list of people to receive the QAPP, including those on the approval page. Need name, title, organization, and email}






1.4. [bookmark: _Toc94177255]Project Organization and Responsibilities

{identifies key individuals involved in all major aspects of the project, including contractors; discusses responsibilities; project QA manager position indicates independence from unit generating data; organizational chart shows lines of authority and reporting responsibilities}


EPA Project Officer
Caitlyn Whittle
NBEP 
Program Director: Mike Gerel
Staff Scientist: Courtney Schmidt
SUBAWARDEE
Roger Williams University
Peter Wong
SUBAWARDEE CONTRACTOR or TEAM MEMBERS


Figure 1. Organizational Chart. Update with people responsible for the project. These names may change depending on the project. Adjust lines of communication and text boxes according to the project specifications

1.5. [bookmark: _Toc94177256]Problem Definition/Background

{states decision(s) to be made, actions to be taken, or outcomes expected from the information to be obtained; clearly explains the reason (site background or historical context) for collecting secondary data and how that data will be used to meet project goals; identifies regulatory information, applicable criteria, action limits, etc. necessary to the project}

 
1.6. [bookmark: _Toc94177257]Project Description
Deliverable

{what is the main deliverable(s) for this project} 

Description

{summarized work to be performed}

Schedule

The tentative schedule for the project is provided in the following table.  Update for specific project

	
	Task
	Anticipated
Start Date
	Anticipated 
End Date

	QAPP
	Preparation
	
	

	
	Acceptance
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Geographical Locations

{what is the geographic location of the project; include map} 

Figure 2. Map od project location or site layout, etc..


Resources and Time Constraints

Resource and time constraints are (not) applicable to this project. {if they are applicable, please describe}

1.7. [bookmark: _Toc94177258]Quality Objectives and Criteria

{identify the secondary data needed to satisfy the project objects, discuss the types of secondary data, address the age of the data, discuss geographical representation of the data, discuss temporal representation of the data, discuss technological representation of the data}

1.8. [bookmark: _Toc94177259]Special Training/Certification

{identifies any project personnel specialized training or certifications, discusses how this training will be provided, indicates personnel responsible for assuring these are satisfied, identifies where this information is documented}

1.9. [bookmark: _Toc94177260]Documentation and Records

{identifies report format and summarizes all data report package information; lists all other project documents, records, and electronic files that will be produced; identifies where project information should be kept and for how long; discusses back up plans for records stored electronically; states how individuals identified in Section 1.3 will receive the most current copy of the approved QAPP, identifies individuals responsible for this}


2. [bookmark: _Toc94177261]Data Acquisition
2.1. [bookmark: _Toc94177262]Sources of Secondary Data 

{identifies sources of required secondary data, including the originating organizations(d), and the report/publication title and date (can be a table); identifies the generators of the required secondary data (if different from source), including the originating organization(s) and data collection date(s); specifies the hierarchy of sources for the gathering of secondary data, where applicable; discusses the rationale for selecting the data source(s) identified; specifies that all sources of secondary data gathered will be identified in project reports and deliverables}

2.2. [bookmark: _Toc94177263]Quality of Secondary Data

{discusses quality requirements of secondary data and corresponding acceptance criteria; discusses accuracy, precision, representativeness, completeness, and comparability requirements; discusses the procedures that will be employed to determine the quality of secondary data; includes disclaimer to be used in all project work products and reports if no quality requirements are being employed or when the quality of secondary data cannot be determined}

Any limitations in data quality will be fully disclosed.  If a decision is made to use data of unknown quality, then this limitation will be indicated in a disclaimer that will be added to any project deliverable.  The disclaimer will read: “These data are of unknown quality and presented here for illustrative purposes only.  No inferences regarding the environmental condition of the {project geographical area} should be made based on these data until their quality can be determined.”

2.3. [bookmark: _Toc94177264]Data Management

{describes data management and storage scheme; identifies data handling equipment/procedures that should be used to process, compile, analyze, and transmit data reliably and accurately; identifies individual(s) responsible for data management; describes the process for data archival and retrieval; describes procedures to demonstrate acceptability of hardware and software configurations; attaches checklists and forms that should be used}

{Subawardee} has read Roger Williams University’s Data Storage Policy. A signed agreement to follow the stipulations in the Policy is included in Appendix A.

3. [bookmark: _Toc94177265]Assessment and Oversight 

3.1. [bookmark: _Toc94177266]Assessments and Response Actions

{lists the number, frequency, and type of assessment activities that should be conducted, with the approximate dates; identifies individual(s) responsible for conducting assessments, indicating their authority to issue stop work orders and any other possible participants in the assessment process; describes how and to whom assessment information should be reported; identifies how corrective actions should be addressed and by whom, and how they should be verified and documented}

NBEP may implement, at their discretion, various reviews of this project to assess conformance and compliance to the quality assurance project plan. NBEP may issue a stop work order and require corrective action(s) if nonconformance or noncompliance to the Quality Assurance Project Plan is found. 

3.2. [bookmark: _Toc94177267]Reports to Management

{identifies what project QA status reports are needed and how frequently; identifies who should write these reports and who should receive this information}

{subawardee} will file quarterly reports as a mechanism to keep NBEP and EPA project managers apprised of progress and communicate any QA-related findings associated with the project’s secondary data.

4. [bookmark: _Toc94177268]Data Reduction, Reporting, and Validation 

4.1. [bookmark: _Toc94177269]Data Reduction

{describes reduction and evaluation procedures specific to the project, including calculations and equations}

4.2. [bookmark: _Toc94177270]Verification and Validation Methods

{describes process for data verification and validation, providing SOPs and indicating what data validation software should be used, if any; identifies issue resolution process, and method and individual responsible for conveying these results to data users; attaches checklists, forms, and calculations}

4.3. [bookmark: _Toc94177271]Reconciliation with User Requirements

{describes procedures to evaluate the uncertainty of the validated data; describes how limitations on data use should be reported to data users}

5. [bookmark: _Toc94177173][bookmark: _Toc94177272]References

List references in alphabetical order
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6. [bookmark: _Toc94177174][bookmark: _Toc94177273]Appendix A. Data Storage Policy Agreement 

[image: ] 


[image: Text

Description automatically generated with medium confidence]
		





DATA STORAGE POLICY AGREEMENT

I, [name] of [organization], have read Roger Williams University’s Data Storage Policy and agree to all its stipulations for the NBEP-funded project entitled [project].




Signed,



Signature



Date






7. [bookmark: _Toc94177175][bookmark: _Toc94177274]Appendix B. {Appendix title} 
Attached appendices.  Each Appendix receives its own heading (7, 8, etc.) so that it appears in the table of contents at the beginning (copy “7. Appendix” above and paste when you need another appendix). Each appendix should have its own title as well. Please start all additional appendices on a new page.
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