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1
PROJECT MANAGEMENT

1.1
Contact Information
[Please provide the name and phone number of project personnel as applicable.]  
All personnel listed below will receive copies of this Quality Assurance Project Plan (QAPP), and any approved revisions of this plan.  Once approved, this QAPP will be available to any interested party by requesting a copy from the project management.  

	Title
	Name (Affiliation)
	Phone Number/E-mail

	Project Manager
	
	

	Environmental Scientist
	
	

	National Fish and Wildlife Foundation (NFWF) Program Manager 
	Stephanie Heidbreder, NFWF
	(202) 595-2498
stephanie.heidbreder@nfwf.org

	QA Specialist 
	
	


1.2 Project Objectives and Approach
[Insert your condensed proposal narrative here, modify according to your project specific objective. What is the goal for your project and what methods/surveys/data collection activities will be implemented to achieve this outcome? What is the geographic scope? What is the target audience for survey and why?]

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 accepted methodology (e.g., U.S. Environmental Protection Agency (US EPA [Specify methodology, survey type, model to be used, or any other data collection activities associated with the project])) to collect and/or measure, analyze and/or interpret [Insert measurement type. i.e.: comments, BMPs, etc.] collected data. 

Required data collection will begin [Insert dates, data to be used, start/stop dates for this activity, etc.]  

1.3
Data Quality Objectives 

[Data quality objectives define data collection design, including 1) when and where to collect samples, 2) the acceptable level of data uncertainty and decision errors for the study; and 3) how many samples to collect. Describe criteria for data quality and for developing data collection designs.  Discuss how this project will ensure that the type, quantity, and quality of environmental data used in decision-making will be appropriate for the intended application.]
The data quality objectives are listed in Table 2.  
[Please complete the measurement metrics for data collection or sampling in Table 2 as applicable to your project. Include tables and/or discussion for both primary and secondary/existing data to be collected] EXAMPLE ONLY – EDIT OR DELETE AS APPLICABLE TO YOUR PROJECT. 
Table 2 Quality Assurance Objectives for Individual Measurements

	Parameter
	Method

	Flow
	

	Temperature
	e.g. Thermometer

(-5 to 50)

	Dissolved Oxygen
	

	pH
	

	Turbidity
	

	Total Dissolved Solids
	

	Total Suspended Solids
	


1.4
Documentation and Records

[Include description of Staff Training documentation and records as applicable]
All records generated by this project will be stored at [Insert name here] main office.  Records stored for this project will include all records pertinent to this project.    

Copies of this QAPP will be distributed to all parties involved with the project, including signatories and data collection personnel.   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 collection, report, or application.  

2
DATA ACQUISITION
[Edit as applicable to your project. Describe data collection staff and staff training if not described in Section 1]
2.1
Data Collection Information 
Information on data collection locations can be found in Appendix A.  Methods for data collection will be done according to standard procedures [expand on these as applicable].  Proper data collection techniques will be used to ensure that a representative data sample is collected. [Describe specifics of survey collection if applicable – mailers, number of mailers, geographic scope, what happens to received surveys? where do received surveys go?]  

2.2 Data Collection Documentation
All data collection activities will be adequately and consistently documented to ensure defensibility of any data used for decision-making and to support data interpretation.  Pertinent data collection information, including (as applicable), the [Insert project-specific sampling data/measurement parameters, such as public comments, crop and cultivation practices and evidence of pesticide/fertilizer or sediment management, or location of the tributaries] will be recorded on the data collection sheets.

2.3 Documentation
DOCUMENTATION PROCEDURES
The primary data collector will be responsible for ensuring that the data collection team adheres to proper custody and documentation procedures. A master sample logbook or datasheets will be maintained for all data collection events. [Elaborate on this process as appropriate]
[Please attach the datasheets to the end of this document, if appropriate.]

3
QUALITY CONTROL REQUIREMENTS

[Retain, Edit, or Delete as Needed]

The types of quality control assessments required for this project are discussed below. 

3.1
Quality Assurance Objective (QAO) Criteria
The QAOs define a tolerable level of potential decision error for data collected on a project.  They help to define the data quality objectives and clarify the project objectives further.  The QAOs are then used as comparison criteria during data quality review by 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
3.2
Internal Quality Control 
Internal QC is achieved by review of the data collection data sheets and/or records by the QA/QC Specialist [Or insert Project “leader”, “manager”, etc.] to ensure that results are within the specified QC objectives. The internal QC components of a data collection and analyses program will ensure that the data of known quality are produced and documented.

4
DATA MANAGEMENT

[Elaborate on this process or revise as appropriate]

Copies of data collection sheets and electronic media reports will be kept for review by the [Insert organization name].
Data sheets are checked and signed by the project [Insert “leader”, “manager”, etc.].  They will identify any results where information is incorrect, missing, or inadequate.  Such data will be marked as unacceptable by and will not be entered into the electronic data base and/or otherwise used for project analysis, reporting or other purpose.
The data generated will be converted to a standard database format maintained by the responsible party 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.  All project information will remain confidential. See Section 4.2 for additional information on this data reporting requirement.
After data entry or data transfer procedures are completed for each data collection event, data will be inspected for data transcription errors, and corrected as appropriate. After the final QA checks for errors are completed, the data will be added to the final database.

4.1
Data Assessment Procedures

Data must be consistently assessed and documented to determine whether project QAOs 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.

4.2
Data to be Included in QA Summary Reports

During the project, NFWF may require periodic reporting, as noted 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


At project completion, the data collection team will provide copies of the data collection data sheets as a representative sample subset submittal of analysis. At a minimum, information must be provided to NFWF staff according to the QA Summary Report template, included as Appendix D. 
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.
5
DATA VALIDATION AND USABILITY

5.1
Self-Assessment, Data System Audits
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.  
6
REFERENCES
[EXAMPLE ONLY] [Edit as applicable for your project]
U.S. EPA 2001. Laboratory Documentation Requirements for Data Evaluation (R9QA/004.1)

U.S. EPA 1983. Methods for Chemical Analysis of Water and Wastes. EPA-600/4-79-020, third edition

U.S. EPA 1988. Methods for Determination of Organic Compounds in Drinking Water (EPA-600/4-88/039)

USEPA.2002. Methods for Measuring the Acute Toxicity of Effluents and Receiving Waters to Freshwater and Marine Organisms, Fifth Edition. Office of Water, Washington, D.C.

EPA-821-R-02-012

USEPA. 2002. Short-term Methods for Estimating the Chronic Toxicity of Effluents and Receiving Waters to Freshwater Organisms, Fourth Edition. Office of Water, Washington, D.C.

EPA-821-R-02-01

USEPA. 1994. Methods for Measuring the Toxicity and Bioaccumulation of Sediment-associated Contaminants with Freshwater Invertebrates. Office of Research and Development, Washington, D.C. EPA-600-R94-024.
EPA/600/R-99/080 2000. Guidance on Technical Audits and Related Assessments for Environmental Data Operations
Appendices
A)
Project Site Map(s)
B) Standard Operating Procedures
C) Data Sheet 
D) QA Summary Report
[Attach all SOPs and methods mentioned in your QAPP]
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


[Insert Project Name] Data Collection Map
[Insert geospatial map showing sampling locations by GPS location, Site Name and any other identifier.
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