U.S. ENVIRONMENTAL PROTECTION AGENCY


EPA NEW ENGLAND

MEMORANDUM
DATE:
October 17, 2007
SUBJECT:
Revised FY08 Requirements for Implementing Quality Assurance Policies for Financial Assistance Agreements Including Grants and Cooperative Agreements 

FROM:
Gerry Sotolongo, Quality Assurance Manager



Pam Ringhoff, Grants Manager
TO:

Project Officers

This memo updates the requirements for Project Officers (POs) in implementing the Quality Assurance (QA) policies and procedures for grants and cooperative agreements.  For the purposes of this memo, a PO is anyone who manages or has primary oversight responsibilities for grants and cooperative agreements (interagency agreements are covered in a separate memo).  An outline of the EPA New England financial assistance QA Process is attached (Attachment 1) for your reference. Also attached are instructions on how to obtain concurrence from your office QA contact using the Integrated Grants Management System (IGMS) (Attachment 2), and the FY08 special financial assistance agreement conditions related to QA (Attachment 3).  Technical support from the Office QA contacts (listed below) and the QA Office (Attachment 4) will be available to assist POs in implementing these requirements.

Please note, 

· Attachment 3 includes a table that identifies the appropriate grant condition for many organizations.  The QMP status of some of these organizations may have changed.  Please refer to this table for assistance in selecting the proper grant condition.

· Condition C has been modified to allow for the use of equivalent quality system document instead of a formal QMP.  Those organizations permitted to use equivalent documents to describe their quality systems are noted in Attachment 3. 

The following are the key steps POs are responsible for in order to ensure compliance with regulatory requirements.
Step 1 – Project Officer determines if a Quality Assurance Project Plan (QAPP) is needed.  Attachment 5 (QA “Cheat Sheet” to Help Identify Projects that Require QAPPs) provides examples of key words that may be helpful to make the QAPP determination.  A “yes” or “no” decision must be made and then indicated on the Funding Recommendation in the Integrated Grants Management System (IGMS).  If a QAPP is needed but not prepared yet, the PO must include a term and condition in the programmatic conditions of the funding recommendation. 

The QA Office is available for consultation and assistance as you make this decision.  Your Office QA contact listed below must concur on all “no” decisions. 

ORA - Doug Gutro

OES – Lucy Casella

OSRR – Stan Chin, Maggie Leshen, Lynne Jennings

OEP – Lois Adams, Tony DePalma, Paul Bryan

OARM – Pam Ringhoff 

OEME – Gerry Sotolongo 

To obtain concurrence on a "no" decision, add the Office QA contact to your list of Approvers of the Funding Recommendation (Attachment 2).  You may want to amend or add to the standard notification message to notify the contact that you are requesting review of the quality assurance requirement. When the Approver takes action (or concurs) on your request for approval, you will receive an e-mail notification message that the Approver has approved your document.  If you forward the Funding Recommendation to the grants specialist without obtaining the proper concurrence from your office's QA contact on a "no" decision, the grants specialist will notify you by e-mail or by phone that you need to correct the Funding Recommendation and resubmit it with the proper concurrence.

Step 2 – The Grant Specialist, based on the PO’s QA determination will incorporate the appropriate special financial agreement condition(s) into the award (Attachment 3).  Attachment 3 also includes a list of major grantees and cooperative agreement recipients and a preliminary indication of which condition applies.  Although these conditions should address the majority of financial agreements, a case-by-case review should be done by the Project Officer to insure that they are applicable to the specific financial agreement.  Any modifications to the special financial agreement condition language must be reviewed and approved by the QAM.
Step 3 – Once the financial agreement is awarded, the PO should work proactively with the recipient to ensure that the QAPP is developed, completed, and submitted to EPA for review and approval.  Review and approval of QAPPs is a shared responsibility of the Project Officer and the QA Office (the sole exception is the Superfund program which has been delegated QAPP approval authority).  Both the Project Officer and QA must sign the QAPP approval page.  The project officer is responsible for maintaining a copy of the signed QAPP with the project file.  The QA Unit only retains a copy of the signed QAPP title/signature page(s).

The QA Office is available to help the PO discuss QA requirements with the recipient during development of the plan.  In particular, for complex monitoring projects, a scoping meeting between the recipient, PO, and QA representative is strongly recommended.   Since the QAPP must be approved prior to the initiation of any monitoring activities, the QAPP must be submitted at least 30 days prior to the projected sampling date. Otherwise, work may be delayed pending the review and approval of the QAPP. 

We welcome your comments and suggestions on this process and request that you send any specific questions that you have to Gerry Sotolongo or a QA Unit State Coordinator (Attachment 4).  You may also direct any questions to your Office QA contact.

Note: EPA Order 5360.1 (May 2000) http://www.epa.gov/quality/qs-docs/5360-1.pdf outlines the Quality Assurance requirements for the agency and is applicable to the collection, evaluation, and use of environmental data by or for EPA and the design, construction, and operation of environmental technology by EPA.  

 cc: 
Grant Specialists


Office QA Contacts


QA State Coordinators

Attachment 1 - Region 1 Financial Assistance QA Process
QAPP Requirement Determination

  Project Officer (PO) determines if a QAPP is needed.

If yes, indicate requirement in IGMS.

If no, obtain concurrence of Office QA contact.

 QA Office is available for consultation for above determination.

 QA Office may review a random sample of the negative determinations and report the findings to management.

 The Project Officer will determine the appropriate special financial agreement  condition(s) and the Grants Specialist will incorporate into the financial agreement award.

QAPP Preparation
 The PO will be proactive and provide on-going information and support to recipient(s) with assistance from QA Office.

  The PO will work with the recipient to understand the project and inform the recipient of QA requirements.  The QAPP requirements will be commensurate with the complexity and intended use of the data.

 The Grants Office, based on the PO’s QA determination will send a post-award kit to the recipient that describes QAPP requirements and includes key EPA QA contacts (PO and QA Office). 

 For large or significant projects it is recommended that a scoping meeting or conference call be held to determine data quality objectives, QA requirements to meet objectives, and content of QAPP.  The PO determines if this is necessary and will coordinate the effort.  Participants will include the recipient, the PO, QA Office staff, and other participants identified by the PO or QA Office.

QAPP Approval
 Compliance with QAPP requirements is a shared responsibility between the PO and QA Office.

 PO has the lead to ensure QAPPs are submitted. 

 QA Office conducts the technical review and approves the QAPP (the sole exception is the Superfund program which has been delegated QAPP approval authority) with the PO co-signing the QAPP approval page. 

 The project officer is responsible for maintaining a copy of the signed QAPP with the project file.  The QA Unit only retains a copy of the signed QAPP title/signature page(s).

Note:  If a QAPP is required and the financial agreement is a continuing agreement (for example a program grant), a Quality Assurance Management Plan (QMP) is also required.  The QA Office will be responsible for approval of the QMP (including for Superfund).  The long-term strategy is to delegate QAPP approval to the states based on an approved QMP and documentation of capacity and capability to carry out this responsibility.  

Attachment 2 - IGMS Process
KEY STEPS IN NAMING APPROVERS AND OBTAINING CONCURRENCE FROM APPROVERS WHEN CREATING A FUNDING RECOMMENDATION IN THE INTEGRATED GRANTS MANAGEMENT SYSTEM

Assign and Notify Approvers
Open the document in Edit mode.

At the Approvers field, use the pick list to select the name or names of Approvers.

At the Due Date field, enter a date by which the Approver should respond.

Click the Workflow action button.

Click the Approvers action button.

At the Approval Notifications dialog box, verify/modify the recipient and message and click the OK button.

When the Approver takes action on the Funding Recommendation, you will receive an e-mail notification message that the approver has approved your document.  The Approver action creates an Approver Response document which becomes associated with the Funding Recommendation.  The Approver Response document will include any comments made by the Approver.

When all Approvers have approved your Funding Recommendation, you will obtain the signature of the Approval Official.  If you find that you must correct your Funding Recommendation after it is signed by the Approval Official because you did not obtain the concurrence of your Office QA contact, you will have to go through the signature process again.

Correction After Obtaining Approval Official Signature
Open the Funding Recommendation.

Click the “Edit” button.

Click the “Correction” button.  You will get a warning message advising that corrections to the document will erase all signature information and put the document back into the Draft Phase.  (NOTE: Erasure of all signature information does not include concurrence by Approvers.)

Click the “OK” button.

The Funding Recommendation will close and change from the “Final” phase back to the “Draft” phase.

Open it again, click the “Edit” button, add the Approver (see above), and then repeat the process to obtain the concurrence of the Approver and the signature of the Approval Official. When you request the Approval Official’s signature again, you should edit the e-mail notification message to explain why you are requesting his/her signature again. 

Attachment 3 - Quality Assurance Conditions for Grants and Cooperative Agreements 

A. 
For all continuing program grants, project grants, and cooperative agreements to recipients with approved QMPs, or grants (for example one-time grants) that do not require QMPs:
The recipient will develop Quality Assurance Project Plans [QAPP] to support all environmental data operations in accordance with  SEQ CHAPTER \h \r 1 “The EPA New England Quality Assurance Project Plan Program Guidance,” 2005.  The term “environmental data operations” refers to any measurement or information that describe environmental processes, conditions, or location; ecological or health effects; produced from models or surveys; compiled from other sources such as data bases and literature; or the performance of environmental technology. The Quality Assurance Project Plan must be approved by EPA before any data collection and/or generation activities begin.  Unless an alternate schedule was previously agreed upon, no later than 30 days prior to the scheduled commencement of data collection and/or data generation activities, the recipient will submit a Quality Assurance Project Plan to the following:

- EPA Project Officer (see page 1 of assistance agreement for name and address) and
- Regional Quality Assurance Manager (EQA)

  U.S. Environmental Protection Agency

  11 Technology Drive

 North Chelmsford, MA 01863

For organizations having EPA-approved Quality Management Plans, the recipient will submit an annual update letter to EPA documenting progress over the year and any changes to the Quality Management Plan.  Annual update letters will be sent every year for four years until the expiration of the QMP (fives years from initial EPA approval).  Annual QA update letters will be sent to the EPA Project Officer and Regional Quality Assurance Manager on the anniversary of the approval of the QMP by the Regional QA Manager; or on another mutually agreeable schedule.

B.
For all grants and cooperative agreements in which the QMP is under review:
The recipient has developed its Quality Management Plan (QMP) and submitted the QMP to EPA for review and approval.  The recipient shall provide responses, consistent with a mutually agreeable schedule, to written comments from EPA concerning its QMP.  This award of financial assistance and any further assistance during the budget period is contingent upon adequate progress toward achieving approval of the QMP.  The response to comments should be sent to:

- EPA Project Officer (see page 1 of assistance agreement for name and address) and
- Regional Quality Assurance Manager (EQA)

  U.S. Environmental Protection Agency

  11 Technology Drive

 North Chelmsford, MA 01863
The recipient will develop Quality Assurance Project Plans [QAPP] to support all environmental data operations in accordance with “EPA Requirements for Quality Assurance Project Plans” (QA/R-5, 3/01) and/or the  SEQ CHAPTER \h \r 1 “The EPA New England Quality Assurance Project Plan Program Guidance,” 2005.  The term “environmental data operations” refers to any measurement or information that describe environmental processes, conditions, or location; ecological or health effects; produced from models or surveys; compiled from other sources such as data bases and literature; or the performance of environmental technology. The Quality Assurance Project Plan must be approved by EPA before any data collection and/or generation activities begin.  Unless an alternate schedule was previously agreed upon, no later than 30 days prior to the scheduled commencement of data collection and/or data generation activities, the recipient will submit a Quality Assurance Project Plan to the following:

- EPA Project Officer (see page 1 of assistance agreement for name and address) and
- Regional Quality Assurance Manager (EQA)

  U.S. Environmental Protection Agency

  11 Technology Drive

 North Chelmsford, MA 01863

After the Quality Management Plan has been approved by EPA, the recipient will submit an annual update letter to EPA documenting progress over the year and any changes to the Quality Management Plan.  Annual update letters will be sent every year for four years until the expiration of the QMP (fives years from initial EPA approval).  Annual QA update letters will be sent to the EPA Project Officer and Regional Quality Assurance Manager on the anniversary of the approval of the QMP by the Regional QA Manager; or on another mutually agreeable schedule.

1. 
For continuing program grants, project grants, and cooperative agreements to recipients when QMPs are required, but have not been received, or when the QMP was approved 5 or more years ago:

The recipient will develop and implement an ongoing quality system.  The recipient will document this quality system in a Quality Management Plan (QMP) in accordance with “EPA Requirements for Quality Management Plans” (QA/R-2, 3/01) and submit it to EPA for approval. Alternatively, with pre-approval by the RQAM, certain financial assistance recipients may be permitted to document their quality systems in an equivalent quality document such as a streamlined QMP or an expanded QAPP.  Within 30 days of the effective date of this assistance agreement, the recipient will submit a schedule for the submission of a QMP; the date for the submittal of the QMP or equivalent document will be no later than 180 days from the effective date of this assistance agreement.  Each submittal should be sent to the following:

- EPA Project Officer (see page 1 of assistance agreement for name and address) and
- Regional Quality Assurance Manager (EQA)

  U.S. Environmental Protection Agency

  11 Technology Drive

 North Chelmsford, MA 01863

The recipient will develop Quality Assurance Project Plans [QAPP] to support all environmental data operations in accordance with “EPA Requirements for Quality Assurance Project Plans” (QA/R-5, 3/01) and/or the SEQ CHAPTER \h \r 1 “The EPA New England Quality Assurance Project Plan Program Guidance,” 2005.  The term “environmental data operations” refers to any measurement or information that describe environmental processes, conditions, or location; ecological or health effects; produced from models or surveys; compiled from other sources such as data bases and literature; or the performance of environmental technology. The Quality Assurance Project Plan must be approved by EPA before any data collection and/or generation activities begin.  Unless an alternate schedule was previously agreed upon, no later than 30 days prior to the scheduled commencement of data collection and/or data generation activities, the recipient will submit a Quality Assurance Project Plan to the following:

- EPA Project Officer (see page 1 of assistance agreement for name and address) and
- Regional Quality Assurance Manager (EQA)

  U.S. Environmental Protection Agency

 11 Technology Drive

 North Chelmsford, MA 01863

After the Quality Management Plan or equivalent document has been reviewed and approved by EPA, the recipient will submit an annual update letter to EPA documenting progress over the year and any changes to the Quality Management Plan.  Annual update letters will be sent every year for four years until the expiration of the QMP (fives years from initial EPA approval).  Annual QA update letters will be sent to the EPA Project Officer and Regional Quality Assurance Manager on the anniversary of the approval of the QMP by the Regional QA Manager; or on another mutually agreeable schedule.

FY08 Grant and Cooperative Agreement Condition for Select Regional Recipients
DEPs:

MA, ME, NH, RI, VT – Condition A

CT – Condition C

Pesticide Programs:

CT – Condition C


MA – Condition A


ME – Condition A


NH – Condition A


RI – Pesticide program is covered by the RI DEM’s QMP


VT – Condition A

Public Health Agencies:


CT DPH (Drinking Water Program.) – Condition A


CT DPH (Radon, Asbestos and Lead Programs) – Condition A



MA DPH – Condition C (equivalent quality system documentation allowed)

ME DHHS (Drinking Water) Condition A; (Radon Programs) Condition B (possibly customized) for radon grant 
RI DOH – Condition A

VT DOH (Radon Program) – Condition B (equivalent quality system documentation allowed); (Lead and Asbestos QMPs not required)

Interstate Organizations:


NEIWPCC – Condition A


NESCAUM – Condition A


NEWMOA – Condition A

Cities: 

Brownfield Program – Condition A

Tribes:


Houlton Band of Maliseets – Condition A


Narragansett – Condition B


Passamaquoddy (Indian Township) – Condition A


Passamaquoddy (Pleasant Point) – Condition A


Penobscot – Condition A


Wampanoag (Aquinnah) – Condition A


Aroostook Band of Micmacs – Condition B

Federal Agencies:

Army Corps of Engineers – Condition A


USGS Water Resources, Northeastern Division – Condition A
Attachment 4 - Quality Assurance Unit State, Interstate, and Tribal Coordinators
Tribes


Steve DiMattei (QAPPs and project issues)




Pat Svetaka (QMP and quality system matters)

Maine


Art Clark

New Hampshire
Moira Lataille

Vermont

Ann Jefferies

Massachusetts

John Smaldone

Connecticut

Pat Svetaka

Rhode Island

Steve DiMattei

NEIWPCC

Art Clark

NEWMOA

Charles Porfert

NESCAUM

Dick Siscanaw

Attachment 5 – QA “Cheat Sheet” to Help Identify Projects that Require QAPPs
QAPP Action Verbs
Collect

Gather

Generate

Monitor

Evaluate

Use 

Quantify

Compile

Analyze

Model

Implement

Measure

QAPP Action Verbs used with:
Environmental data

Sample

Measurements

Information

Research

Computerized and mathematical models

Survey/compliance/enforcement data

Conditions of environmental systems or processes

Ambient conditions in air, water, soil, sediments

Environmental technology – remediation, treatability, pilot studies, innovative methods

Secondary data – existing data from literature, data bases, previous studies

Human/ecological health

Projects/activities that do not require QAPPs
Symposiums/conferences

Guidance documents

Videos

Outreach programs

Education 

