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[bookmark: _Toc215817815]
1	PROJECT MANAGEMENT
[bookmark: _Toc215817816]1.1	CONTACT INFORMATION

[Please provide the name, organization affiliation, email, and phone number of project personnel. Only include project partners if they are involved in project activities discussed in the QAPP.]

All personnel listed below in Table 1 will receive copies of this Quality Assurance Project Plan (QAPP), and any additional approved versions of this plan (i.e., addendum). Once approved, this QAPP will be available to any interested party by requesting a copy from the project manager.

Table 1: Project Team Contact Information

	Title
	Name (Affiliation)
	Phone Number/E-mail

	Project Manager
	
	

	Stakeholder Team Lead
	
	

	Environmental Scientist
	
	

	National Fish and Wildlife Foundation (NFWF) Program Manager 
	
	

	QA Officer [This person should not be involved in data collection. If title does not apply to anyone on the Project Team then add “/ QA Officer” after the Project Manager Title and delete this row.]
	
	




[Describe the roles and responsibilities of project team members involved in data collection and/or quality assurance, including contractors or volunteers as appropriate. Project team members would actively work on one or more phases of your project, including data quality review. If volunteers or students are part of the project team, summarize their role and reference to later sections of the QAPP that discuss training details (i.e., Section 1.4, 2.0). Include the names, duties, and responsibilities of all parties and/or groups involved in the key aspects of your project. If names are unknown, specify general title, affiliation, and briefly describe project role. Clarify the intended data user(s) for each data collection activity as applicable.]

[EXAMPLE ONLY – EDIT AS APPLICABLE TO YOUR PROJECT] 

PROJECT MANAGER (Name) has overall responsibility for ensuring that the project meets the project objectives and quality standards. The Project Manager will be responsible for overseeing all activities conducted on this project including schedule adherence, budgeting, and oversight of all scope-related activities. Scope-related activities include assigning project tasks to personnel, data collection, data analysis, interpretation, communication, and final reporting. The Project Manager will also coordinate all program/project needs related to project personnel and convene periodic project-planning meetings. [If the Project Manager is also the QA Officer, please explain their QA role on the project.]

[Add descriptions of all project team members involved in decision-making and/or data collection. Do not include NFWF, EPA or Stantec.]

1.2 [bookmark: _Toc215817817]PROJECT OBJECTIVES AND APPROACH

[Insert your condensed proposal narrative here. Please review your proposal narrative and modify according to the current project specific objective (including removal of proposal language or any new information not stated at the time of the proposal).]

Please address the following information in this section:
· [bookmark: _Hlk89515516]Clearly state or list the objectives of your project and what the project is intended to accomplish.
· Provide a concise overview of the methods/surveys/data collection activities that will be implemented to achieve these objectives. Please note that Section 1.2 is an overview of the project. More specific details will follow in each of the sections. You may reference to those sections as needed.
· Describe the geographic scope for your project. Add a map of the project area as an Appendix (typically Appendix A) and reference in this section.
· Provide background to support the project objectives. This could include previous work/grants, team experience, and context for your project/reason why the study is taking place.
· If relevant, briefly discuss whether the project must comply with agency legislation, permits, comprehensive management plans, and/or organizational goals.
· Discuss actions under different grants or regional programs that may have provided supporting framework or strategy for your project objectives, should that be applicable.
· Discuss what type of interview, survey, workshop or meeting is being implemented for this project and why.
· Who are the targeted interviewees, stakeholders or survey recipients, who selects them, and how are they selected? Please define whichever term applies to your project and use consistently in the QAPP (e.g., are the stakeholders technical experts or neighborhood residents?).
· How many interviews, meetings, or surveys will occur?

The objective of this document is to identify the quality assurance components that are necessary to implement the project activities under the [Insert project name]. This objective will be achieved by using the following accepted methodology to collect, assess, and/or determine [Insert information type (e.g., public opinion regarding green infrastructure installation in Baltimore, Maryland)]. [Briefly summarize methodology, survey type, or any other data collection activities associated with the project – make sure to attach documents to QAPP and reference as appendix or provide details on how the reader can access the information as needed. If the information is accessed on a website, include the website as an active hyperlink. Details should be discussed in later sections of the QAPP.]

[bookmark: _Hlk89515646][Briefly list/discuss the sites or project area to be evaluated as part of this project. Explain the process for site/project area selection here or in Section 1.3 if certain decision criteria were or will be applied to select sites for evaluation. If sites or the project area are not selected yet, discuss the criteria you will use to choose site/project area and why.]

[Clarify whether volunteers, students, or other individuals that require training and would be involved in data collection activities. Describe training for these individuals, as applicable, including methodology (add references or hyperlinks if available), timing, and person with primary responsibility for training.]

The overall project timeline is [Insert dates]. [Survey mailers/workshops/interviews] will begin [Insert start/stop dates for this activity. If timeline is not determined yet, discuss what is currently known of the timeline. If it will be determined later, state that and why. Make sure that you identify why this is appropriate for gathering the needed data and informing the project. Data collection associated with this QAPP cannot be in the past and cannot occur until the QAPP is approved. Be sure to clarify how each data collection activity will inform subsequent activities occurring on the project.] Table 2 lists the constituents that are required to be evaluated or assessed through the project [survey/workshop/interview].

[If you are conducting a survey or focusing on specific constituents or parameters for the stakeholder interviews/workshops, please include them in Table 2 below. Otherwise, remove Table 2 and discuss or list the topics to be addressed by the interviews, workshops or surveys.]

[EXAMPLE ONLY – EDIT AS NEEDED TO REFLECT YOUR PROJECT]
Table 2: Constituents to be Evaluated
	CONSTITUENT
	UNIT

	Vegetation
	Type preference

	Fencing
	Color preference

	Site Access
	Private/Public/Limited

	# of responses to survey
	



[bookmark: _Toc215817818]1.3	DATA QUALITY OBJECTIVES AND QUALITY ASSURANCE OBJECTIVE CRITERIA
[bookmark: _Hlk89516026]
[READ THROUGH HIGHLIGHTED INSTRUCTIONS BEFORE COMPLETING]

[Following the project objectives identified in Section 1.2, the Data Quality Objectives section further clarifies what data are needed to meet those objectives and explains the acceptable data quality and quantity required for decision making on the project. Please read through all directives and guidance provided for this section to understand the section goals. Procedural information (the ‘how to’) should be in Section 2; you may add references to that section here as needed to further provide context and direct the reader to where key information that supports this section can be found]

1.3.1	Data Quality Objectives
Data quality objectives (DQOs) will define your data collection design, including:
1) when and where to collect environmental data or information (if identified in Section 1.2, state here and reference Section 1.2),
2) the acceptable level of data uncertainty and decision errors for the study (what are those metrics that identify that the data are appropriate for the project),
3) how many interviews/workshops/surveys to complete and why this study design was chosen to meet project objectives,
4) why the information or data type you are collecting is appropriate to meet your project objectives, and
5) who is making these decisions, how, and when were they made.

Consider the following when completing this section:
· How is the quality of your data collection being ensured? Examples may include:
· an explanation of the experience of the project team (or reference Section 1.1 for this information),
· explanation of proper training and oversight of data collectors,
· [bookmark: _Hlk89516354]adherence to accepted methods and protocols to achieve project objectives, including citations for methods and protocols, and/or
· using lessons learned from successful past projects that were like this project design, providing a summary of past projects.
· How were sites/geographic scope selected for this project? (May be discussed in Section 1.2 and referenced to here or vice versa – but MUST be discussed in one of the sections and referenced to in the other)
· Why are the sites/geographic scope selected for evaluation or assessment appropriate to achieve the project objectives?
· What were the decision criteria to select the geographic scope/sites for evaluation or assessment (if discussed in Section 1.2, reference to that here or vice versa – but MUST be discussed in one of the sections and referenced to in the other)? Who made these decisions and when?
· If sites/geographic scope have not been selected, please explain the criteria/data required for their selection and who on the project team will determine these locations, and when.
· If the data are not collected as planned, how will that affect the project/project objectives?
· [bookmark: _Hlk89598456]If you will be using formulas, calculations, and/or statistical analysis, discuss how these will be used and evaluated.
· Describe approach for analyzing survey data, if applicable. Include and define formulas, calculations, units, definitions of terms, and statistical analysis.
· What were the decision criteria for selecting interviewees, workshop attendees, or survey recipients? Reference Section 1.2 if discussed already.
· Describe the decision criteria for any software/application used for surveys or respondent evaluation.  Why was it chosen for use?
· What is the acceptable number of interviews or attendees to a workshop to meet the project objectives? Make sure it is clear why that number is appropriate for decision making on your project.
· Why is the interview, workshop, or survey format (structure, length, type of questions, etc.) chosen for your project? 
· Make sure that you are clear on how choices were made and by whom (decision criteria analysis, based on previous experience, adherence to a specific guidance/method).  When did this occur, or is it occurring on the project?
· What types of questions will be asked during the interview, workshop, or as part of the survey? Attach questions as an appendix and reference here or provide examples of potential questions.

1.3.2	Quality Assurance Objectives

Quality Assurance Objectives (QAOs) define a tolerable level of potential decision error for data collected on a project. They help to further clarify the DQOs and the project objectives, providing key metrics that should be met for usability of data on the project. The QAOs are then used as comparison criteria during data quality review by [explain the group that is responsible for collecting data] to determine if the minimum requirements have been met and the data may be used as planned.

Questions to address when completing this section:
· [bookmark: _Hlk89516911]How will the project team know data collected from interviews, workshops, or surveys are appropriate for use on the project and will address data quality and project objectives? You will want to make sure that information identified in this section is consistent with discussions later in the document (i.e., Sections 3.0 and 4.0). 
· What are the potential limitations of data being used for this project? If applicable, specify acceptance criteria for survey results.
· What data quality indicators will be used to qualify the survey, workshop or interview data as acceptable or not?
· Who will review the survey/interview questions to make sure they are clear, unbiased, and objective? Or clarify whether this has already occurred if survey/interview questions have been developed.
· What is the acceptable/expected rate of return for surveys and why?
· Is there a contingency plan if the surveys have a low response rate or workshop participation is low?
· What margin of error would be acceptable for survey responses and why? If surveys are incomplete, would they still be acceptable for use to support the project objectives? Why or why not?
· What information will participants be given ahead of the workshop or interview?
· What are the qualifiers for accepting information to support the project objectives from open-ended surveys, interviews, or workshop participants? Does information need to be:
· geographically relevant to a specific area?
· in compliance with a management plan or legislative requirements?
· representative of a specific timeframe?
· feasible to implement or cost effective?
· other requirements for using information gathered from participants?

[bookmark: _Toc215817819]1.4	DOCUMENTATION AND RECORDS
Include the following in this section:
· Description of Staff/Volunteer/Intern/Student Training documentation and records as applicable or clarify why these are not required.
· Explain how data and information will be transferred between organizations and project partners, including advisory groups and contractors (e.g., secure file share).
· Describe or list permits or reports to be prepared as part of this project, including information to media outlets, social media, and/or government agencies, and how reports or media would be distributed. If no reports or media will be developed as part of this project, then clarify here.
· Clearly state whether data or project results will be made available to the public.

All records generated by this project will be stored at [Insert location name here]. Copies of this QAPP will be distributed to all parties involved with the project, including signatories and other personnel involved with data collection or assessment. Any future changes or amendments to the QAPP will be held and distributed in the same fashion. Copies of previous versions of the QAPP will be clearly marked as “superseded by Revision #” so as not to create confusion.

The records of all project information and data used to complete the activities of the project will be retained for at least seven years from the date of data acquisition, report, or application.  
[bookmark: _Toc215817820]2	DATA ACQUISITION 

[Edit as applicable to your project. Describe data collection staff and staff training if not described in Section 1.]

DATA COLLECTION PROCEDURES

Address the following in this section:
· Discuss which team members participate in interview or survey design/mailing/assessment or workshops.
· Explain source of contact information for interviewees, workshop participants, or survey recipients and who mails surveys or invites interview/workshop participants.
· Append interview protocol, survey, or meeting agenda and reference here.

For surveys
· Explain how surveys are prepared for sending and how they are sent (email, hard copy, etc.). Is any information provided to recipients other than the survey? Explain source of information and reason for inclusion.
· If surveys are sent, accessed, or processed using a specific program, state the program and version used for this project. Include active hyperlinks for websites.
· Who receives completed/returned surveys and how are they stored for analysis? Are the surveys labeled in a project-specific manner upon receipt?
· What is the timeframe for receiving surveys (e.g., surveys received 2 months after mailer will not be accepted)?

For workshops/interviews
· Discuss and append or reference any information given to interviewees/workshop participants ahead of time. Explain the purpose of providing this information.
· Describe interview/workshop structure, facilitators/lead interviewers, and how long the interview/workshop will be timewise (e.g., approximately 2 hours).
· Discuss any post-workshop/interview data collection activities (e.g., follow-up surveys, individual interviews, etc.).

DOCUMENTATION PROCEDURES

All data collection and assessment activities will be adequately and consistently documented [describe how adequacy and consistency in documentation will be confirmed] to ensure defensibility of any data used for decision-making, as described in Section [insert section where this is discussed] and to support data interpretation.

For survey projects, address the following:
· What will happen to completed surveys when received, either through the mail or online? If mailer surveys will be transferred to an electronic form, please clarify here.
· How will information be filed for data analysis and QA review?
· What is the timeframe for this to occur post-survey receipt (e.g., within one week of survey receipt)?
· Who is responsible for filing and documenting surveys upon receipt?
· [bookmark: _Hlk89613631]Discuss use of software/applications for survey response processing, if applicable.

For stakeholder workshops/interviews address the following:
· Will a professional transcriber be hired to record meeting minutes/interviews, or will members of the project team be assigned to take notes? What are the procedures for taking notes, if any?
· How many note-takers will be involved in the workshop or interview and why is this number adequate to ensure quality for this process?
· If the interview/workshop will take place over several hours, or will include a large number of participants, how will the project team ensure notetaking is accurate and all relevant information (as discussed in Section 1.3) is captured?
· Is any training required for project team members to take notes?
· Will notes be recorded by hand, on white boards by the facilitator, or electronically?
· Will the workshop/interview be recorded? If so, when will the recording be viewed and notes transcribed?
· What happens to the notes after the workshop/interview is over? How are the meeting notes processed for data analysis and QA review? What is the timeframe for this to occur, post workshop/interview, and who is responsible for this activity?

[bookmark: _Toc215817821]3	QUALITY CONTROL REQUIREMENTS

The types of quality control assessments required for this project are discussed below.
[bookmark: _Toc215817822][bookmark: _Toc137286703][bookmark: _Toc1121593]3.1	MEASUREMENT PERFORMANCE CRITERIA

[Text should be adjusted to meet project specific requirements and be consistent with previous sections (specifically Section 1.3).]

The overall QA objective for this project is to develop and implement procedures for data collection and reporting that will provide results that are scientifically defensible. Specific procedures for data collection, reporting of data, internal QC, audits, and corrective action are described in the other sections of this QAPP.
[bookmark: _Toc215817823]3.2	INTERNAL QUALITY CONTROL 

Internal QC is achieved by review of the [interview notes/synopsis/survey results] by the QA/QC Specialist [or insert title from Section 1.1] to ensure that results are within the specified QC objectives discussed in Section 1.3. [Be sure QC objectives are defined in Section 1.3.] The internal QC components of a data collection and analyses program will ensure that data of known quality are produced and documented. [Discuss timing and process for QA/QC review of information once it is transcribed from the surveys or interview/workshop notes to a database or other online filing system. Who from the project team would do this and when, relative to other project activities? How will interview/workshop notes or survey results be evaluated and tallied? What is the process for ensuring accuracy of notes? Describe how problems will be resolved, including chain-of-command, and documentation process. Include examples of types of corrective actions that might be implemented (e.g., follow-up interviews/surveys). Reference other sections if this information has already been described.]
[bookmark: _Toc215817824]4	DATA MANAGEMENT

[Elaborate on this process as appropriate. Please review example text and edit if statements are not accurate to your project.]

Copies of [meeting notes/survey responses] and original [describe reports] reports will be kept for review by the [Insert organization name].

[Meeting notes/survey responses/assessment/synopsis] are checked and signed by the project [Insert “leader,” “manager,” etc.]. They will identify any results where information is incorrect, missing, or inadequate [what would identify a response as “inadequate”?]. Such data will be marked as unacceptable by [who will be responsible for qualifying data?] and will not be entered into the electronic database and/or otherwise used for project analysis, reporting, or other purpose. [Clarify if this process applies to your project. Include the timeframe for completing this check, post-data collection, and whether there would be a need to repeat surveys/meetings/interviews and/or re-train data collectors if results are unacceptable. For interview or workshop notes, would the notes be sent to interviewees/workshop attendees for review? Why or why not? If consensus is required by the project team for decision-making, explain the consensus process here.]

The data generated will be converted to a standard database format [revise to be accurate to your project] maintained by [who will be responsible for data entry and management?] and available for NFWF staff review when requested. This review is for QA/QC purposes only and will not be used for any other purpose. See Section 4.2 for additional information on this data reporting requirement.

After data entry or data transfer procedures are completed for each [insert type of data collection event], data will be inspected for data transcription errors. [Describe timeframe, post-data collection, and by whom. How are errors determined (reference Section 1.3)? What happens to data found to have errors (reference Section 3.2)?] After the final QA checks for errors are completed, the data will be added to the project database. [Specify who would do this and the timeframe, post-data collection.]
[bookmark: _Toc215817825]4.1	DATA ASSESSMENT PROCEDURES

Data must be consistently assessed and documented to determine whether project QAOs discussed in Section 1.3 have been met, quantitatively assess data quality, and identify potential limitations on data use. Assessment and compliance with quality control procedures will be undertaken during the data collection phase of the project. [Reiterate, describe, or reference the QC procedures for this project as described in other sections of the QAPP.]
[bookmark: _Toc215817826]4.2	DATA TO BE INCLUDED IN QA SUMMARY REPORTS

During the project, NFWF may require periodic reporting, as noted below. Table 3 summarizes the types of data to be reported and the method in which that information will be delivered to NFWF staff.

[Remove lines not applicable to your project (e.g., remove the line for BMPs if you are not using). Please be sure this table matches the table in Appendix D.]

	Table 3: QA Summary Reporting Data

	Data
	Data Description
	Reporting Method
	Frequency

	Best Management Practice (BMP) Data
	Raw data from project reports in units of miles, linear feet, acres, individuals, etc.
	Metrics uploaded to NFWF online system.
	Annually and at NFWF Request during the closeout procedure

	Monitoring Data
	Raw data on project effectiveness, ambient water quality in priority watershed, stormwater flow, project conclusion data, etc.
	Raw data, reports, and/or spreadsheets submitted through NFWF online system through the Final Programmatic Report.
	At NFWF Request during the closeout procedure

	Geospatial Data
	Google polygon maps, latitude/longitude info, watershed segment
	Uploaded via NFWF online system map page
	At NFWF Request at application, during any Map Update Tasks, and during the closeout procedure

	FieldDoc Project Summary and Data
	Uploaded/Calculated data from www.fielddoc.com:
· Project sites – geospatial point(s) or polygon(s)
· Practices – buffer type, livestock exclusion, bioretention, etc.
Metrics – acres protected by BMPs, gallons of stormwater infiltrated, nitrogen and phosphorus annual load reductions, etc.
	Raw calculations and input via FieldDoc, PDF package submitted through NFWF online grants system or via email
	Initially calculated at time of application, updated annually, and at NFWF request during closeout procedure




At project completion, the data collection team will provide copies of the [meeting notes/survey responses/assessment/synopsis]. At a minimum, information must be provided to NFWF staff according to the QA Summary Report template, included as Appendix D [Confirm this is the correct Appendix reference].
[bookmark: _Toc215817827]4.3	REPORTING FORMAT

All results meeting data quality objectives and results having satisfactory explanations for deviations from objectives will be reported in the QA Summary Report. Results will be reported to NFWF at project completion as noted in Section 4.2 above. Reports may be submitted electronically along with the final programmatic report.
[bookmark: _Toc215817828]5	DATA VERIFICATION AND USABILITY

[Discuss here how the project team will determine that data are fit for use and how data will be used for reporting, as applicable. Address how all data will be reviewed following the processes outlined in this QAPP and any changes, qualifiers, and notations recorded based on the decision rules/criteria appropriate for the data set, also outlined in the QAPP. For instance, data sets may have missing or unclear entries that can be filled in or modified based on other available records. Reference previous section(s) if applicable.]
[bookmark: _Toc215817829]5.1	Self-Assessment, Data System Audits
(DO NOT EDIT - THIS SECTION MUST REMAIN AS IS)

Periodic self-assessments and/or data system audits are implemented based on the nature and scope of project-specific data collection activities. For data users, these technical audits and assessments provide project personnel with a tool to determine whether data collection activities are being or have been implemented as planned. They also provide the basis for taking action to correct any deficiencies that are discovered. For QAPP Categories 1-2, NFWF may request periodic self-assessments or a data system audit. For QAPP Categories 3-4, NFWF requires the implementation of one of these tools. The decision is made by the project manager and based on the frequency of project-specific data activities.  


[bookmark: _Toc215817830]6	REFERENCES

[bookmark: _Hlk87796587][EXAMPLE ONLY - Edit to meet your project and remove example references below not used for this project. Be sure all references listed in this section are cited in the main body text of the QAPP.]
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[bookmark: _Toc215817831]7	APPENDICES

[UPDATE AS NEEDED TO BE SPECIFIC TO YOUR PROJECT]

A)	PROJECT GEOGRAPHIC SCOPE MAP(S)
B) MEETING AGENDA
C) SURVEY PROTOCOL
D) QA SUMMARY REPORT

[Attach all SOPs and methods mentioned in your QAPP, as applicable.]


APPENDIX D – AT PROJECT CLOSE OUT

[Insert Project Name]

QA Summary Report - Components 

This project resulted in [Insert deliverable description]. This work product received the required nature and scope of QAPP oversight appropriate for the intended use of the data.

The data sets, data products and other supporting QA documentation is/are maintained on file with the assigned research staff as noted in the QAPP until [Insert date].

All QAPP elements were met and completed according to the procedures and methods outlined therein.

NFWF QA Summary Reports will be submitted to NFWF annually and at project completion as requested. The QA Summary reports will include the following information, as appropriate –

1. QA Summary Closeout reports include the extent to which projects are implemented according to the stated scope of work and the methodologies specified in this QAPP in their final programmatic reports. 
2. Significant changes to the objective, scope, or methodology of environmental data collection or use of environmental technology require the review and approval of the NFWF Program Manager and the NFWF QA reviewer. Therefore, if needed, appropriate revisions to this QAPP will be completed and submitted to the NFWF Program Manager for review and approval prior to implementation of changes. 
3. Additionally, periodic QA Summary Reports will be submitted to NFWF annually, if requested, according to the table, below.


The following table summarizes the types of data to be reported and the method in which that information will be delivered to NFWF staff.
	Data
	Data Description
	Reporting Method
	Frequency

	Best Management Practice (BMP) Data
	Raw data from project reports in units of miles, linear feet, acres, individuals, etc.
	Metrics uploaded to NFWF online system.
	Annually and at NFWF Request during the closeout procedure

	Monitoring Data
	Raw data on project effectiveness, ambient water quality in priority watershed, stormwater flow, project conclusion data, etc.
	Raw data, reports, and/or spreadsheets submitted through NFWF online system through the Final Programmatic Report.
	At NFWF Request during the closeout procedure

	Geospatial Data
	Google polygon maps, latitude/longitude info, watershed segment
	Uploaded via NFWF online system map page
	At NFWF Request at application, during any Map Update Tasks, and during the closeout procedure

	FieldDoc Project Summary and Data
	Uploaded/Calculated data from www.fielddoc.com:
· Project sites – geospatial point(s) or polygon(s)
· Practices – buffer type, livestock exclusion, bioretention, etc.
Metrics – acres protected by BMPs, gallons of stormwater infiltrated, nitrogen and phosphorus annual load reductions, etc.
	Raw calculations and input via FieldDoc, PDF package submitted through NFWF online grants system or via email
	Initially calculated at time of application, updated annually, and at NFWF request during closeout procedure



[REVISE THIS TABLE TO MATCH TABLE 3 IN SECTION 4.2]

