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Annual updates are needed when there are changes to the QAPP that have been made through an amendment during the past year, or there are changes to be reflected in the annual update itself.  For an annual update, the full revised QAPP needs to be submitted for signature. Changes to the QAPP need to be indicated as follows: New language should be underlined and highlighted; Removed language should be struck out and highlighted. In addition to the QAPP, this shell which includes a cover letter and summary of changes should be submitted.

Distribution:  The signed QAPP Annual Update must be distributed to all personnel on the original QAPP by the Contractor Project Manager. Records of distribution will be maintained by the contractor.
Adherence Letters:  The contractor must secure written documentation from additional project participants (Required from anyone working for you or a subcontractor under this QAPP who did not sign the document on A1 Approval Page)   stating the organization’s awareness of and commitment to requirements contained in the final signed annual update.  The contractor must maintain this documentation as part of the project’s quality assurance records.  This documentation must be available for review. Copies of this documentation must also be submitted as deliverables to the TCEQ NPS Project Manager within 30 days of final TCEQ approval of the QAPP Annual Update.
Approval:  The updates are effective upon final signature of the Annual Update to QAPP by the TCEQ. The TCEQ, the Contractor, and Subcontractors (as relevant) acknowledge and accept the changes by signing the updated QAPP. TCEQ will accept scanned copies of signature pages.

Name, Project Manager
Texas Commission on Environmental Quality
P.O. Box 13087, MC-165

Austin, Texas 78711-3087
Re:
Annual Update of Quality Assurance Project Plan 
Project title
Dear Name of Project Manager:

This letter is sent as a request for approval of the annual update of Nonpoint Source Program CWA 319(h) insert project title Quality Assurance Project Plan (QAPP). The original QAPP was approved by the Texas Commission on Environmental Quality on date of approval.
The contractor has conducted an annual review to determine if entire QAPP is current and accurately reflects their project goals and organizational policy.  The contractor has identified required changes as included in the Summary of Changes attachment to this letter. 
Enclosed is the Summary of Changes and the revised QAPP for your review and approval. 

Sincerely,

                                                                                    

Name, Contractor



Attachment 1
Summary of Changes: List each section in which a change is proposed and provide a description of the change(s).  .State if changes were made in a previous amendment.
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Attachment 2:

Revised QAPP
NPS QAPP Annual Update Shell, Last Edited: Fiscal Year 2014

