UFP/QAPP Worksheet

COMPLETENESS CHECKLIST 


	QA/QC Compendium Review
	Yes
	No
	N/A
	Location Reference
	Comments

	PLANNING
	
	
	
	
	

	P1. Requirement for a Systematic Planning Process (e.g., establishment of Project Quality Objectives [PQOs], Measurement Quality Objectives [MQOs]) 
	
	
	
	
	

	P2. Requirement for a Pre-QAPP Coordination with all Stakeholders (e.g., planning or, scoping session)
	
	
	
	
	

	P3. Requirement for a Sampling Design Rationale (including both rationale for sampling locations and techniques) 
	
	
	
	
	

	P4. Requirement for a Quality Assurance Project Plan (QAPP).  Can be found in other documents (e.g. O&M plan, treatability plan).  It does not need to be a stand-alone document. 
	
	
	
	
	

	P5. Requirement for internal QAPP review and approval procedures
	
	
	
	
	

	P6. Requirement for QAPP modifications and/or change-control procedures   Applies to stand-alone QAPPs and those that are part of larger documents.
	
	
	
	
	

	P7. Documented Schedule and Budget
	
	
	
	
	

	P8. Documented Project Personnel Training, Education, and Experience Criteria and Standard Operating Procedures (SOPs) for verifying qualifications (Includes identification of all project-specific appropriate Quality Assurance [QA] Personnel, including QA Officer) 


	
	
	
	
	

	FIELD SAMPLING
	
	
	
	
	

	S1. Requirement for inspection and acceptance of supplies 
	
	
	
	
	

	S2. Criteria for field sampling supplies, preservation, and sample container quality control (including verification SOPs)
	
	
	
	
	

	S3. Description of equipment/instrumentation and personnel qualifications  
	
	
	
	
	

	S4. Criteria for acceptable field sampling equipment performance 


	
	
	
	
	

	S5. Requirement for maintenance and verification of ongoing acceptable field sampling equipment performance (including SOPs, e.g., verification of testing, inspection, calibration) 
	
	
	
	
	

	S6. Criteria for cleaning and decontamination of field sampling equipment (including SOPs)
	
	
	
	
	

	S7. Requirement for project-specific field sampling performance criteria 
	
	
	
	
	

	S8. Requirement for documentation and record keeping (e.g., Field logbooks) 
	
	
	
	
	

	S9. Procedures (e.g., SOPs, workplan) for field sampling management (Documentation to answer “Is the sample traceable?”, e.g., sample location, transport, storage, and shipping procedures) 
	
	
	
	
	

	S10. Procedures (e.g., SOPs, workplan) for field sample collection (Documentation to answer "Was the sample collected  properly?", e.g., sample collection methods) 
	
	
	
	
	

	S11. Documentation of data management, handling, and tracking controls
	
	
	
	
	

	S12. Requirement for Collocated Field duplicate samples (including acceptance criteria) 
	
	
	
	
	

	S13. Requirement for Field blanks (for dedicated and non-dedicated equipment) 
	
	
	
	
	

	S14. Requirement for Field equipment or rinse blanks (for non-dedicated equipment) 
	
	
	
	
	

	S15. Requirement for Cooler Temperature Indicator  (**Perform as necessary**) 
	
	
	
	
	

	S16. Requirement for Matrix spike (MS) (inorganics only) (including acceptance criteria) 
	
	
	
	
	

	S17. Requirement for Internal Pre-startup readiness review 
	
	
	
	
	

	S18. Requirement for Internal field sampling audits and/or oversight 
	
	
	
	
	

	S19. Requirement for External field sampling audits and/or oversight 


	
	
	
	
	

	S20. Requirement for Positive Control Sample, if required by measurement criteria 
	
	
	
	
	

	ON-SITE FIELD MEASUREMENTS
	
	
	
	
	

	F1. Requirement for inspection and acceptance of supplies 
	
	
	
	
	

	F2. Criteria for field supplies, calibration standards, and sample container quality control 
	
	
	
	
	

	F3. Descriptions of equipment/instrumentation and personnel qualifications 
	
	
	
	
	

	F4. Criteria for acceptable field measurement/analysis equipment/instrument performance 
	
	
	
	
	

	F5. Requirement for maintenance/verification of field measurement/analysis equipment performance
	
	
	
	
	

	F6. Criteria for cleaning and decontamination of field measurement/analysis equipment  
	
	
	
	
	

	F7. Requirement for project-specific measurement/analysis performance criteria
	
	
	
	
	

	F8. Documentation of measurement/analysis quality system
	
	
	
	
	

	F9. Requirement for documentation and record keeping (e.g., analyst logs, field logs) 
	
	
	
	
	

	F10. Procedures (e.g., SOPs, workplan) related to sample management (Documentation to answer "Is the measurement traceable?") 


	
	
	
	
	

	F11. Procedures (e.g., SOPs, workplan) related to sample measurement/analysis (including preparation and cleanup)
	
	
	
	
	

	F12. Description of data deliverables/data package content, generation, and data review procedures 
	
	
	
	
	

	F13. Documentation of data management, handling, and tracking controls 


	
	
	
	
	

	F14. Requirement for Laboratory Duplicate samples to measure intralaboratory precision 
	
	
	
	
	

	F15. Requirement for Matrix Spike (MS) (inorganics only) 
	
	
	
	
	

	F16. Comparability criteria for confirmatory analyses (compare screening and definitive data) 
	
	
	
	
	

	F17. Requirement for Confirmatory Analyses 
	
	
	
	
	

	F18. Requirement for Proficiency Testing samples - Batch-Specific 
	
	
	
	
	

	F19. Requirement for pre-startup measurement/ analysis readiness review 
	
	
	
	
	

	F20. Requirement for internal measurement/analysis audits and/or oversight 
	
	
	
	
	

	F21. Requirement for external measurement/analysis audits and/or oversight 
	
	
	
	
	

	F22. Requirement for Positive Control Sample, if required by measurement criteria 
	
	
	
	
	

	OFF-SITE/FIXED LAB MEASUREMENTS
	
	
	
	
	

	L1. Requirement for inspection and acceptance of supplies 
	
	
	
	
	

	L2. Criteria for supplies, calibration standards, and sample container quality control (including verification SOPs)
	
	
	
	
	

	L3. Descriptions of equipment/instrumentation and personnel requirements 
	
	
	
	
	

	L4. Criteria for acceptable laboratory equipment/ instrument performance 
	
	
	
	
	

	L5. Requirement for maintenance and verification of ongoing acceptable laboratory equipment/instrument performance (including SOPs) 
	
	
	
	
	

	L6. Criteria for cleaning and decontamination of equipment and instruments (including SOPs)


	
	
	
	
	

	L7. Requirement for project-specific measurement/ analysis performance criteria 
	
	
	
	
	

	L8. Documentation of a laboratory quality system (e.g., Laboratory QA Manual)
	
	
	
	
	

	L9. Requirement for documentation and record keeping (e.g., analyst logs)
	
	
	
	
	

	L10. Procedures (e.g., SOPs, workplan) related to laboratory sample management (Documentation to answer "Is measurement traceable?")
	
	
	
	
	

	L11. Procedures (e.g., SOPs, workplan) related to sample analysis, including preparation and cleanup (Documentation to answer “Was the measurement in control?”) 
	
	
	
	
	

	L12. Description of data deliverables/data package content, generation, and data review procedures 
	
	
	
	
	

	L13. Documentation of data management, handling, and tracking controls
	
	
	
	
	

	L14. Requirement for Laboratory Duplicate samples (including acceptance criteria) 
	
	
	
	
	

	L15. Requirement for Matrix Spike (MS) (inorganics only) (including acceptance criteria) 
	
	
	
	
	

	L16. Comparability criteria for confirmatory analyses (Includes comparisons between screening and definitive data and/or two definitive methods – reflected through separate columns of the matrix) 
	
	
	
	
	

	L17. Requirement for Confirmatory Analyses 
	
	
	
	
	

	L18. Requirement for Proficiency Testing samples – Pre-qualification (including acceptance criteria) 
	
	
	
	
	

	L19. Requirement for Proficiency Testing samples – Batch-specific (including acceptance criteria) 
	
	
	
	
	

	L20. Requirement for Pre-startup laboratory audits/ readiness reviews 
	
	
	
	
	

	L21. Requirement for Internal laboratory audits and/or oversight 


	
	
	
	
	

	L22. Requirement for External laboratory audits and/or oversight
	
	
	
	
	

	L23. Requirement for Positive Control Sample, if required by measurement criteria 
	
	
	
	
	

	DATA REVIEW
	
	
	
	
	

	D1. Laboratory internal data review SOPs
	
	
	
	
	

	D2. Laboratory data deliverable requirements (specifications for hard copy and/or electronic data deliverables) Tabular sample results with QC results 
	
	
	
	
	

	D3. Laboratory data deliverable requirements (specifications for hard copy and/or electronic data deliverables) Tabular sample results, QC results, and raw data 
	
	
	
	
	

	D4. Requirement for internal laboratory verification of meeting data deliverable requirements and project-specific MQO requirements 
	
	
	
	
	

	D5. Requirement for verification (completeness review) of sampling and analytical data, and other data deliverables. 
	
	
	
	
	

	D6. Requirement for review of findings from verification and preparation of report 
	
	
	
	
	

	D7. Requirement for validation (assessment of sampling and analytical data against technical requirements) 
	
	
	
	
	

	D8. Criteria for validation 
	
	
	
	
	

	D9. Requirement for documentation of results of validation (e.g., exceedances and exceptions) 
	
	
	
	
	

	D10. Requirement for (regulatory) review of data assessment report 
	
	
	
	
	

	D11. Requirement to reconvene project team (see P2) to perform usability assessment 
	
	
	
	
	

	D12. Requirement for usability assessment and documentation of results by project team 
	
	
	
	
	

	D13. Requirement for preparation and review of final usability report 
	
	
	
	
	


