Abbreviated Quality Assurance Project Plan
In completing the form, individual sections may be expanded, or limited, as circumstances warrant.  

1.  Title and Approvals: Provide a name for the project. Insert name, and organization for each of the approvers. Have each sign on the signature line.

Project Name:


Approvals:

Project Manager(s):

Sampling Team Leader(s):
Quality Assurance Coordinator(s):
2.  Distribution List: List the names of the individuals who will receive a copy of the approved QAPP.
Project Manager:
Sampling Team Leader:


Quality Assurance Coordinator:

Sampling Team Members:
Laboratory:
3.  Project Description / Background: Briefly describe the specific sampling job which is to be addressed/investigated by this particular environmental monitoring project. What human health or environmental issues are involved? Indicate, as best you can, the decisions to be made with the data. Make reference to the action levels, benchmarks, or standards which will be used to make assessments.

4.  Project Technical Design: Essentially this section is intended to show what data will be collected in order to answer the question(s) described in the previous section.

Site(s) to be sampled: Identify site(s) to be sampled, and the reason(s) for their selection.

Sampling Points: State the number of sampling points. If sampling points will be identified in the field, describe how they will be selected.
Sample Type(s): Indicate whether samples will be grabs or composites. If composites, indicate the compositing method. Indicate whether samples will be surface or subsurface (if applicable) and why.
Parameters to be measured: Indicate the analytical parameters for the samples. Include parameters to be measured in the field (i.e. pH, temperature, etc.).
Quality Control (QC) Activities: Indicate what QC activities will occur. This would include field blanks, replicates, and QC samples, among others.
Locational Information / Documentation: Provide a map or document in writing the proposed locations of sampling points.
Special Sample Requirements: Describe any special requirements for the collection of samples, beyond those documented in SOPs cited in this QAPP. For example, indicate whether collection of samples is dependent on heat, wind direction, time of day, or any other event.

5.  Project Organization and Task Responsibilities:
Project Manager is responsible for comprehensive oversight and final decision making for the Project.
Quality Assurance (QA) Coordinator will facilitate with proper planning documents and is available to review and approve plans. Questions regarding validity and usability of data will be directed to the QA Coordinator. 
Sampling Team Leader is responsible for:

· Assembling sampling team and briefing members on requirements of the project

· Supervising preparation of equipment

· Overall collection of samples, record keeping, and delivery to laboratory

· Safety of field personnel

· Overall coordination and documentation of field activities related to the project


List all other individuals and responsibilities not covered above.

6.  Special Training Requirements: If field team members are required to have any special training in addition to the standard field training given to all field personnel, describe it here. Otherwise, write “NONE.”
7.  Project Schedule: Indicate briefly the schedule for the project. Note when samples are anticipated to be shipped or delivered to the laboratory.
8.  Field Sampling Table: Fill out the Table below. If there is insufficient space, a table with the same headings may be attached to the back of this form.
	Matrix
	Analyte
	# Samples
	Sample Volume1
	Container
	Preservation
	Holding Time

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


1For volume, give QA sample volume followed by a slash and the regular sample volume (i.e. 500ml/100ml)

9.  Field Sampling Requirements: Briefly describe how sampling points will be selected, how samples will be collected, and the major equipment to be used in sample collection. Indicate how cross contamination of samples will be avoided. Cite SOPs for the details of sample collection, equipment cleaning, etc. If other procedures (not covered by SOPs) will be used, describe them below:
Procedures detailed in the appropriate Quality Assurance Program Plan or equivalent will be utilized.
The following SOPs will be adhered to: List SOPs.

10.  Sample Handling and Custody Requirements: In addition to the language recommended below, indicate where samples will be delivered for analysis. Make comments on chains-of-custody, sample handling, and note any other special requirements. List any SOPs that will be utilized.
11.  Analytical Method Requirements: Analytical methods should be referenced and verified as ADHS approved and certified by the laboratories.
	Analyte
	Matrix
	Analytical Method
	Laboratory Name
	Reporting Limit
	Units of Reporting Limit

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


12.  Other Data Quality Indicators:

Representativeness: Indicate how well the environmental measurements you plan to collect actually represent the true state of the environmental feature you are measuring. Note features of the sampling design intended to enhance representativeness, such as time or spatial composites, sampling depth, selection of sampling points, etc.
Comparability: Indicate the degree to which data obtained in this study can be compared directly to data from other studies and your benchmarks. If analyses will be performed using standard approved methods, then data should be directly comparable to standards and benchmarks. A statement to that effect is sufficient.
Completeness: Indicate completeness goal percentage and how it will be calculated.
13.  Peer Review: Is peer review needed for the project? Who will provide the review, and at what level of review?
14.  Instrument, Equipment, and Supplies Testing and Maintenance Requirements:
Instruments will be calibrated and maintained in accordance with manufacturer instructions and the procedures outlined in appropriate Standard Operating Procedures (SOPs). Sample containers will be new certified pre-cleaned containers.  
Laboratory equipment will be tested, calibrated, and maintained in accordance with SOPs approved by each respective laboratory.

Add other requirements not covered by the above statement.
15.  Assessments / Oversight:
Formal field audits by QA personnel are not anticipated for this project. Identification of problems related to technical performance will be the responsibility of the technical staff working on this project. The Sampling Team Leader will assess any problems that arise in the field, and make modifications to technical procedures, if needed and will communicate with the Project Manager and any technical staff. Any changes in technical procedures will be documented in field notes, and highlighted in reports related to this project.
Laboratory personnel will perform self audits and institute corrective actions in accordance with their respective written procedures.

16.  Data Review, Validation, and Usability:
Data from other laboratories will be initially validated by the laboratory performing the analysis. The data will be reviewed and verified by ____________________________. Third party validation is/is not required for this project.

Any questions regarding the verification and usability of the data will be discussed with your VRP Project Manager and decisions made appropriately.
17.  Documentation and Records:
Field notes and measurements will be recorded in a field notebook, which will be maintained by the Sampling Team Leader. Original copies of Chain of Custody, raw data, and analytical results will be maintained by the respective laboratories performing the analyses.

At the end of each day, the Sampling Team Leader will prepare a summary of the sampling activities for the day. The summary will be in writing, but may be submitted either as a hard copy or electronically. The summary should include the following:

· Name of Sampling Team Leader and Team Members

· Number of samples collected by matrix
· Locations samples

· On-site measurements made and results obtained at each location (including times)

· Disposition of all samples (where they were delivered for analysis)

· Air bill numbers for all shipped samples

· Photocopies of Chain of Custody

· Noteworthy observations at each sampling location

18. Data Management
List electronic copies and formats needed reports and data

Identify appropriate databases for input and/or uploading
· Such as electronic submittal of groundwater quality data (refer to http://www.azdeq.gov /environ/waste/sps/download/guidance_v3.4.pdf).  

List parties to receive electronic data and/or reports and how the reports will be delivered, archived, and maintained for future access and use.
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