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1.0 PROJECT MANAGEMENT

1.1 Title and Approval Page (EPA QA/R-5 A1) - See page 1.

1.2 Table of Contents (EPA QA/R-5 A2) - See page 2.
1.3 Distribution List (EPA QA/R-5 A3)

The following people will receive copies of this document and any future updates to this QAPP:

Name: Wilfred Nabahe
Title: Region 9 Tribal Operations Committee Tribal Co-Chair
Organization: Lone Pine Paiute Shoshone Tribe
Contact Information: wjnabahe@lppsr.org
Name: Clancy Tenley
Title: EPA Region 9 Tribal Program Office, Region 9 Tribal Operations Committee Tribal Co-Chair
Organization: USEPA Region 9
Contact Information: 75 Hawthorne Street, San Francisco, CA 
Name: Enrique Manzanilla
Title: Director, EPA Region 9 Communities and Ecosystems Division
Organization: USEPA Region 9
Contact Information: 75 Hawthorne Street, San Francisco, CA
This QAPP will also be distributed to every Tribe who receives a copy of the ERRT.
1.4 Project Organization (EPA QA/R-5 A4)

Tribal Environmental Managers under this project will be responsible for collecting data, and entering data and metadata into local copies of the ERRT, and submitting that data to the ERRT Administrator.  
ERRT Administrator/QA Officer will be responsible for receiving data from Tribes, summarizing data received, and preparing reports based upon that data for submission to the RTOC.  As QA officer, this person will also be responsible for maintaining current data standards for ERRT responses, responding to questions and issues concerning data and QA, and submitting a QA statement to accompany any summary data prepared using ERRT data from Tribes.  
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Figure 1-1. Organization Chart
1.5 Problem Definition/Background (EPA QA/R-5 A5)

The ERRT was developed in response to several needs identified by the Region 9 RTOC:

1. The RTOC Budget Subcommittee and many other issue-specific subcommittees need access to quantifiable summary data for the Regional Tribal universe.  Congress and the EPA are increasingly asking organizations to support yearly budget requests with good data.  Much of the information the Budget Subcommittee provides is qualitative, due to lack of quantifiable data.  The ERRT was developed to address information needs associated with the National and Regional EPA Strategic Plans, National Program Manager Guidance, Media-Specific Program Activity Measures, Environmental Indicators documents, and needs identified by the Budget Subcommittee and the Region 9 RTOC.   

2. Tribes need to be involved in developing environmental reporting processes.  EPA RTOC representatives are aware of numerous government efforts to establish reporting processes that help track environmental conditions and gauge progress in meeting EPA’s mission.  Tribes are involved in few of these initiatives, even though the efforts affect tribal reporting requirements and will affect the process for determining tribal funding needs and measuring effectiveness of tribal grants.  EPA and Tribal RTOC members believe that development of environmental reporting tools should be a joint effort.  RTOC members believe joint efforts will result in superior reporting tools and help ensure the RTOC has an opportunity to influence how tribal needs and accomplishments are measured.  Development of the ERRT has been and will continue to be a joint grass-roots effort.  Development of the tool will continue to be lead by tribal grantees with experience generating and reporting environmental data and by EPA staff directly involved with tribal grants.  Development and use of the ERRT will help ensure tribes are aware of the numerous grant reporting and tracking initiatives underway and perhaps provide tribes the ability to influence reporting systems that will affect their programs.  

3. The RTOC needs to be able to retrieve key data efficiently.  A lot of information and data that could be used to demonstrate tribal needs or successes is stored in thousands of paper reports scattered throughout Indian Country and the EPA.  Consequently, EPA and Tribal RTOC representatives are forced to gather data in fire-drill fashion time and again.  Data stored in the ERRT will be much easier to retrieve and should help reduce the number of data quests Tribal and EPA personnel currently endure. 

The ERRT can be used to update tribal environmental inventories or to create new inventories.  An inventory created using the ERRT will satisfy the environmental inventory requirement under GAP.  The ERRT can be completed yearly and attached to your year-end grant reports (typically due every October).  The results pages will provide quantitative data to support or compliment the narrative portions of reports.  ERRT results will help document yearly accomplishments, track environmental changes over time, and provide data to support tribal budget requests. 
In addition to printing out and saving data locally, the data Tribes enter into the tool can  be sent over a secure internet connection to a database on the Yurok Indian Reservation in Klamath, California.  Once data arrives in the database, only the Database Administrator can see information specific to each Tribe.  The Database Administrator is responsible for aggregating Tribal responses and preparing a summary report, which will be submitted to the RTOC.  The summary report will make statements such as “Tribes abated 204 illegal dumpsites in Fiscal Year 2004,” and “37% of Tribes within non-attainment areas continue to lack funding for air quality programs.” The Report will contain no tribally-specific information and will be used by the Budget and Strategic Planning Workgroup (and others as requested through the RTOC) to calculate budget needs, justify budget requests, characterize environmental accomplishments, etc. The EPA will use the information to prepare documents addressing Tribal needs and accomplishments.

1.6 Project/Task Description and Schedule (EPA QA/R-5 A6)

Each Tribe, upon receiving the ERRT, will respond to each question in the ERRT as prompted.  Definitions for questions are available, which will allow each Tribe to determine exactly what each question is intending be answered.  For numerical questions, the ERRT prompts the user to enter metadata, which is a text description of the source of the result presented; metadata may be referenced as a report (Tribal Needs Survey, Published August 2003), or as a direct count (Windshield Survey conducted November 2005).  Tribes have the option of answering “don’t know” to any question in the ERRT.  The final section of the ERRT requests current and projected future budget information.  Budget information does not include source metadata, but does request that Tribes describe the types of activities proposed to be conducted with future funding.
Upon completion of the ERRT, Tribes have the option of submitting their data to the Regional database for summarization.  Data received into the ERRT will be examined to ensure that each response requiring metadata includes a metadata reference.  If metadata is not referenced, the QA Officer will attempt to contact the Tribe to provide a reference; if no reference can be located, that data will not be included in summary reports.

The summary report provided annually to the RTOC based upon data received will be accompanied by a QA document which describes the steps taken under this QAPP to ensure data quality.

1.7 Quality Objectives and Criteria for Data (EPA QA/R-5 A7)

Each question in the ERRT is provided with a definition, which provides Tribal Environmental Managers with a specific description of the type of information being sought.  Tribal Environmental Managers are expected to ensure they are reporting the correct information by reading the definition of any questions for which the response is not intuitive.
For certain responses, the ERRT requests metadata from the Tribal Environmental Manager giving, most commonly, the source of the data given.  Data may come from any number of sources, but some sources are preferred over others.  For example, the sources below are listed in order of preference, from most preferred to least preferred:


Reports prepared by the Tribe and approved by the Tribal Council


Reports prepared for the Tribe and approved by the Tribal Council


Reports prepared by outside entities but reviewed by the Tribe or Tribal Council


Tribal data collection events (door-to-door, windshield surveys, etc.) with documentation


Reports prepared by outside agencies, not verified/approved by the Tribe

1.7.1 Objectives and Project Decisions
The major objective of the ERRT is to develop summary reports on Tribal needs and accomplishments for the support of Tribal budget requests to EPA.  This overarching purpose also supports information needs by RTOC workgroups and may eliminate mid-year data gathering needs by EPA staff to compile reports and prepare presentations.
1.7.2 Acceptance Criteria
In order to be included in any summary reporting, all data points for which the ERRT requires metadata must include that metadata.  Data points which do not have acceptable metadata, and for which the Database Administrator is unable to confirm acceptable metadata, will be omitted from summary reporting.  The number of such omissions will be noted in the QA Report.

1.8 Special Training Requirements/Certification (EPA QA/R-5 A8)

Special training is not a requirement for the completion of a Tribal ERRT.  The ERRT is accompanied by a user’s guide, and is designed to be as user-friendly as possible.  Summary reporting is a relatively automated task, and does not require special training on the part of the Database Administrator.
1.9 Documents and Records (EPA QA/R-5 A9)

1.9.1 QA Project Plan Distribution

A copy of the most current approved QAPP is distributed with every copy of the ERRT distributed to Tribal Environmental Managers.  Additionally, copies of the most current ERRT and QAPP are on file with the RTOC Tribal and EPA Co-Chairs, the EPA QA Office, and the Budget and Strategic Planning Workgroup Co-Chairs.
1.9.2 Documentation and Records

Tribal data and metadata will be stored in the local copy of the ERRT prepared by each Tribal Environmental Manager.  This data and metadata may be transferred to the ERRT Administrator via a secure FTP site, via email, or by printing out and mailing in a hard copy of the database outputs.
The ERRT Administrator will create a verification log for verifying metadata for information received from each Tribe, and will prepare a summary QA Record to accompany the final report, described below.  
1.9.3 Final Reports

Final reports prepared annually based upon data received by the ERRT Administrator will include summary data presented as text and charts prepared in excel to illustrate selected needs and accomplishments of the Regional Tribal universe.  Only summary data shall be included in the final report, with the exception of any specific Tribal Accomplishments that specific Tribes would like to submit for illustration of Tribal objectives; inclusion of Tribal-specific data will only be made at the request of an individual Tribe.  
Supporting information (the data submitted by individual Tribes) will be stored on a single workstation located at the Yurok Tribal Administrative Headquarters in Klamath, California.  Annually, data collected will be archived to CD and deleted from that workstation.  Archived data will be retained in a secured cabinet at the Yurok Tribal Administrative Headquarters for no less than five years.  
Copies of annual summary reports will be retained by the RTOC Tribal Co-Chair for no less than five years.  Electronic versions of annual summary reports will be archived along with the archived data stored and retained as described above.
2.0 DATA GENERATION AND ACQUISITION

2.1 Data Acquisition Requirements (Non-Direct Measurements) (EPA QA/R-5 B9)

In completing the ERRT, Tribes are expected to rely on data available to them from accepted sources.  The most preferred data is that which has been approved by the Tribal Council of the Tribe responding.  In the event that the Tribal Environmental Manager must collect data independently to satisfy a question in the ERRT (such as a windshield survey), the collection event should be documented and retained by the Tribal Environmental Manager.  In the event that the Tribe utilizes a report prepared by an outside entity without the direct input of the Tribe, it is the Tribe’s right to reject any portion of that data in favor of data the Tribe believes to be more accurate.

2.2 Data Management (EPA QA/R-5 B10)

Data will flow in the following manner:

Data will be entered into the ERRT by individual Tribes using a self-spawning FileMaker Pro application stored on their own computer.  The application requires that the user run a minimum of Microsoft Windows 98.  In the event that the Tribe cannot or prefers not to enter that data onto their own computer, a hard copy of the questions in the ERRT may be filled out by hand, to be entered into the system by the ERRT Administrator.  For all questions which require metadata, metadata is entered into the ERRT.

Data is transferred to the Administrator via a secure FTP connection, by sending the data file electronically via email, by sending a disk containing the data file by mail, or by mailing in a hard copy of responses.

If sent via FTP connection, data is retrieved using Filezilla from the FTP site for entry into the Administrative Database.  

Data is entered into the Administrative Database using FileMaker Pro.  The Administrative Database is designed to run on Microsoft Windows 2000.  The Administrative Database prompts the Administrator to match the entry for Name of Tribe with the list of Federally Recognized Tribes stored in the Administrative Database.  Only one response set per Tribe is allowed per year by the Administrative Database.  A copy of the raw data set for each Tribe is stored on the Administrator’s computer and archived annually.  If any metadata is missing from a Tribe’s responses, the Administrator will seek to correct that omission upon data entry.

Reports are prepared through pre-formatted report functions in the Administrative Database or by exporting response sets to Microsoft Excel to perform aggregation functions.  Reports are stored on the Administrator’s computer and archived annually.

3.0 ASSESSMENT AND OVERSIGHT
3.1 Assessments/Oversight and Response Actions (EPA QA/R-5 C1)

The Database Administrator will assess each Tribe’s data set for completeness and the inclusion of metadata.  If corrections or additions to metadata or data are made, a note to the Administrative Record will be made.  Along with each summary report prepared annually, a corresponding document summarizing the quantity of data omitted or corrected will be prepared.
3.2 Reports to Management (EPA QA/R-5 C2)

Annually, the Database Administrator will prepare a summary report describing the data received from all Tribes responding through the ERRT.  A Quality Assurance report will accompany the data report, and will describe any data which was omitted (for lack of metadata or otherwise) or corrected (to include metadata or at the request of the submitting Tribe).  No Tribal-specific information will be included in either of these reports.

Reports prepared annually will be submitted to the RTOC for use as decided by the RTOC, which may include sharing with EPA or other agencies to further Tribal causes.

4.0 DATA REVIEW AND USABILITY 
4.1 Data Review, Verification, and Validation Requirements and Methods (EPA QA/R-5 D1, D2)
All data submitted through the ERRT must include metadata where requested.  The Database Administrator will ensure that each Tribe’s submission includes all necessary metadata.  Where such information is missing, the Administrator will seek to resolve the omission by contacting the preparer.  Should appropriate metadata not be located, the corresponding data will be omitted from summary reporting and noted in the record.

4.3 Reconciliation with User Requirements (EPA QA/R-5 D3)

Annual summary reports based upon ERRT data received from Tribes will include the caveat that it only represents the information supplied by a discrete number of Tribes.  In the event that 100% of Tribes in the Region respond using the ERRT, the summary report can be expected to represent the Tribal universe in Region 9.  At anything less than 100%, the summary report can only reflect the universe of respondants.  The percentage of Tribes responding and the corresponding geographical area and Tribal population will be noted in the summary report (for example: This report represents responses from 48% of Region 9 Tribes, covering 76% of the total Tribal lands in the Region and representing 80% of the total Tribal population of the Region).

The RTOC will be the body deciding how the information in the summary report is used, and what, if any, portion of that report is shared with any agency.

Any use of the data from the summary report should be accompanied by the Quality Assurance report summarizing metadata omissions, data omissions, and data corrections (for example: 33 responses were omitted for lack of metadata; 24 responses were corrected at the request of the submitting Tribe).


