UNITED STATES ENVIRONMENTAL PROTECTION AGENCY

NEW ENGLAND REGION

MEMORANDUM

DATE:  
March 14, 2007

SUBJ:  
Quality Assurance Requirements for Non-OSRR Contract Actions

FROM:  
Gerry Sotolongo, Regional Quality Assurance Manager /s/

TO:  

Non-OSRR Project Officers for Contracts and Contracting Officer Representatives 

This memorandum outlines the EPA New England procedures related to Quality Assurance requirements for contract actions including those done via Simplified Acquisition Procedures or orders against GSA Schedule contracts, and your responsibilities to implement these procedures.

The EPA Contracts Management Manual (CMM), Chapter 46, requires that all requests to contracting officers for placement of: 1) a new contract or modifications to a contract (including those using simplified acquisition procedures (SAPs); 2) an order (task order, work assignment, delivery order) under an existing contract or a modification to an existing task order, work assignment, or delivery order which involves a significant change to the Statement of Work (SOW) or Performance Work Statement (PWS); or 3) non-regional contract actions, include a Quality Assurance (QA) Review Form (QARF), completed by the project officer or other authorized contracting officer representative (COR).  The QARF documents that a review has been conducted to assure that appropriate QA requirements are met for products or services ordered. 

Examples of environmental data collection/information activities can be found at the following URL:  http://www.epa.gov/quality/examples/html or see Attachment A.

For assistance, contact Vicki Maynard of the Quality Assurance Unit at 8-8614.

1.  New Contracts, or Modifications to a Contract
The CMM QA Review Form (QARF) must be initiated by the COR prior to forwarding a request for placement of a new contract or procurement.  An electronic copy of the QARF (CMM Appendix 46.1D) is located at the following URL:  http://epa.gov/oamintra/policy/cmm.pdf, and provided as Attachment B.  

· If “Yes” is the response on the QA Review Form for any of the situations specified in Section II. Scope of Work, question “a.”, all sections of the form must be completed.  A copy of the completed form must be provided to the Region 1 QA Manager for signature and the signed form must be included with the procurement package.  

· If “No” is the response to all questions under Section II. Scope of Work, question “a.”, the COR should skip Section III, sign the form in Section IV and send it to the Region 1 QA Manager for signature and include the signed form with the procurement package.  

· For new contracts done via simplified acquisition procedures or orders against GSA Schedule contracts for which the response is “No”, the COR may use Attachment C in lieu of the CMM QARF.  The COR must provide a copy of the completed Attachment C, “Region 1 Alternate Form to the CMM QARF, When QA Is Not Required,” to the Region 1 QA Manager.

For modifications to existing contracts done via simplified acquisition procedures or orders against GSA Schedule contracts, the COR must use the CMM QARF unless the response is “No”, in which case the COR must use Attachment C and submit a copy to the Region 1 QA Manager.
2.  Ordering/Modifying an Order Under Existing Regional Contracts (with significant change to the Statement of Work (SOW) or Performance Work Statement (PWS))
When ordering services under an existing contract by task order, work assignment, or delivery order, the COR must complete and sign the Region 1 QA Review Form for Non-OSRR (Attachment D) and send it to the Region 1 QA Manager for signature.  The signed form must be included with the ordering request documentation.

When modifying a task order, work assignment, or delivery order, under an existing regional contract with a significant change to the Statement of Work (SOW) or Performance Work Statement (PWS), the COR must complete a Region 1 QARF, (Attachment D).  Once it is complete, the COT must submit the form to the Region 1 QA Manager for signature.  The signed form must be included with the ordering request documentation.  

3.  Non-Regional Contract Actions
You should be aware that if work is obtained through a Headquarters contract or another Region’s contract, QA requirements still apply.  In such cases, you should contact the appropriate Headquarters or other Region’s contracting officer or COR to identify their established QA requirements under that contract.  Additionally, the Region 1 QA Review Form for non-OSRR must be completed.

· Complete Sections I-IV if the answer to Section II: Work Information, question 1. is “Yes.”  The COR must sign the form and submit the form to the Region 1 QA Manager for signature.  

· Complete Sections I, II and IV if the answer to question 1 is “No.”  The COR must sign the form and submit the form to the Region 1 QA Manager for signature.

Headquarters or another Regional office should be contacted to ensure that appropriate overall contract quality assurance requirements have been established.  It is recommended to obtain a summary of the QA requirements for the site file and provide a copy to the Region 1 QA Manager.

Attachment A – Example Activities

Attachment B – U.S. EPA Quality Assurance Review Form for Contract Actions

Attachment C – Region 1 Alternate Form to CMM QARF When QA Is Not Required

Attachment D - Region 1 Quality Assurance Review Form - Non-OSRR

cc: Supervisors

      Regional Contracting Officers

      Program Analysts

      Sharlene Begley, Chief, Contracts & Procurement

Attachment A
Example Activities

Environmental data are any measurements or information that describe environmental processes, location, or conditions; ecological or health effects and consequences; or the performance of environmental technology. For EPA, environmental data include both primary data (i.e., information collected directly from measurements) and secondary/existing data (i.e., data that were collected for other purposes or obtained from other sources, including literature, industry surveys, models, data bases, and information systems). Example activities covered by the EPA Quality System that involve environmental data include, but are not limited to:

· Characterize and/or evaluate the states and/or conditions of environmental or ecological systems and the health of human populations;
  

· Characterize and/or evaluate chemical, biological, physical, or radioactive constituents in environmental and ecological systems, and their behavior and associated interfaces in those systems, including exposure assessment, transport, and fate;
  

· Establish the ambient conditions in air, water, sediments, soil, etc. in terms of physical, chemical, radiological, or biological characteristics;
  

· Determine and/or categorize radioactive, hazardous, toxic, and mixed wastes in the environment and to establish their relationships with and/or impact on human health and ecological systems;
  

· Quantify and/or monitor the waste and effluent discharges to the environment from processes and operations (e.g., energy generation, metallurgical processes, chemicals production), during either normal or upset conditions (i.e., operating conditions that cause pollutant or contaminant discharges);

· Develop and/or evaluate environmental technology for waste treatment, storage, remediation, and disposal; pollution prevention; and pollution control and the use of the technology to generate and/or collect data (e.g., treatability and pilot studies);
  

· Map environmental processes and conditions, and/or human health risk data, etc. (e.g., geographic information system);
  

· Support enforcement and/or compliance monitoring efforts;
  

· Develop or evaluate methods for use in the collection, analysis, and use of environmental data;
  

· Develop and/or evaluate models of environmental processes and conditions and use models to characterize environmental processes or conditions;
  

· Develop, revise, or use information technology and management system operations that impact the quality of the results of environmental programs (e.g., electronic databases with environmental information including data entry, handling, transmission and analysis and laboratory information management systems); and
  

· Monitor or address concerns over the occupational health and safety of personnel in EPA facilities (e.g., indoor air quality measurements) and in the field (e.g., chemical dosimetry, radiation dosimetry). 

Attachment B
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Attachment C
Region 1 Alternate Form to CMM QARF

When QA Is Not Required

Please include the following question with response. Attach it to the Procurement Request/Order,EPA Form 1900-B and send a copy of this Form and PR to the Regional QA Manager:

Does this PR require activities that involve environmentally related measurements? (Environmental data are defined as any measurements or information that describe environmental processes, location, or conditions; ecological or health effects and consequences; or the performance of environmental technology.  For EPA, environmental data include information collected directly from measurements, produced from models, and compiled from other sources such as data bases or the literature.)

NO____ YES _____ (if Yes, you must complete and attach the U.S. EPA Quality Assurance Review Form for Contract Actions)
____________________________________

_________________________

Project Officer Signature



Date

                                                                   Attachment D

	REGION I QUALITY ASSURANCE REVIEW FORM - Non-OSRR
Work Assignments and Task Orders

	SECTION I:  GENERAL INFORMATION

	COR
	Name
	Telephone
	Mail Code

	Contract
	Name
	Contractor
	Number

	WA/TO
	Name
	Number
	Amendment Number

	SECTION II:  WORK INFORMATION

	1.  Does the Work involve the collection, use, and/or reporting of environmental data?  (Environmental data are defined as any measurements or information that describe environmental processes, location, or conditions; ecological or health effects and consequences; or the performance of environmental technology.  For EPA, environmental data include information collected directly from measurements, produced from models, and compiled from other sources such as data bases or the literature.)
	Yes
	No

	2.  Does the Work involve other activities (i.e. modeling, surveys) that need quality assurance or quality control requirements?
	Yes
	No

	3.  If the answer to 2 is “Yes,” then list these activities here:  



	NOTE:  If all answers to these questions are “No,” then only complete Section IV below.

	SECTION III:  QUALITY-RELATED REQUIREMENTS

	1.  For the work requiring quality assurance or quality control, will the contractor prepare a QA Project Plan (QAPP) or other equivalent project specific documentation?
	Yes
	No

	2.  For the work requiring quality assurance or quality control, will the contractor revise a QA Project Plan (QAPP) or other equivalent project specific documentation?
	Yes
	No

	3.  For the work requiring quality assurance or quality control, will the contractor utilize an already approved QA Project Plan (QAPP) or other equivalent project specific documentation?
	Yes
	No

	4.  If any answer to 2 and/or 3 is “Yes,” then provide the following information and attach a copy:  
	QAPP Title
	QAPP Approval Date
	QAPP Approving Official

	5.  Are WA/TO-specific assessments (e.g., field audits, laboratory audits, data quality assessments) currently planned?
	Yes
	No

	6.  If the answer to 5 is “Yes,” then provide the following information:


	Type of quality assessment
	Anticipated date of assessment
	Name of person(s) to perform assessment

	SECTION IV:  VERIFICATION OF REVIEW

	The signatures below verify (1) that the Work has been reviewed to ascertain if quality assurance or quality control activities are needed; (2) that a determination of the QA requirements has been made, and (3) that the QA requirements have been established and agreed to as specified in Section III above.  

	COR


	Date

	Quality Assurance Manager


	Date


Original to Project Officer

Copy to QA Manager/OEME
QARF(non-OSRR) 3/05

