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QAPP Forms

Adapted from examples given in “The Massachusetts Volunteer Monitor’s Guidebook to Quality Assurance Project Plans”.

We did not remove all the text from several of the forms, as it may prove useful by reducing the need to retype text that you would use in your QAPP. If you don’t wish to use any of the text that we left in, simply cut or delete the text and substitue your own words.  Depending on the information you will include in your QAPP, you may wish to either delete some rows (or columns or text boxes) or insert additional ones for your own specific tables. 

Refer to the Massachusetts gudebook for advice on information that should go into these forms, or for advice on the use of narrative format as alternative to the tables listed here. 
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Table 4.1. Key Personnel.

Title
Responsibility
Name
Address / Phone / email*

Responsible Agency
Fiscal management of the project, project objectives, data uses, program changes, etc.



Technical Advisory Committee
Primary assistance in identifying project objectives, data quality objectives and methods, and oversight of project assessment.



Project Manager
Directs all project activities for the agency and oversees development and evaluation of the QAPP.



QA Officer/QAPP writer
Assists with or writes the QAPP and ensures that all elements of the project follow QA procedures in the QAPP.



Laboratory Director
Oversees or conducts all lab analyses and ensures that all QA procedures in the lab QAPP are followed.



Monitoring Project Coordinator
Coordinates all elements of the field monitoring, provides training to volunteers and assesses field monitoring performance.



MADEP QA officer
Reviews the QAPP for accuracy and completeness.



DEP project officer
Ensures that all agency reporting requirements are met



5.  Problem Definition/Background

Formats to Use:

You can use a narrative format or table format, or both to present background information. Below (Table 5.2) is the suggested format for a table that summarizes your waters’ current status.

Table 5.2.  Table Format that Summarizes the Current Status  of Your Waters of Interest

Water Body ID (PALSARIS #)
Designated Uses (from 305b report)
Actual Uses & Values (from your own experience)
Waters Assessed? Y or N (from 305b report)
Uses Supported? Y or N (from 305b report)











































Source of Impairment 
(from 303d list)
Cause of Impairment (from 303d list)
Known Problems, Conflicts, or Threats (from your  experience or other studies)
Known Efforts To Address Problems (from your experience or other studies)































     
     
     
     

6.  Project/Task Description

Table 6.2.  Project Timetable Format 1

Activity
Start Date
Completion Date

Overall Project



Task 1, e.g volunteer recruitment



Task 2, e.g. monthly chemical sampling



Task 3, e.g. data processing



 Interim Program Report



Final Program Report















 



Table 6.3.  Project Timetable Format 2 (Gantt Chart)

Activity
J
F
M
A
M
J
J
A
S
O
N
D

Overall Project













Task 1 e.g. volunteer recruitment













Task 2 e.g. monthly chemical sampling













Task 3 e.g. data processing













Interim Program Report













Final Program Report





































































7.  Data Quality Objectives (DQOs) for Measurement Data

Table 7.1. Data Quality Objectives

Indicator
Units
Minimum Detection Limit
Accuracy/Bias
Overall Precision
Approx. Potential Range

DO
mg/l





BOD
mg/l





Temperature
°C





Conductivity
µS/cm





pH
pH units





TP (water)
mg/l  P





Alkalinity
mg/l CaCO3





Ammonia Nitrogen
mg/l  N





Nitrate Nitrogen
mg/l  N





Kjehldahl Nitrogen
mg/l  N





Secchi disk Transparency
m





Color
PCU





Turbidity


NTU





Salinity
SU





Total Suspended Solids, TSS
mg/l





Total Dissolved Solids, TDS
mg/l





Chlorophyll a
µg/l





Fecal Coliform, Enterococcus,      E-coli
# of colonies/100 ml





Macrophyte% Cover Map 
% area





Macrophyte Identification
NA





Macroinverte-brates (taxonomy)
NA





Flow  (not generally recommended for volunteers to take)
cfs





8. Training Requirements / Certification



Table 8.1. Training Program Summary

Task and Type of Volunteer Training
Frequency of Training/Certification and By Whom

Field sampling


Water chemistry analysis


Visual observation


Data management


Data interpretation


Table 8.2.   Training Records

Project Function
Training Course Title
Provided by
Training Date
Personnel Trained
Personnel Function
Training Record Location

General Water Quality Field Sampling







Lab Analysis







9.  Documentation and Records



Table 9.1.  Sample label

Site Location __________________________________

Site No. _______________ Sample Type:____________

                                                                                      am

Date: _________________    Time: ______________pm

              mm/dd/yr

Preservation Method: ___________________________

Sampler’s Name _______________________________
Table 9.2.  Chain of Custody Form
Name of Lab.​​​​​​​​​​​​​​​​​​________________________________________________________________________

 Client:
_______________________________
    Samplers Signature:__________________________


Sample ID
Station Location
Date, Time
Type
#Bottles
Analyses
Comments

































































































Relinquished by:Signature
Received by: Signature
Date/Time

Relinquished by:Signature
Received by: Signature
Date/Time

Relinquished by:Signature
Received by: Signature
Date/Time

Relinquished by:Signature
Received @Lab: Signature
Date/Time

Comments:

.

10.  Sampling Process Design
Table 10.2  Sampling Frequency, Period and Time of Day

Measure(s) or Indicator(s)
Sites
Brief Description of Location
Type of Site
Frequency
Type of Sample Collected 
Time of Day Sampled
Special Weather Conditions

pH, alkalinity, DO








Benthic macroinvert-ebrates












































11.  Sampling Method Requirements

Table 11.1.  Container, Sample Size, Type, Preservation and Storage for Common Water Quality Indicators (Standard Methods 20th edition, 1998)

Indicator
Container Type1
Minimum Sample Quantity (ml)2
Sample Type3
Preservation
Maximum Holding Time

Fecal Coliforms
Sterile P, G bottles or Whirl-Pak Plastic Bags
>100 ml
g
Refrigerate, 4oC

See delayed incubation procedure 9222E in Standard Methods
Refrigerate immediately. Deliver to lab within 6 hr. Begin analysis within 2 hr. of receipt.

Alkalinity
P, G
200
g
Refrigerate, 4oC ,do not open sample bottle until analysis
14 days

BOD
P, G
2 bottles 300, 60
g, c
Refrigerate, 4oC
48 hrs

Chlorophyll
P, G
1000
g
Unfiltered, dark, 4oC
Unfiltered, fresh-24 hr;4 
Filtered, frozen-21 days;4
Filtered, forced air-dried-15 days5

Specific Conductance
P, G
500
g, c
Immediately or refrigerate at 4oC, filtered with 0.45 micron filter
28 days

Ammonia
P, G
500
g, c
Refrigerate to 4oC 

add H2SO4 to pH<2  and refrigerate
48 hours

28 days

Nitrate


P, G
100
g, c
Analyze as soon as possible; refrigerate, 4oC

add H2SO4 to pH<2  and refrigerate
48 hr

28 days

Organic, Kjeldahl
P, G
500
g, c
Add H2SO4  to pH<2.  Refrigerate, 4oC,
28 days

Oxygen, dissolved

Electrode

Winkler
G, BOD bottle
300, 60
g
Analyze immediately

Titration may be delayed after fixing
Analyze immediately

8 hr in the dark

pH
P, G
50
g
Analyze immediately
Analyze immediately

Phosphorus, total
P, G

Acid-washed; no use of detergent permitted
100
g, c
Immediately

Add H2SO4 to pH<2 and refrigerate at 4oC

Freeze
48 hrs

28 days
12 months

Salinity
G, wax seal
240
g
Analyze immediately or refrigerate at 4oC
28 days

Temperature
P, G
-
g
Analyze immediately
Analyse immediately



Turbidity
P, G
100
g, c
Cool at 4oC
48 hr

Total Suspended Solids           Total Residue/ Total Solids, Dissolved Solids
P, G
500
g
Immediately or refrigerate to 4oC
7 days

1    Container — P = polyethylene or equivalent; G = glass

2 Minimum Sample Quantity – plan at least two minimum sample quantities for reanalysis contingencies

3 Sample Type — g = grab; c = composite

4 Published in  EPA Methods (1999) or Standard Methods (AWWA,1998)

5 Recent modification in the peer reviewed literature. (Godfrey & Kerr, 2000)

Table 11.2. Table of Sampling Methods.

Indicator
What Will Be Sampled
Sampling Equipment
Sampling Method





















13. Analytical Methods Requirements

Table 13.2. Sample Methods 

Indicator
Method Number
Source
Reporting Units
Modifications or options 



















14.  Quality Control Requirements

Table 14.2.  Sample Table: Quality Control Checks

Indicator(s)
Accuracy Checks
Precision Checks
% Quality Control Samples





























































15.  Instrument/Equipment Testing, Inspection, and Maintenance Requirements

Table 15.1.   Equipment Inspection and Maintenance.  
Equipment Type
Inspection Frequency
Type of Inspection
Available Parts
Maintenance, Corrective Action & Recordkeeping



































































16.
Instrument Calibration and Frequency

Table 16.1. Calibration Procedures

Equipment Type
Inspection and Calibration Frequency
Standard of Calibration Instrument Used
Logbook Notation
Corrective Action





























































17.
Inspection/Acceptance Requirements for Supplies

Table 17.1.   Recommended Inspection for Supplies.

Supplies
Inspection Frequency
Type of Inspection
Available Parts
Maintenance

Reagents
Before each sampling date
Visual inspection of quantity and expiration date
Spare, fresh reagents
Annual replacement at beginning of sampling season

Field and Lab sample sheets
Before each sampling date
Visual
Additional copies


Thermometer
Before each sampling date
Integrity of column
Spare thermometer
Calibrate and replace as needed

Waders or Life Preservers
Before each sampling date
Visual inspection for damage
Patch kit
As needed

Macroinvertebrate Nets
Before each sampling date
Visual inspection for damage and cleanness
Roll of net material, extra bags
Annually or as needed

Logbook notation

Sample Bottles
Before each sampling date
Integrity, cleanness and seal for nutrient bottles, verified sterility of bacterial sample bottles, equipment or rinsate blank for reused bottles (see Glossary)
One set of spare bottles


Cooler
Before each sampling date
Cleanness, Ice packs

Annually or as needed

23.  Validation and Verification Methods

Table 23.1. Verification and Validation Procedures.

Verifying Group


When
Activity
Possible Corrective Measures and Notification

















































































24. 
Reconciliation with Data Quality Objectives

Table 24.2. Data Quality Objective Contingency Plan.

Parameter/ units
Corrective action planned if  accuracy/precision objective not met
Planned Response if Completeness Objective Not Met









































































Watershed Association





MA DEP





US EPA





Lab Director





Project Manager





Technical Advisory Committee





QA Officer





Field Coordinator





Field Monitoring Volunteers





Lab Volunteers








