Data Quality Assurance Checklist 
(Revised 8/2/2006)
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· Site ID: Filled in and correct?
· Monitoring Kit #: Filled in and correct?  
· Date: Filled in and correct? (Check year in particular)
· Sample Collection Time:  Make sure there is no AM/PM confusion. 
· Kit Condition:  Note and address.

· Volunteer Information:  Check for signatures and volunteer hours (if blank, assume 2.0 hours for database).  Are all volunteers listed properly trained?

· Hanna Meter:  Is date and combo # filled out?  Is every triangle in the calibration table filled out? (Final calibration data for 7.01 buffer should be close to 7.01, for 4.01 buffer should be close to 4.01 and for conductivity solution should be close to 1413μs) 
· Weather: One description circled.  F or C circled.
· Precipitation: Box filled out. One “type” circled. Assume 0.01” for “trace” amounts when entering data. 
· Wind: One circled each for Speed, Direction, and Character. (Direction may not apply for “under 1” or “1-3” wind speeds)
· Comments:  Address accordingly. Contact volunteer if any confusion.
· Sketch:  Is everything, including sampling site, properly labeled? (Sampling site should be indicated with an X)
· Photo: Any questions?
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· Water Temperature: The time between measurements should not exceed 5 minutes. Measurements should be within 1°C (QAPP, 2002: 12).
· Color: The AWC no longer uses BCS system so a word description is sufficient. 
· Turbidity:  Size should always be 50 ml unless the water is so turbid that the observer cannot see through the column.  # of Additions must be a whole number and should not vary by more than 1 addition, or 5 JTU units.
· pH (Colorimetric):  Should be recorded to the nearest 0.25.  The replicates should not vary by more than 0.6 (QAPP, 2002: 12).
· Hanna Meter:  Beginning and ending temperatures should be recorded. Read all comments and record them in the database. Ensure the following parameters:
· pH measurements should be within  0.02 units.
· Conductivity measurements should be within 2% of full scale= 79.98μs≈ 80μs of each other. 
· TDS measurements should be within 2%of full scale= 40.00ppm of each other (QAPP, 2002: 12).
· Dissolved Oxygen:  Fix temperature and time and titration date and time MUST be filled out. 
· Fix time should be within 15 minutes (or so) of sample collection time.  
· Titration must take place within 6 hours of fix time (AWC Field Procedure Checklist, 6/2004: 12).  
· Each of the three replicates must be within 0.6 mg/L (QAPP, 2002: 12).  If not, the one(s) outside the range should be repeated.  Check the box “use sample” (in database) if the sample meet DQOs.  Read comments and record them in the database.
· Ortho-Phosphate:  Everyone should be using a Hach Kit at this point.  Kit # and Time should be filled out. For each sample, one color and the box should be filled out.  Color refers to the blue color in the test, NOT the natural color of the water.
· Test MUST occur within 8 hours of sample collection.  
· The two results (whole number value divided by 50) should be within (?) of each other (QAPP, 2002: 12). 
· The color circled should correspond with the number.  If “no color” is circled, the number should be “0.”
· Nitrate/Nitrogen:  Kit # and Time should be filled out. For each sample, one color and the box should be filled out.  Color refers to the pink color in the test, NOT the natural color of the water.  Numbers should be recorded to the nearest 0.5.  
· Test MUST occur within 8 hours of sample collection.  
· The two results should be within 0.5 (QAPP, 2002: 12). 
· Coliform Bacteria:  Time mixed, time plated, date counted and time counted MUST all be filled out.  
· Mixing should happen on site. The plating time should be within 6 hours of sample collection. Sample should be kept cool until plating, or between 4°C and 10°C. (QAPP, 2002: 12). 
· Results should be taken and recorded 48 hours after plating (Volunteer Training Manual, 2002: 10). 
· The number for E. Coli should never exceed the number for Total Coliform.  
Kit Management and Maintenance 

· EVERY kit should have a sign-out form, detailing its contents and expiration dates of the reagents.

· Every time equipment or reagents are replaced, changes should be documented on the appropriate kit sign-out forms. 
