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Quality Assurance Plan Commentary (QAPC)
For 
LAP’s following Design Bid Build Model 

The QAPC is a commentary providing direction for completing the Quality Assurance Plan (QAP) that will be submitted to the District Project Coordinator (DISTRICT PC) for approval.  This commentary is not an all exclusive explanation of what is needed to complete the QAP, but provides general guidelines assisting in the completion of the QAP.  The DISTRICT PC will have ultimate authority of what is included in the QAP based upon project requirements and needs.  No work is to begin without an approved QAP in hand.
Completing the “Cover Sheet for QAP”
1. The original QAP and subsequent revisions shall be kept on file and labeled as “QAP-1”.  Subsequent revisions will be relabeled “QAP-2” for the second revision, “QAP-3” for the third revision, etc.  All revisions to the QAP shall be underlined.  Only the latest revision shall be underlined in the revised QAP.   Underlining of previous revisions (not including the latest) shall be removed.  A new “Cover Sheet for QAP” shall be completed for each QAP revision.
2. Add the “Date of Original QAP Submittal”.  This is the date of the first submittal.   Fill in the “QAP Revision Date” for submittals of QAP revisions.  If there are no revisions, the “QAP Revision Date” is left blank.
3. Print the locality name and the physical address of the locality.  If the mailing address is different from the physical address, complete the “Locality Name and Mailing Address” section.  Otherwise, write “Same as physical address” after “Locality Name and Mailing Address”.  The contact information shall contain email addresses and phone numbers when possible.
4. Fill in the section “Responsible Charge Person” along with the contact information including email and phone number(s).  This person signing the document has the designated authority enforce the QAP.
5.  Add the “Printed Name” of the contact person if different from the responsible charge person along with the contact information including email and phone number(s).  If the contact person for the QAP is different from the responsible charge person, complete the “Contact Person for the QAP” section.  The contact person for the QAP may be designated by the Responsible Charge Person to handle day-to-day enforcement of the QAP as well as managing the QAP.
6. Complete an Organizational Chart that clearly delineates and defines responsibilities and roles of pertinent parties included in the QAP.


QAP Document Development Guidelines

1. Sections I, II, III, VII and IX are not editable and remain unchanged.  Section III requires the development of Independent Assurance Plan for sampling and testing practices and this document should be attached to the QAP.
2. Section IV outlines a channel for effective means of communication.  This will include contact information that enhances and corresponds to the Organizational Chart.  This section also completely explains the roles and responsibilities of each member of the Organization Chart, such as who samples, who tests (QC, QA and VST), who maintains the materials notebook, etc.
3. A resolution procedure is developed for Section V and is a means to resolve items not understood in the contract documents or other published guidelines.  This procedure will guide the issue to a final resolution.
4. For Section VI, the frequency and content of progress reports shall be agreed upon between the LPA PM and the DISTRICT PC and shall be based upon project needs.  A template of the “Progress Report” shall be submitted with the QAP.  The “Progress Report” shall be routinely updated for all key elements of the QAP.
5. Section VIII - No routine deviations from the materials testing requirements or testing frequencies are intended.  However, increases or decreases may be necessary due to project needs.  These deviations shall be inclusively detailed in this section of the document.
6. Section IX provides the LPA PM the opportunity to address concerns with inspection, events witnessing and hold points.  Leaving this section “as is” allows for no deviation from DISTRICT PC’s inspection process. 
7. In Section X, the LPA PM develops a “Non-Compliance Report” (NCR) template and includes it in this section as a sample to be used (as necessary) to report non-conformance with the QAP.  This report will include the non-compliance violation, associated contract requirements, and potential remedy.  Additionally, an “Audit and NCR Recovery Plan” template must be developed and included or attached to the QAP at the time of submittal.  This report documents the non-conforming item(s) and the corrective action(s) taken.  Corrective measures outlined in this section of the QAP are designed to prevent or minimize future non-compliant events as defined in the “Audit and NCR Recovery Plan”.  If the LPA PM determines that a revision to the QAP is necessary to deal with future non-compliant issues, then a revised QAP must be submitted for review and approval.  


Attachments:
· Independent Assurance Plan [Example]
· Progress Report [Sample Template]
· Non-Compliance Report (NCR) [Sample Template] [Example]
· [bookmark: _GoBack]Audit and NCR Recovery Plan [Sample Template] [Example]
