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Project Management
Distribution List
(Names of individuals and organization(s) to receive a copy of the approved QA Project Plan)
Project Organization
Project Managers (Name, Short Description of Project Responsibilities)
QA Officer (Name, Short Description of Project Responsibilities)
Project Coordinator (Name, Short Description of Project Responsibilities) 

Laboratory Leader (Name, Short Description of Project Responsibilities)
Data Processing Leaders (Name, Short Description of Project Responsibilities)
Problem Background
Suggested Content:
· Statement of specific problem to be solved, decision to be made, or outcome to be achieved

· Background information (the why, known and unknown info, intended use)
Project Description
Suggested Content:

· Summary of work to be performed and products

· Project schedule

· Maps, tables, etc. showing geographic locations

Data Quality Objectives for Measurement Data
Suggested Content:

· Outputs from the systematic planning process (e.g., Data Quality Objectives) used to design the study

· Measurement performance or acceptance criteria established as part of the study design. (These relate the quality of data needed to the established limits on the chance of making a decision error or of incorrectly answering a study question.  These can be  addressed in the following sub-categories)
1.  Precision, Accuracy, Measurement Range 

2.  Representativeness  
3.  Comparability  

4.  Completeness 

Training Requirements
Suggested Content:
· Any specialized training or certifications needed by personnel

· Plans for providing, documenting, and assuring this training
Documentation and Records
Suggested Content:

· Description of how the most current approved QA Project Plan will be distributed to project staff

· List of records to be included in the data report package

· List of any other project documents to be produced

· Information on the final disposition of records and documents, including location and retention schedule
Measurement/ Data Acquisition
Sampling Process Design
Suggested Content:

· Description of project’s experimental design
Sampling Methods Requirements
Suggested Content:
· Description of sample/data collection procedures

· Reference or attach any SOPs used

· List of equipment needed

· Identification of performance requirements

· Description of corrective actions to be taken if problems arise
Decontamination of equipment - 

Suggested Content:

· Indicate whether equipment and samplers, will be cleaned and/or decontaminated.
Sample Handling and Custody Requirements
Suggested Content:
· Description of sample handling requirements and transfer, and for ultimate disposal
Analytical Methods Requirements
Suggested Content:
· Description of analytical methods to be used

· Identification of any performance criteria

· Description of corrective actions when problems arise
*METHOD VARIATION (if any): 

Suggested Content:

· If using a nonstandard or unapproved method, provide method validation data to confirm that it will be adequate for the intended use of the data
Quality Control Requirements 
Suggested Content:
· List of QC activities needed for sampling, analytical, or measurement techniques, along with their frequency

· Description of control limits for each QC activity and corrective actions when these are exceeded

· Identification of any applicable statistics to be used
Equipment Testing, Inspection and Maintenance Requirements
Suggested Content:

· List of equipment and/or systems needing periodic maintenance, testing, or inspection, and the schedule for such

· Description of how inspections and periodic preventive maintenance procedures will be performed and documented

· Discussion on how critical spare parts will be supplied and stocked

· Description of how re-inspections will be performed and effectiveness of corrective actions
 Instrument Calibration and Frequency
Suggested Content:

· List of all project tools, gauges, instruments, and other sampling, measuring, and test equipment which should be calibrated

· Description of calibration method and identification of any certified equipment and/or standards to be used

· Details of how calibration records will be maintained and traceable to the instrument/equipment
Inspection and Acceptance Requirements for Supplies

Suggested Content:
· A list of project supplies and consumables that may directly or indirectly affect the quality of the results

· The acceptance criteria for them

· Identification of those responsible
Non-direct Measurements

Suggested Content:

· Identification of any existing data that will be obtained from non-measurement sources, such as literature files and historical databases

· Description of how you intend to use the data

· Your acceptance criteria and any limitations for using such data
Data Management

Suggested Content:

· Description of the project data management process

· Description of or reference to the office’s standard record-keeping procedures and document control, data storage, retrieval, and security systems

· Identification of data handling equipment and procedures to process, compile, and analyze project data

· Discussion of data handling procedures to detect and correct errors and loss during data processing

· Examples of any forms or checklists to be used

· Identification of any specific computer hardware/software performance requirements and how configuration acceptability will be determined

· Description of how applicable information resource management requirements will be satisfied
Assessment and Oversight
Assessment and Response Actions
Suggested Content:
· Description of project assessments planned and a brief discussion of the information expected

· Approximate schedule for these assessments and their reports

· For any planned self assessments, identification of potential participants and their relationship within the project organization

· For independent assessments, identification of the organization and person(s) that will conduct the assessments

· Identification of how, when, and to whom the results of each assessment will be reported and
Reports
Suggested Content:

· Frequency and distribution of reports to inform management of the project’s status

· Identification of report preparer and recipients, as well as any specific actions or recommendations recipients are expected to make
Data Validation and Usability
Data Review, Validation and Verification Requirements

Suggested Content:
· State the criteria for deciding to accept, reject, or qualify project data in an objective and consistent manner
Validation and Verification Methods
Suggested Content:
· Description of how project data will be verified and validated

· Discussion of how any issues will be resolved and identification of who has the authority for resolving them

· Description of how results will be conveyed to data users

· Explanation of how validation issues differ from verification issues for this project

· Examples of any forms or checklists to be used and identification of any project specific calculations
Reconciliation with Data Quality Objectives
Suggested Content:

· Description of how project results will be reconciled with the requirements defined by the data user or decision maker

· An outline of methods proposed to analyze the data and determine possible anomalies or departures from assumptions made when the project was planned

· Description of how reconciliation with user requirements will be documented, issues will be resolved, and how limitations on the use of the data will be reported to decision makers
Comparability  - 
Completeness - 

