QAPP Annual Review Process for TCEQ Nonpoint Source Program (NPS) Contractors
Revision date:  February 26, 2015
1. Contractors must submit document (see below) certifying annual reviews of QAPPs to the TCEQ Project Manager no later than 90 days prior to QAPP anniversary date. Amendments approved since QAPP approval (or most recent annual review, if a prior annual review has occurred) should be included along with this certification. Also, if any organizational changes (changes to titles, organizational units, or names of staff) have occurred, these should be conveyed in an attachment to the letter as well.

a. If changes to the QAPP are necessary (beyond organizational changes), an amendment to the QAPP would be required before the certification letter is submitted. 
(Note – Please consult with Lead QA specialist if there is Scope of Work; monitoring schedule; and any other status changes in the QAPP document as these may require an amendment)
b. If extensive changes are needed (as determined by the TCEQ Project Manager, in consultation with the TCEQ Lead QA Specialist), a full QAPP revision may be required. This revision would require signatures by all staff who signed the original QAPP.
c. If the project will extend beyond the third QAPP anniversary date, a full QAPP revision is required. 

2. After the TCEQ Project Manager confirms that no changes (beyond organizational changes) are necessary, he/she will document his/her annual review by signing the certification document and submitting it along with the enclosures to the Contractor Project Manager, TCEQ Lead Quality Assurance Specialist, TCEQ QA Manager, EPA Project Officer, and other TCEQ staff on the QAPP distribution list (Section A3).
3. The Contractor Project Manager must distribute the certification document and enclosures to other contract and sub-contract staff on the QAPP distribution list (Section A3). Scanned copies may be sent via email. The contractor must also document receipt of these records by each participant. 

The certification document, enclosures, and documentation of receipt by other contract and sub-contract staff must be maintained by the Contractor Project Manager.

Annual Review Certification

for

(name of QAPP)
Federal ID # Number
QTRAK #

Original QAPP Effective Period – (MM-DD-YYYY – MM-DD-YYYY)
Year – (2 of 3 or 3 of 3)
(Please be sure to delete italicized information.)

Signatures below document certification of the annual review of Nonpoint Source Program Clean Water Act 319(h) or 604(b) (specify) QAPP title QAPP by Contractor Name and the TCEQ Project Manager. The original QAPP was approved by the Texas Commission on Environmental Quality on date (i.e., date of final approval signature). An annual review was conducted last year, on date (i.e., date on annual review letter for contractor), and QAPP Amendment number(s) (e.g., Nos. 1 and 2) were included along with documentation of that review (revise sentence accordingly if another annual review has not been done or QAPP Amendments have not been done since the most recent annual review, revision, or full QAPP). 

The Contractor and TCEQ Project Managers have verified that the original QAPP accurately reflects current project requirements. Organizational changes and QAPP amendments that were approved in the last year are provided in attachments to this certification (If organizational changes or amendments were not done, please revise this sentence accordingly.). The QAPP is now approved until date (i.e., one year (or two years, if this is the second annual review) beyond initial QAPP approval). 
The next annual review (If the project is anticipated to extend beyond the next anniversary date) will be initiated on date (i.e., 90 days prior to next anniversary date described in paragraph above). Amendments that are necessary in the interim must be fully approved before their provisions are implemented.
_____________________________
              _____________________________
Name 
, Contractor Project Manager   Date

Name, TCEQ Project Manager 
Date

Contractor

                                                   
Nonpoint Source Program, TCEQ
Enclosures:
Organizational Changes (Please include an attachment with a listing of organizational changes. This may be a copy of the attachment provided by the contractor. If no organizational changes have been made, this enclosure reference should be deleted.)

QAPP Amendment number(s) (e.g., Nos. 1 and 2) (Please attach full copies of amendments, along with signature pages or a copy of the approval email in the case of a non-substantive amendment. If no amendments have been done, this enclosure reference should be deleted).

cc:
Anthony Suttice, Project Officer, EPA (delete if 604(b) project)


Teresita Mendiola, Project Officer, EPA (delete if 319(h) project)

Sandra Arismendez, Lead QA Specialist, TCEQ


Sharon Coleman, QA Manager, TCEQ

Cathy Anderson, Data Management and Analysis Team Leader, TCEQ
