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[bookmark: _Toc158093403][bookmark: _Hlk158199528][bookmark: _Ref139886737]INSTRUCTIONS for EPA Region 8 Community Grant Recipients for completing the Water Infrastructure Construction Quality Assurance (QA) Plan Template for Construction Only	Comment by USEPA, Region 8: NOTE to Preparer: Insert any references or sources utilized in the QAPP  e.g., regulations, EPA CIO Orders, EPA QA/G-5. 
(For construction activities only-- No sampling, analysis, existing data collection, or construction design will occur)

This Water Infrastructure grant Construction QA Plan template is intended for use only by EPA Region 8 Community Grant recipients receiving funding from State Revolving Funds to document project activities involving Environmental Information Operations (EIO) as part of a Community Grant. Complete all sections of this template. When this template is completed fully, the content meets EPA QAPP Requirements, QA/R-5.  

PREPARING THE Construction QA Plan:
· For each section in the Construction QA Plan template, guidance is provided in a comment box located on the righthand side as “NOTE to Preparer.” Please click on the comment box to read the entire comment. Once the author addresses the comment, please delete the comment box. Text boxes in angle brackets <Insert here> are intended for the Preparer to complete by inserting appropriate text for each section. Enter content within the text box by overwriting the angle brackets. Text preceded by “EXAMPLE:” is example text and may not accurately describe the project plans/processes that will be implemented.  This example text may be used to help develop responses but should be modified as appropriate to accurately describe the project plans.
· If you plan to utilize a contractor for IT services to develop data architecture, processes, validation, maintenance, etc., we recommend referring to your information management resources such as a Data Management Plan.
· We recommend avoiding collection of Personally Identifiable Information (PII). If you decide to collect PII, you must comply with 5 U.S.C. § 552a and EPA’s Privacy Policy and describe the requirements within the Construction QA Plan.  
· If any of the elements in the template are not applicable for your project, insert Not Applicable and include a statement as to why the element is not relevant to the project.
· If there are plans to publish information to a website for public access, you must state in the Construction QA Plan how data limitations will be conveyed to users, including the requirement to post a disclaimer onto the website along with the published information. Provide the specific disclaimer text in the plan.
· In the Construction QA Plan, if applicable, describe the process for how data/information will be collected, stored, retrieved, and used, and/or attach your Data Management Plan (DMP) to the Construction QA Plan.
· Attach any applicable Standard Operating Procedures (SOPs) to the Construction QA Plan.
· Links to applicable SOPs, EPA guidance documents, policies, or statutes, State-issued permits, environmental impact statements, or other relevant documents may be provided in lieu of providing as attachments to the Construction QA Plan. Where links are provided, please ensure that the links are provided as hypertext so that the reader can navigate to the document location directly from the Construction QA Plan. 

FINALIZING THE Construction QA Plan:
· Delete this instruction page and all other instructional comments after utilizing the guidance in the template and finalizing the document for review and approval.
· For Community Grant Recipients: All Construction QA Plans may be prepared by the Contractor or the Community implementing the project.  The plan must be written from the grant recipient’s perspective and should therefore describe the roles, responsibilities, and activities that will be undertaken by both the Community implementing the project and the Contractor performing the work. Construction QA Plans must be submitted to the EPA Project Officer for routing to the appropriate reviewing entity (i.e., the Region 8 QA Branch or DAO) for review and approval.  Once approved, provide a copy of the approved plan signature page to your EPA Project Officer for their records.
· For Contractors: Submit your completed Construction QA Plan to the EPA Grant recipient who will coordinate with the EPA review and approval of the Construction QA Plan.
Construction QA Plan Template Disclaimer: This template describes a QA approach that could be used for a Water Infrastructure Community Grant construction project and has not been developed or reviewed to support other projects.


[bookmark: _Toc158093404]Title Page 	Comment by USEPA, Region 8: NOTE to Preparer: For each text box below, Insert your text for each section within the text box by overwriting within the [ ].  Delete this and all other instructional comments  after each section is complete.
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1. [bookmark: _Toc472672381][bookmark: _Toc158093405][bookmark: _Toc472672384]Approval Page	Comment by USEPA, Region 8: Note to Preparer: Provide a signature line for the Community Project Quality Assurance Officer and Project Manager.

Grant Recipient Approvals:
	Organization: 				<Insert here>

Project Quality Assurance Officer
Printed Name & Title:				<Insert here>

Signature & Date:

Project Manager: 
Printed Name & Title:				<Insert here>

Signature & Date: 		                                           

Construction Contractor Project Manager: 
Printed Name & Title:				<Insert here>

Signature & Date: 		                                           


For Grant Recipients without EPA Region 8 Approved QMPs 
EPA Approvals:

EPA Region 8 Project Officer
Printed Name & Title:				<Insert here>

Signature & Date:

EPA Region 8 Quality Assurance Manager (RQAM)
Or Delegated Approving Officer (DAO):

Printed Name & Title:				<Insert here>

Signature & Date: 		                                           




2. [bookmark: _Ref139886817][bookmark: _Toc158093406]Table of Contents 	Comment by USEPA, Region 8: NOTE to Preparer: The table of contents is generated from  the Heading 1 Sections in bold font.  Update the Table of Contents (TOC) by clicking and selecting "update entire table"

INSTRUCTIONS for EPA Region 8 Community Grant Recipients for completing the Water Infrastructure Construction Quality Assurance (QA) Plan Template	1
Title Page	2
1.	Approval Page	3
2.	Table of Contents 	4
3.	Introduction	5
4.	Project Organization & Distribution List	6
5.	Problem Definition, Background and Project Description	8
6.	Project Schedule	8
7.	Data Quality Objectives and Indicators	8
8.	Training and Specialized Experience	10
9.	Documentation and Records	10
10.	Construction Materials and Methods	11
11.	Existing Data and Data from Other Sources	11
12.	Data Management	12
13.	Reporting, Oversight and Assessments	12
14.	Data Review and Usability	13
References	14
List of Figures	14
Figure 1 Location Map(s)	14
Appendices	15
Appendix A	15
Construction Bid/Planning Documents	15
Appendix B	16
Standard Operating Procedures and User Manuals	16
Appendix C	17
Cross-reference Between Construction QA Plan and EPA QA/R-5 Elements	17




Revision History
	Revision No.
	Description of Changes

	<Insert here>
	<Insert here>




Acronyms
	DAO
	Delegated Approving Officer

	DCN
	Document Control Number

	DQI
	Data Quality Indicators

	DQO
	Data Quality Objectives

	EIO
	Environmental Information Operations

	EPA
	Environmental Protection Agency

	PM
	Project Manager

	QAO
	Quality Assurance Officer

	QA
	Quality Assurance

	QAPP
	Quality Assurance Project Plan

	QC
	Quality Control

	RQAM
	Regional Quality Assurance Manager

	SOP
	Standard Operating Procedure


3. [bookmark: _Toc158093407][bookmark: _Toc71635536][bookmark: _Toc71640205][bookmark: _Toc71635954][bookmark: _Ref139886828]Introduction  
	Comment by USEPA, Region 8: NOTE to Preparer: 
Summarize the nature of your project and the planned construction activities.  Describe what is driving this project and the EPA strategic plan linkage (For example, Climate Change, Environmental Justice and Civil Rights, Safeguard and Revitalize Communities, if applicable).   

Describe the types of environmental information operations and the outputs.  For example, for a construction project with no analytical sampling component, this may include 30/60/90 design drawings, as-builts, State approval permits, Federal agency approvals, and/or inspection reports. 

Much of the information to provide in the introduction may be obtained from the Work Plan and or bid documents,  if detailed. 
<Insert here> 


4. [bookmark: _Ref139886945][bookmark: _Toc158093408][bookmark: _Hlk139459045]Project Organization & Distribution List	Comment by USEPA, Region 8: NOTE to Preparer: Fill in the table below with the contact and email address, title, organization affiliation and responsibilities for each key individual in the project. 

For the responsibilities section, state the work or task each individual will be doing throughout the project . Identify all key personnel and organizations that are involved in your program, including data users. List their specific roles and responsibilities. In some projects, one individual may have several responsibilities. An organizational chart is a good way to graphically display the roles of key players, but a table may also be used to summarize the information.  Identify who is responsible for maintaining the official approved Construction QA Plan and how it will be distributed to everyone on the distribution list.

	Contact and
 E-mail address
	Title
	Organization
	Responsibilities

	<Insert here>
	Water Infrastructure Grant Project Officer
	U.S. EPA, Region 8
	<Insert here>

	Mary Goldade
Goldade.Mary@epa.gov
	EPA Regional Quality Assurance Manager or Delegated Approving Officer

	U.S. EPA, Region 8
	Construction QA Plan Review and Approval

	<Insert here>
	Grant Recipient Project Manager
	<Insert here>
	<Insert here>

	<Insert here>
	Grant Recipient Project Quality Assurance Officer

	<Insert here>
	<Insert here>

	<Insert here>
	Grant Recipient Licensed Project Engineer/Architect

	<Insert here>
	<Insert here>

	<Insert here>
	Contractor Construction/Project Manager
	<Insert here>
	<Insert here>

	<Insert here>
	<Insert here>
	<Insert here>
	<Insert here>






Figure 1. Organization Chart 	Comment by USEPA, Region 8: NOTE to Preparer: 
Revise the Organizational Chart as necessary to reflect key roles for the project.  Ensure that the chart displays both reporting and lines of communication as specific in the legend.  Also ensure that the Project QA Officer for the project is separate from the unit conducting environmental information operations (for example, a Community Official). 

If the Contractor is responsible for producing As-Builts and has a licensed engineer assigned the project, include this individual in the chart.
<Insert here> 
EPA Region 8 Quality Assurance Manager or Delegated Approving Official
<Insert here>
Project Quality Assurance Officer 

<Insert here> 
EPA Region 8 Project Officer



<Insert here>
Community Licensed Project Engineer/Architect
<Insert here>
Community Project Manager




<Insert here>
Community Field Staff
<Insert here>
Contractor Construction Manager/Supervisor


		<Insert QAPP Title>:   
<Insert Document Date>: 
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[image: ]<Insert here>
Contractor Field Staff
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5. [bookmark: _Ref139886845][bookmark: _Toc158093409][bookmark: _Toc472672388]Problem Definition, Background and Project Description	Comment by USEPA, Region 8: NOTE to Preparer: Problem Definition: The Work Plan or bid documents may contain information necessary for the Problem Definition and Background section. 

Background: Provide relevant Background and historical information, scientific, and regulatory perspective (if applicable). 

Incorporate your project outputs and outcomes. For a construction project with no analytical or design component, this may include as-builts of the final implemented design.

[bookmark: _Hlk141096837]<Insert the Problem Definition and Background here>	Comment by USEPA, Region 8: NOTE to Preparer: Project Description: Describe the project. Summarize the work to be performed, and the information to be collected, used, evaluated or produced, the environmental technologies to be designed, constructed, operated or applied, the decisions you plan to make with the information (if applicable), and how/who you plan to share the information with (if applicable). The project description should include information on project objectives, study area, and data users. 

Provide a description and map of the project site or study area, including project boundaries and geographical locations so that you can tie this information back to the goals and objectives of the project.

Identify the time period and milestones for the construction project.  Identify who will be using the information, how it will be used and shared. Discuss any resource or time constraints if applicable.

<Insert Project Description here>

Project Objectives:


Project Site(s) or Study Area(s) and Project Boundaries:

6. [bookmark: _Toc158093410]Project Schedule

Table 6-1 includes a list of project activities and the anticipated timeframe for each.
[bookmark: _bookmark0]


[bookmark: _Toc62120230][bookmark: _Toc62716136]Table 6-1. Schedule	Comment by USEPA, Region 8: NOTE to Preparer: Modify the table to include information from the Project Milestones section of the work plan..  Be sure to include any key dates associated with environmental information operations (for example, receipt of permits, tank installation, ground breaking/start of construction, installations/upgrades, construction completion, post-construction mechanical testing/system testing, completion of as-builts, etc.), even if these are not listed in the work plan.
 
	Activities
	Group/Person responsible
for activity completion
	Timeframe work will be done

	<Insert Here>
	<Insert Here>
	<Insert Here>

	
<Insert Here>
	<Insert Here>
	<Insert Here>

	
<Insert Here>
	<Insert Here>
	<Insert Here>



7. [bookmark: _Ref139886858][bookmark: _Toc158093411]Data Quality Objectives and Indicators	Comment by USEPA, Region 8: NOTE to Preparer: Data quality Information in this section will only be required for projects requiring analytical sampling.  If no analytical sampling is required, quality information will still be required.  In these cases, include a statement indicating that no analytical data will be collected and no data reports will be generated.  Fill out the rest of Section 7 as it pertains to quality objectives (e.g., a licensed professional engineer will review and approve any final as-builts).

Provide a Data Quality Objectives (DQO) statement for the project.  DQOs help guide the process for formulating a problem, identifying the decisions to be made, specifying the quality requirements for the decisions—which lead to the quality requirements for the data—and developing a defensible plan.  The DQO process is completed by filling out the 7 steps.  

[bookmark: _Toc467586402][bookmark: _Toc472672389][bookmark: _Hlk158202413]<Insert here -  EXAMPLE: No analytical sampling will be performed in association with the construction project. Construction activities will be assessed for quality through the generation of performance evaluations and the associated reports. The evaluations will be conducted by the Contractor Construction Supervisor and the reports generated by the Community Project Manager in coordination with the Contractor Construction Supervisor.  Final as-builts will be assessed for quality by the licensed Project Engineer who will approve the final documents. >
1. State the Problem: <Insert what necessitates the study here – EXAMPLE: One of six of the <Community> water storage tanks, utilized for storage and distribution of potable water to the community, has been utilized beyond its lifespan and requires replacement in order to ensure continued supply of potable water to the community.>
2. Identify the Goal of the Study: <Insert how information will be used to meet the objectives here – EXAMPLE: The goal of the project is to utilize existing designs and specifications provided by <Community> to excavate, remove, and replace the existing tank and any associated water lines found to be corroded or needing replacement during the construction process.>
3. Identify Information Inputs: <Insert what information is needed to answer the study questions here. EXAMPLE: Inputs include the existing <Community> design plans, existing as-builts, construction permits, NEPA determination, SHPO determination, and stormwater construction general permit.>
4. Define the Study Boundaries: <Insert target population & characteristics, geographical boundaries, and temporal boundaries here.  EXAMPLE: The geographical boundaries are presented in the <Community> design drawings (Attachment 1). Construction will be maintained within the boundaries shown on the design drawings. The project will include disturbance of XX acres at XX location near the <Community> Water Treatment Plant. Construction is anticipated to commence in XX 2024 and cease in XX 2024. All construction will be performed in compliance with construction and environmental permits and will be conducted within the geographical and temporal boundaries specified therein.  Should circumstances change such that the spatial or temporal boundaries of the project must change, Contractor will notify the Community Project Manager who will notify the and EPA Project Officer.  In this event, construction will halt until the Community Project Manager or the designee can obtain appropriate permits.>
5. Develop the Analytic Approach: <Insert the parameters of interest and the logic for drawing conclusions from findings here. EXAMPLE: No analytical data will be collected as part of this construction project.  Existing engineer-approved design plans provided by and permits obtained by the <Community> will be used to implement the construction component of this project. >
6. Specify Performance or Acceptance Criteria: <Insert applicable controls for engineering and other activities (issued permits, engineering stamp of approval, certifications, 30/60/90-design drawings) performance/acceptance criteria.> EXAMPLE: No new data will be generated during this construction project.  Existing design drawings and relevant existing permits provided by the <Community> will be utilized during the construction project. Design drawings provided by the Community will be considered acceptable if the drawings include a licensed Engineer’s stamp of approval or if received directly from the Community Project Manager.  Permits for the project will be considered acceptable if received directly from the Community and if they reference the construction site location and/or describe the project. It will be the Community Project Manager’s responsibility to ensure that all engineer-approved construction design drawings and appropriate permits are submitted to the Contractor Project Manager prior to commencement of construction. Use of any received permits or construction drawings are limited to excavation, removal of piping and the tank, and installation of the new tank within the geographical and temporal boundaries specified in the plan and the permits.  Should circumstances change such that construction must occur outside the boundaries presented in the approved designs or permits, construction will cease until new permits and plans with updated construction boundaries are obtained.
7. Develop the Plan for Obtaining the Data: <Insert the plans to meet the performance criteria defined here.> EXAMPLE: All existing engineer-approved design drawings and permits issued for the construction project will be obtained directly from the Community electronically. Transfer of design drawings and permits will be the responsibility of the Community Project Manager, who will submit the documents to the Contract Project Manager.  The Contract Project Manager will be responsible for disseminating the information to the Construction Site Manager and other appropriate personnel. 
8. [bookmark: _Ref139886957][bookmark: _Toc158093412]Training and Specialized Experience	Comment by USEPA, Region 8: NOTE to Preparer: Briefly describe any training needed for the project and the person responsible for assuring training is satisfied and how and where the information is documented. 

Describe any specialized experience and/or certifications of individuals involved in the project. State who the individual is and their specialized experience (for example, John Jacob - Licensed Professional Engineer; Linda Lou - Professional GIS Certification; Mindy May - database architect/manager, etc.).  

If IT services will be contracted, describe the specialized experience and training that will be provided to data users.
[bookmark: _Toc472672399]<Insert here> 


9. [bookmark: _Ref139886460][bookmark: _Ref139886977][bookmark: _Toc158093413]Documentation and Records	Comment by USEPA, Region 8: NOTE to Preparer: List and describe the project documents, records and electronic files that will be produced.  These may include, but are not limited to raw data; existing as-builts; 30/60/90 IFC drawings; task orders/directions; daily work orders; as-builts; quarterly performance reports; inspection forms; etc. 

Include final disposition of records and documents, including location for storage, length of retention period and electronic backup.   

<Insert here.> EXAMPLE: Field inspections will be conducted on a weekly basis using electronic forms on iPads.  Occasionally, hard copy paper forms may be used to document inspection findings.  Hard copy forms will be scanned too PDF and all records will be stored electronically for XX years. Records will be backed up on XX. Additionally, raw CAD files used for generation of interim design drawings and as-builts will be stored as XXX files at XX location for XX years. 
At project termination, all records and documents will be provided to the Community Project Manager, who will file them on the Community network.  The Community network is backed up on a daily basis. All documents and records pertaining to the project will be housed on the Community network for XX years. Documents and records will be made available to EPA upon request during the construction phase of the project.
10. [bookmark: _Toc140141348][bookmark: _Toc140141382][bookmark: _Toc140142180][bookmark: _Toc140142221][bookmark: _Toc140142350][bookmark: _Toc140143158][bookmark: _Toc140215041][bookmark: _Toc140658351][bookmark: _Toc140732474][bookmark: _Toc140818918][bookmark: _Toc140818991][bookmark: _Toc140819064][bookmark: _Toc140141349][bookmark: _Toc140141383][bookmark: _Toc140142181][bookmark: _Toc140142222][bookmark: _Toc140142351][bookmark: _Toc140143159][bookmark: _Toc140215042][bookmark: _Toc140658352][bookmark: _Toc140732475][bookmark: _Toc140818919][bookmark: _Toc140818992][bookmark: _Toc140819065][bookmark: _Toc140141350][bookmark: _Toc140141384][bookmark: _Toc140142182][bookmark: _Toc140142223][bookmark: _Toc140142352][bookmark: _Toc140143160][bookmark: _Toc140215043][bookmark: _Toc140658353][bookmark: _Toc140732476][bookmark: _Toc140818920][bookmark: _Toc140818993][bookmark: _Toc140819066][bookmark: _Toc140141351][bookmark: _Toc140141385][bookmark: _Toc140142183][bookmark: _Toc140142224][bookmark: _Toc140142353][bookmark: _Toc140143161][bookmark: _Toc140215044][bookmark: _Toc140658354][bookmark: _Toc140732477][bookmark: _Toc140818921][bookmark: _Toc140818994][bookmark: _Toc140819067][bookmark: _Toc140141352][bookmark: _Toc140141386][bookmark: _Toc140142184][bookmark: _Toc140142225][bookmark: _Toc140142354][bookmark: _Toc140143162][bookmark: _Toc140215045][bookmark: _Toc140658355][bookmark: _Toc140732478][bookmark: _Toc140818922][bookmark: _Toc140818995][bookmark: _Toc140819068][bookmark: _Toc140141353][bookmark: _Toc140141387][bookmark: _Toc140142185][bookmark: _Toc140142226][bookmark: _Toc140142355][bookmark: _Toc140143163][bookmark: _Toc140215046][bookmark: _Toc140658356][bookmark: _Toc140732479][bookmark: _Toc140818923][bookmark: _Toc140818996][bookmark: _Toc140819069][bookmark: _Toc140141354][bookmark: _Toc140141388][bookmark: _Toc140142186][bookmark: _Toc140142227][bookmark: _Toc140142356][bookmark: _Toc140143164][bookmark: _Toc140215047][bookmark: _Toc140658357][bookmark: _Toc140732480][bookmark: _Toc140818924][bookmark: _Toc140818997][bookmark: _Toc140819070][bookmark: _Toc140141355][bookmark: _Toc140141389][bookmark: _Toc140142187][bookmark: _Toc140142228][bookmark: _Toc140142357][bookmark: _Toc140143165][bookmark: _Toc140215048][bookmark: _Toc140658358][bookmark: _Toc140732481][bookmark: _Toc140818925][bookmark: _Toc140818998][bookmark: _Toc140819071][bookmark: _Toc140141356][bookmark: _Toc140141390][bookmark: _Toc140142188][bookmark: _Toc140142229][bookmark: _Toc140142358][bookmark: _Toc140143166][bookmark: _Toc140215049][bookmark: _Toc140658359][bookmark: _Toc140732482][bookmark: _Toc140818926][bookmark: _Toc140818999][bookmark: _Toc140819072][bookmark: _Toc140141357][bookmark: _Toc140141391][bookmark: _Toc140142189][bookmark: _Toc140142230][bookmark: _Toc140142359][bookmark: _Toc140143167][bookmark: _Toc140215050][bookmark: _Toc140658360][bookmark: _Toc140732483][bookmark: _Toc140818927][bookmark: _Toc140819000][bookmark: _Toc140819073][bookmark: _Toc158093414]Construction Materials and Methods	Comment by USEPA, Region 8: NOTE to Preparer: Describe any inspections/daily walk-throughs/performance checks that will be conducted, the frequency of the inspections, who is responsible for conducting the inspections, what the inspections will include, how/with what the inspections will be recorded, and where they will be stored and for how long.  Also discuss what steps should be taken if issues are noted and how these corrective actions will be documented.  

Specify what information is critical to the project success and sources of variability. 
List all SOPs and attach in an appendix, or provide hyperlinks in the text..
<Insert here.>  EXAMPLE: Existing engineer-approved construction plans and permits will be utilized to conduct the construction phase of the project. These will be provided to the Contractor Project Manager directly from the Community Project Manager electronically. The Contractor Project Manager will be responsible for identifying a location for the documents and providing the documents to the appropriate personnel at the construction site. 
Construction will proceed as described in the construction plan bid (Appendix A). 
Final as-builts will be produced by the Contractor Project Manager and supplied to the Community Project Manager.  The final as-builts will be reviewed and approved by the licensed Project Engineer.


Table 10-1: List of Standard Operating Procedures or Other Methods

	Activity
	SOP
Reference / User Manuals

	<Global Position System>
	<Insert here>

	<Photos or Video>
	<Insert here>

	<Electronic Data Capture Device>
	<Insert here>

	<Security, Privacy and Publishing>
	<Insert here>

	<Data Storage, Transfer and Backup>
	<Insert here>


[bookmark: _Toc140658371][bookmark: _Toc140732494][bookmark: _Toc140818938][bookmark: _Toc140819011][bookmark: _Toc140819084]
11. [bookmark: _Ref140817302][bookmark: _Ref140817317][bookmark: _Ref140817381][bookmark: _Ref140817386][bookmark: _Ref140817415][bookmark: _Ref139885850][bookmark: _Ref147170312][bookmark: _Toc158093415]
Existing Data and Data from Other Sources	Comment by USEPA, Region 8: NOTE to Preparer: Identify all existing information that will be used for the project, and their originating sources. Specify how the existing data will be used, and the limitations on their use.  Specify acceptance criteria for use of the existing sources of information.   

For all construction projects, this should include any pre-existing as-builts that will be utilized, State-issued permits, environmental impact statements, archeological/historical artifact determinations, etc, if applicable.  If there are other existing pieces of information or data that will be used, list this here.

<Insert here.> EXAMPLE: Existing construction design plans provided by XX will be referenced to perform construction activities.  Additionally, XX and XX permits obtained by the Community will be utilized throughout the project.  Existing files will be considered acceptable if received directly from the Community Project Manager and if the project referenced in the design plans or permits matches that which is described/presented in the construction bid plans.
12. [bookmark: _Ref139887000][bookmark: _Ref147170519][bookmark: _Ref147170525][bookmark: _Toc158093416]Data/Information Management	Comment by USEPA, Region 8: Note to Preparer: 
Data Management Procedures: 
How will you manage documents (permits, design drawings, inspection reports, as-builts) used or produced during the project?  

Only answer the following applicable questions.:
How will all information be recorded and who will record the information?
Will information be transcribed from inspection forms/field books to an electronic database and by whom?
Will information be checked for accuracy and transcription errors, and if so, at what frequency?
Who will check for accuracy and transcription errors? How?
If applicable, will electronic files be backed up daily?  
How will information be stored and for how long?
How will you ensure access to information by appropriate parties? 

Data Handling:  Will information be generated by hand (such as in the field book), collected from other sources (existing data), from computerized equipment or instruments, and/or computer generated? Will you need any minimum performance or acceptability requirements for sources of data (such as computer hardware or software)?

Management Requirements:  Does the Community plan to work with the Contractor to make sure they are following the data management requirements?
[bookmark: _Hlk140221459]<Insert here-This section should be detailed and describe the complete data life cycle> 
[bookmark: _Hlk141099619]<Insert here-Describe the project data management process>
<Insert here-Describe the record-keeping procedures, document control, data storage, retrieval and or cite SOPs>
<Insert here-Describe data handling equipment procedures to process, analyze and transmit data reliably and accurately, along with acceptability of hardware and software configurations>
<Insert here-Identify the individual(s) responsible for data management>
<Insert here-Attach and reference checklists or forms that will be used>
<Insert here-Attach your Data Management Plan>

< Insert here.> 
EXAMPLE: Data generated during construction will include final as-builts.  These will be created using spatial information collected by the Contractor using survey equipment. Survey data will be collected in accordance with SOP XXXX (Appendix B).  The Contractor Project Manager is responsible for offloading and packaging the survey data for transfer to the Community.  The data will be offloaded using survey data software (e.g. Trimble software, or similar) and stored and transferred electronically to the XX Community Project Manager using XXX system.  The Community Project Manager or designee is responsible for receiving and evaluating the data received to ensure it is not corrupt and is usable. The Community Project Manager is also responsible for transferring the information to drafting personnel who will use the data in CAD to produce the final as-builts. The licensed professional engineer assigned to the project will review final as-builts and provide approval by means of an engineer’s stamp.  The final as-builts will be kept on file electronically at the Community headquarters, indefinitely, and provided by the Community Project Manager to the EPA Region 8 Project Officer electronically for EPA’s records.

State-issued permits and design drawings will also be utilized during the construction phase of the project.  These will be delivered by the Community Project Manager electronically to the Contractor Construction Project Manager.  Copies provided to the Contractor Construction Project Manager will be stored electronically on XXXX network. Backups of the network occur on a daily basis. The Construction Project Manager is responsible for management of electronic files associated with the project. Electronic files shall be retained on the XXX network for a minimum of 10 years.
13. [bookmark: _Ref139886880][bookmark: _Toc158093417][bookmark: _Toc140818961][bookmark: _Toc140819034][bookmark: _Toc140819107][bookmark: _Toc140818962][bookmark: _Toc140819035][bookmark: _Toc140819108][bookmark: _Toc140818963][bookmark: _Toc140819036][bookmark: _Toc140819109][bookmark: _Toc140818964][bookmark: _Toc140819037][bookmark: _Toc140819110][bookmark: _Toc140818965][bookmark: _Toc140819038][bookmark: _Toc140819111][bookmark: _Toc140818966][bookmark: _Toc140819039][bookmark: _Toc140819112][bookmark: _Toc140818967][bookmark: _Toc140819040][bookmark: _Toc140819113][bookmark: _Toc140818968][bookmark: _Toc140819041][bookmark: _Toc140819114][bookmark: _Toc140818969][bookmark: _Toc140819042][bookmark: _Toc140819115][bookmark: _Toc140818970][bookmark: _Toc140819043][bookmark: _Toc140819116][bookmark: _Toc140818971][bookmark: _Toc140819044][bookmark: _Toc140819117]Reporting, Oversight and Assessments	Comment by USEPA, Region 8: NOTE to Preparer: Specify what type(s) of inspection, evaluation, or assessment reports will be generated, the frequency, the names of the originators and to whom they will be provided.  Itemize what information and records must be included in the report(s).

If the project will include posting data to a website for public access, state in your description information about how data limitations will be conveyed. 

For each type of assessment, describe procedures for handling any deviations in the project plans that may be encountered during project assessments. Provide information on assessment type, frequency of assessment, who will conduct the assessment, and how issues or deviations will be addressed.     
<Insert what type of report(s) will be generated? E.g., existing data projects, model evaluation, assessments here>
<Insert what will the report(s) include? E.g., raw data, specific actions here>
<Insert who will receive the report(s) here>
<Insert who is responsible for preparing and delivering to the recipient(s) here>
<Insert for assessment reports, who is responsible for implementing and monitoring Corrective Actions here>

EXAMPLE:  <Community> will conduct inspections of construction on an XX basis to assess project status, construction progress, identify any issues and corresponding corrective actions, and monitor any previously identified corrective actions throughout the construction process. The Community Project Manager will be responsible for conducting the inspections or designating an individual to conduct the inspections.  Information gathered from the inspections will be recorded in a field notebook, on inspection forms, and/or documented with photographs.  Information identified during the inspections will be included in quarterly reports that will be delivered electronically to XXX by the Community Project Manager. 

Any corrective actions related to construction that are identified during the Community inspections are the responsibility of the Contractor Construction Supervisor to implement.  Other non-construction-related corrective actions are the responsibility of the Contractor Project Manager to implement or delegate to appropriate staff. All corrective actions will be monitored by the Contractor Project and Community Project Manager or designee conducting inspections.

14. [bookmark: _Ref147170689][bookmark: _Toc158093418]Data Review and Usability	Comment by USEPA, Region 8: NOTE to Preparer: For Data Review and Usability, include the types of checks that will be performed during and at the end of the project to determine if information being collected/or used is usable for achieving the objectives of the project.  For project not involving analytical data collection, this may include existing design drawings and permits obtained/provided by the Community, performance evaluations, construction inspections, interim design drawings, and/or as-builts.  	Comment by USEPA, Region 8: NOTE to Preparer: Create a table or provide a narrative statement in response to these questions. Note that for projects that do not include analytical data collection, these items may be simplified.

Data Review:  Describe the overall methods or procedures you will use to review/approve information utilized or produced during the project (for example, permits, design drawings, survey data, and as-builts). If issues are found, who will resolve them and how? How will you communicate the results and any limitations of the data?

Data usability:  How will you determine if information (permits, design drawings, as-builts, etc) are usable/applicable for the construction project?
[bookmark: _Toc472672403]<Insert here.>
EXAMPLE: Existing design plans to be utiilzed by the Contractor and permits obtained by the Community will be considered usable if received directly from the Community.  The Contractor Construction Project Manager will verify that the documents received reference and/or the project upon which the construction plan in the bid is based. The Construction Project Manager will notify the Community Project Manager of any discrepancies or issues observed during the review process and the Community Project Manager will be responsible for addressing the issues.  

Survey data used for creation of the as-built drawings will be reviewed by the Contractor Construction Project Manager or designee upon offload from the survey device to ensure data has not been corrupted.  The uncorrupted datafiles will be transferred to the Community Project Manager. Data will be reviewed for post-transfer corruption during post-processing by the Community Project Manager or delegated individual. Corrupted survey data files will be rejected and the data re-offloaded from the survey equipment until successful offload is achieved. Post-processing of survey data will be in accordance with SOP XXXX (Appendix B). Survey data will be considered usable if post-processed data is within XX-feet of the horizontal datum and XX-foot of the vertical datum. Survey data that do not meet these quality goals will be rejected and data will be recollected. 

Final as-builts will be reviewed by a licensed professional engineer to ensure usability. The engineer’s stamp will signify that the information contained on the as-builts is approvable and therefore usable.

Should the construction project extend beyond one year from the time of approval of this Construction QA Plan, an annual review of the plan will be performed. The annual review should be documented using the EPA Region 8 Document Review Crosswalk, located at the following: 
https://www.epa.gov/quality/managing-quality-environmental-data-epa-region-8. Any changes to construction or the QA plan identified during the annual review will be documented in the comments section(s) of the crosswalk.  The annual review will be conducted by and documentation of the annual review will be generated by the Project Quality Assurance Officer. The Community Project Manager will be responsible for submitting the completed crosswalk documenting the annual review to the Region 8 EPA Project Officer. Significant changes, such as changes to the construction plan or roles and responsibilities, may require revision to the Construction QA Plan and a full review of the revised plan; therefore, these changes should be discussed with the Region 8 EPA Officer on a case-by-case basis to determine appropriate measures.
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