FINAL                                                              



                                                            Template for Reporting         

                                   Quality Assurance Annual Report and Work Plan

Fiscal Year 2008/9

	Organization:
	


[Chapter 4 of the EPA Quality Manual (EPA Manual 5360 A1, May 2000) contains the requirements for this report.  The italicized text outlines the information to report and the text shown in blue provides additional details.  There are no major revisions from last year’s reporting cycle.  We welcome added detail that you feel is needed for an accurate report of your organization’s activities.]
1. 
RESOURCES

1.1
Adequacy of Personnel and Financial Resources
[Discuss the adequacy of resources and their impact on your quality system, to include your ability to implement FY 08 and the effects on FY 09 work plans.]
2.
TRAINING

2.1
Needs Assessment
[List the organizations participating in the assessment, the method used to assessed these organizations, and the results of the assessment.]
2.2
Training Information

[List the course(s) provided in FY 08 and planned for FY 09.  Include the training provider, date of training, method of delivery (classroom, web-based, electronic, etc.), organization(s) trained, and number of students.]  
3.
QUALITY SYSTEM-RELATED ACCOMPLISHMENTS
3.1
Significant QA Management Accomplishments

[List your top three significant accomplishments regarding your quality system to include those areas resulting from improvements.] 

3.2
Innovative Practices
[Discuss any innovative quality management practices your organization has developed and used in your quality system.] Innovative practices may be minor improvements to your existing quality system, but may be adapted for use by other organizations.  Provide a brief explanation of why this practice was effective and include the return on investment.  Examples may include: Quality Management Plan (QMP) Implementation, Communications, QA Resource Planning, QA Records Management, Training, Documentation for Grants/Contracts, Re-use of existing data, or Pre-dissemination review.  These practices will be disseminated as “best practice” and shared as tech transfer examples in that they contribute to the overall improvement of data and information quality.

3.3 Implementation of Policy on Assuring Competency of Agency Labs
[List independent laboratory external assessments conducted during FY 2008, and the results of the assessments.]  All laboratories must have periodic independent external assessments to demonstrate and document that the laboratory is adhering to the procedures and policies described in its documented Quality System.

[List any participation in inter-laboratory comparison studies/programs completed during FY 2008, and the results of the participation.]  These can be either existing Proficiency Evaluation Programs or Round Robin Studies or a combination of programs and studies to assure evaluation of all laboratory operations.
3.4 Revisions to Quality Management Plan (QMP)
[List proposed revisions to your QMP and why they’re needed.  Include a schedule for completion to include milestones for Agency review, edits, and implementation.] List planned revisions to your QMP for FY09 in Section 5.0 of this template, to include indicating if your plan expires in FY 09.  For information on QMP submittal goes to:  http://www.epa.gov/quality/faq9.html#resubmit.)

3.5 Technical Assessments
[List technical assessments of your organization, performed internally by your organization, or by others.  Examples of technical assessments are contained in EPA Manual 5360, Section 2.2.2.7.  Include any incomplete corrective actions resulting from prior year assessments.  If assessments are routine, provide general information regarding the practice, or the QMP reference.  Do not provide details on results of routine laboratory performance evaluation samples and data package reviews.] Technical assessments include:  project-specific audits, surveillance, data quality assessments, and performance evaluations.  Enter technical assessments of laboratory-wide quality systems in Section 4.0.  Internal and external technical assessments are now combined in one table.  Use this table to report open corrective actions from technical assessments conducted in past QAARWP reporting years.  The table below displays an example entry of the information to report.
	Technical Assessments

[Include technical assessments with open corrective actions from past years]

	Type
	Project Assessed
	Assessor and Org.
	Date 
	Finding and Corrective Action Status

	Example:

Project Assessment
	Spotted Trout Aging Study
	Joe QA,

EPA OEI
	Sept. 15, 2008
	No procedure for project data assessment.  Procedure drafted and in review.  Expect final 12/08


3.6
Quality Assurance Planning Documents

[Indicate the percentage of QA planning documents (e.g., QA Project Plans, sampling and analysis plans, etc.) reviewed and found to be either acceptable or needing only minor correction.  For those QA Project Plans or QMPs needing substantial changes, list the principal causes of the deficiency.  Also include possible actions that could alleviate the problem in the future. ]
	Type
	Approximate percentage found to be acceptable or needing only minor changes 
	The principal causes of deficiency at time of initial review
	Possible corrective 

action or preventative

action

	QMP (or equivalent)
	
	
	

	QA Project Plans (or equivalent, e.g., Sampling and Analysis Plans, etc.)
	
	
	


3.6.1
List observed trends in the percentage requiring substantial changes in recent years and state the cause of the trend.
3.7
Awards and Recognition

[List any awards or recognition related to QA given to your organization or to individual staff members.]  Indicate all honors, awards, or nominations received by the QA staff.  Include nominations for recognition even when they may not have been eventually awarded.
4.
 ASSESSMENTS OF QUALITY SYSTEMS

[List management system assessments of your organization, performed internally by your staff, or by others.  Include any incomplete corrective actions resulting from prior year assessments.]  Internal and external quality system assessments are now combined in one table, including reporting open corrective actions from quality system assessments conducted in prior years.  Include assessments conducted by the Quality Staff and internal and external assessments of laboratory quality systems in this section.
	Quality System Assessments Conducted During Current QAARWP Reporting Period

[Include quality system assessments with open corrective actions from past years]

	Quality System Assessed
	Assessor (and Org.)
	 Dates
	Findings and Corrective Action Status

	
	
	
	

	
	
	
	

	
	
	
	


5.
INFORMATION QUALITY GUIDELINES 

[Provide the date your organization established pre-dissemination review procedures.]

[List your organization’s products or services that were subject to pre-dissemination review during FY 2008.]

[Briefly describe how your organization could enhance their ability to ensure disseminated information products are meeting intended use and are being properly reviewed.]
6.
PLANNED ACTIVITIES 
[List other important QA and QC activities besides training planned for FY 09.   Include activities such as planned technical assessments, quality system assessments, independent laboratory external assessments, or cooperative projects with other organizations participating in your quality system.]
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