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Introduction to the Monitoring Report Template 

As part of the Navy’s effort to incorporate continual process 
improvements, this template has been developed for preparing 
annual monitoring reports for the environmental restoration 
program.  This template encourages consistency in the format for 
reporting monitoring results and managing sites in the monitoring 
phase.  This was designed for Remedial Project Managers to use as a 
resource for developing and publishing monitoring reports to support 
the Navy’s cleanup program.   
 

 
 
The goals of this effort are as follows:  

• Provide a consistent format for use across 
the Navy 

• Identify and report clean up goals 
• Develop reporting format for results of trends 
• Site Closure 
 

This template is set up to provide insight on each element in the 
report.  Each numbered section matches the Report Elements.  The 
write up provides insight into the content and purpose of the section 
and suggested ways to achieve the goals for that element.  The left 
hand column discusses the purpose of the section and information to 
be included.  The right hand column provides examples or additional 
information to understand how to present the content.  
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Objective:
Develop a Standardized 
Approach and Template for 
Monitoring Reports

Opportunity for Improvement?

• Program Dollars Shifting to Monitoring
• Opportunity to Improve the Report Formats
• Opportunity to Include Optimization as Standard Step
• Capture Clear Conclusions and Recommendations  

Distribution Statement A: Approved for public release; distribution is unlimited. 
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Format 
Features

• Decision Trees
• Conceptual Site Models
• Trend Charts

 
Report Elements 

1 Introduction 
1.1 Objective – Introduces the report including the site name, facility, stakeholders, decision documents and cleanup 

program. 
1.2 Table of Contents – Presents the report layout to familiarize readers with content. 

2 Site Description 
2.1 Site Location and History – Provides appropriate level of background information to allow audience to understand the history of the 

site. 
2.2 Key Decision Documents – Provides information on the key decision documents.  This section is not meant to include all documents 

related to the site but to highlight the key documents that capture the actions required to address interim actions and close out the 
site. 

2.3 Focused Conceptual Site Model – Provides a picture of the site.  This allows readers to understand the conditions at the site.  A clear 
understanding of the specific site provides focus to ensure actions being taken for remediation or monitoring address the site 
related concerns.  This effort should only include the level of detail necessary to keep the effort moving towards the agreed on 
goals. Graphics are an effective technique for condensing substantial narrative, resulting in successful communication of 
complicated information. 

3 Selected Remedy 
3.1 Remedial Action Objectives (RAOs) – Restates the current RAOs developed. 
3.2 Site Closeout Strategy – Provides a clear path to allow for completion of efforts at the site and reduces the possibility of straying 

from the agreed to path forward.  This section should identify any interim goals, final goals and status of effort to meet those 
goals. 

4 Monitoring Program 
4.1 Monitoring Objectives – Data Quality Objectives- Provides clearly stated objectives and questions that the data being gathered 

will answer. 
4.2 Sample Approach – Provides enough detail that the locations, constituents of concern, other parameters to be sampled, 

frequency, sampling procedures and methods for analysis are understood. 
5 Data Evaluation 

5.1 Sampling Results – Compiles results from the current rounds of sampling and appropriate historical data.  This section includes 
figures and tables to clearly show the results of the monitoring efforts.  

5.2 Trend Analysis Concentrations of Constituents of Concerns – Presents trends to allow reader to readily understand if the site 
conditions are as anticipated based on the CSM or if there are other conditions that need to be considered.  It documents the 
status of the site to allow for understanding of where the site is on the path to closeout.  Answers the question of whether the 
RAOs are being met or if the site is moving towards response complete. 

5.3 Trend Analysis Costs – Documents historical and current cost to allow for an understanding of the use of limited resources to meet 
the requirements for the site. 

5.4 Optimization and Site Closeout Progress – Documents third party and routine optimization efforts at the site and captures the 
history and outcome of optimization.  Trend analyses are discussed to document progress towards site closeout. 

6 Conclusions – Clearly and concisely states conclusions drawn from the trend analysis.  
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1. 
 
This element is designed 
to ensure the reader 
understands the intent of 
the report.  Include the 
facility, site name, site 
identification number of 
sampling events, and date 
of sampling in the 
document title and 
introduction paragraph. 
 
The section should clearly 
state the title, date, and 
author of the applicable 
Decision Document (s). 
 
Any Guidance or Policy 
Documents used to 
prepare the report should 
be included in the 
introduction and in the list 
of references. 
 
Clearly state the Lead 
Agency and controlling 
Stakeholders 
 

Introduction 

Example from Draft  Naval Radio Transmitting Facility (NRTF) Driver Report
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1.1  
 
This element includes the 
specific objectives of the 
current report.  A bulleted 
presentation should 
indicate the objectives 
that are discussed in detail 
later in the report.  
 
 
 
 
 
 
 
 

Objective 

Suggested topics to be covered in the bullets 

• Results of monitoring
• Update on status of remedy implementation
• Trend Analysis 
• Progress towards meeting Remedial Action Objectives (RAO)
• Progress towards meeting exit strategy
• Recommendations and Conclusions

Example from (NRTF) 
Driver Report
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1.2  
 
The purpose of this 
section is to describe the 
content of the report and 
familiarize the reader with 
the layout and features. 
 
Include the section 
numbers and titles. 
 
For the optional 
interactive CD, this section 
should include discussions 
on how to use the CD, the 
special features in the 
report, and some minor 
trouble shooting. 
 
 
 
 
 
 
 
 

Table of Contents 

When using the Interactive CD Format Include: 
• Directions on loading and using the CD
• Purpose of the underlined text
• Definition of terms in Bolded Text
• Trouble shooting information

Table of Contents

Example from (NRTF) 
Driver Report
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2.   
 
This main section should 
include an overview of the 
facility, surrounding area 
and base history.   
This section provides an 
opportunity to share the 
overview with the reader 
to clarify how the site 
relates to the overall area 
and surrounding property. 
 
This information can be 
obtained from historical 
documents. 
 
Consider including the 
following: 

• name of the 
facility, location, 

• size, 
• larger scale map 

showing the site 
and relationship 
to surrounding 
area,  

• former use of the 
facility, current 
use and,  

• future property 
owners.   

 

Site Description 
General Location Maps Embedded in Document

Included as 
Hyperlink
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2.1   
 
This section expands on 
the information provided 
in the introduction section 
2.  Information about the 
site including all the 
historical and current site 
names and identification, 
regulatory programs and 
drivers for actions at the 
site.  This information can 
be shared in the narrative, 
embedded site specific 
maps, hyper links to 
additional documents and 
other sources of 
information. 
 
Suggested material to 
include could be maps 
showing extent of filling 
operations and aerial 
photographs.  
 
This information can be 
obtained from historical 
documents. 
 
In this example, the site is 
a closed landfill.   

Site Location and History 

Included as 
Hyperlink

Maps Embedded in document showing well locations and site boundaries.
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2.2   
 
This section provides 
information on key 
decision documents.  
Discussions of previous 
investigations should be 
included in this sub 
section where 
appropriate.  All actions 
taken since the previous 
monitoring report shall be 
included in this section.  
This section should 
include enforcement 
activities and remedial 
actions taken.   
 
The section should be only 
as detailed as required to 
communicate the critical 
information applicable to 
the site.  
 
This example includes a 
summary table of previous 
investigations and actions 
used to demonstrate 
adequate investigation 
and efforts.   
  

Key Decision Documents 

Example Table shown with hyper linked documents.
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2.3   
 
This section is designed to 
ensure the reader 
understands the 
conditions at the site.  
 
If appropriate, an 
interactive feature can 
show the past, present 
and future conditions at 
the site and links to actual 
photos.    This information 
is key to understanding 
why the remedy is 
effectively meeting goals 
and how it might impact 
future actions at the site.  
A graphic is preferred to 
illustrate the site layout, 
hydrogeologic setting, 
source area and 
contaminated media, fate 
and transport 
mechanisms, exposure 
pathways, and potential 
current and future 
receptors. 
 

Focused Conceptual Site Model 
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2.3   
(continued) 
 
There is flexibility to 
include only that 
information specific to 
understanding the site. 
 
If the level of detail is 
necessary, comprehensive 
figures may be used in 
place of text, tables,  and 
figures to demonstrate 
sources, subsurface 
hydrogeology, the lateral 
and vertical extent, and 
magnitude of 
contamination. 
 
The documentation 
shown to the right 
illustrates types of 
information that can be 
included if necessary for a 
complicated site.  This 
detail may not be required 
for all sites. 
 

Focused Conceptual Site Model 

 



 

Page 11 of 24 

Monitoring Report Template

 

  

3.   
 
This introductory section 
should include a very brief 
statement of the remedies 
being implemented at the 
site.   
 
There can be reference to 
documents that contain 
detailed description and 
specifics of each remedy.   
 
 
  

Selected Remedy 

Reference Plats and recorded deeds 
as appropriate

“The selected Remedy identified  in the 
ROD consists of LUCs and LTM.”
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3.1   
 
This section should 
contain the specific goals 
documented in the 
decision documents for 
the site.    
 
Tables listing the 
chemicals of concern 
(COC) by each media 
requiring action, 
respective clean up levels, 
and a basis for the 
cleanup levels are helpful 
to understand the goals to 
reach site closeout. 
 
This section reinforces the 
readers understanding of 
the goals and should be 
used to ensure the exit 
strategy is followed.   
  

Remedial Action Objectives 

Cleanup Levels, Basis, and Media

Risk Table Example

Examples from (NRTF) Driver Report
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3.2   
 
The purpose of this 
section is to clearly state 
the requirements to reach 
site closeout.  The interim 
actions that have been 
completed, progress 
towards meeting site 
closeout criteria to date 
and future anticipated 
actions should be 
included.  A decision tree 
format can be used to 
effectively communicate 
the future decision points.  
 
The sections should focus 
the reader on required 
actions to reach site 
closeout.    

Site Closeout 

 Clearly State Actions Required to Accomplish Site Closeout
 How Many Samples Below Goals Before Sampling is Complete
 Timeframes or Number of Samples Agreed to in Decision Documents
 Levels Reduced to Acceptable Risk 

 Capture Current Status
 What Actions Have Been Completed
What Remains Outstanding

 Document
 Any Changes or Revisions
 Agreement on Reaching Interim Goals

Decision Tree Provides a Useful Tool 

Focus on Site Closeout
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4   
 
This section provides a 
very short introduction to 
the Monitoring Objectives 
and Sample Approach 
sections.  The suggested 
format includes short 
statements of the 
proposed sampling effort 
in a chart or bulleted 
format.  
 

Monitoring Program 
 

Example Using a Chart to Present  Summary 
Information for the Monitoring Efforts
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4.1   
 
This section includes a 
discussion of the data 
quality objectives.  This 
information should have 
been addressed as the 
decision documents were 
developed and remedy 
chosen so this is designed 
to be a summary to 
ensure the purpose for 
the sampling effort and 
use of the data is 
understood and remains 
consistent with the agreed 
to goals.  The Monitoring 
Plan should be followed or 
updated as necessary. 
 
The purpose of restating is 
to ensure the team is on 
track to reach site closure 
and the use of the data is 
understood by all.   
 

Monitoring Objectives – Data Quality Objectives 

Understanding the Problem is the Key to Keeping on the Path to Closeout

Clearly State

•Problem
•Goals
•Information Inputs
•Boundaries of Study
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4.2   
 
The purpose of this 
section is to clearly state 
the sampling plan.   
 
It should include the 
matrix, sampling methods, 
locations, any site specific 
procedures, location 
specific sample 
parameters, laboratory 
methods, laboratory 
requirements and maps of 
the site.   
 
Ensure consistent 
methods are used to make 
certain the data can be 
compared to document 
when goals are met.  
  

Sample Approach 

Sampling Location/Well ID – 08MWT008
Analyte Frequency Project Action 

Level
(µg/L)

Minimum 
Project 

Quantification 
Limits (µg/L)

1,1,1-Thrichloroehtane Annually 200 67
1,1,2-Trichloroethane Annually 5 1.7
1,1-Dichloroethene Annually 7 2.3
Dis-1,2-Dichloroethene Annually 70 23

Trichloroethene Annually 5 1.7
Vinyl Chloride Annually 2 .7

Sampling Location/Well ID –
08MWT008
Field Measurements

Water Quality 
Parameters

Frequency

Dissolved Oxygen Annually
ORP Annually
pH Annually
Temperature Annually
Conductivity Annually
Turbidity Annually

Sampling Location/Well ID –
08MWT008

Monitored Natural Attenuation 
Indicators

Parameters Frequency

Nitrate Every 5 Years

Nitrite Every 5 Years

Sulfide Every 5 Years

Chloride Every 5 Years

Total Organic Carbon (TOC) Every 5 Years
methane Every 5 Years

Ethane Every 5 Years

Ethene Every 5 Years

Examples of Natural Attenuation Parameters and Sample Location Map
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5   
 
This section is designed to 
lead the reader into the 
data evaluation portion of 
the report.  This section 
will highlight the detailed 
information that is 
included in the Sampling 
Results, Trend Analysis 
and Optimization and Site 
Closeout sections.   
 
The information is only an 
overview and the most 
important results should 
be highlighted.  

Data Evaluation 
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5.1   
 
This section should clearly 
depict the results from the 
current monitoring event.  
It is also helpful to include 
results from past 
monitoring efforts to 
allow for comparison to 
the current results.  When 
the site has a large 
number of sampling 
locations, parameters, or 
matrices  it is helpful to 
show several different 
maps with limited 
information in each pop 
up data box.  This allows 
for an easy review and 
understanding of key 
information for each 
element.   
 
The number of sampling 
events shown should be 
determined based on the 
complexity of the site.  
Naval Installation 
Restoration Information 
Solution (NIRIS) is the 
Navy’s repository for 
analytical data.  

Sample Results 

Current Round of Data with Option to View Historical Data

Date of Data Shown is Circled Allowing for the Same Map to Show Data from 
Different Sampling Events
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5.2   
 
The purpose of this 
section is to document 
what is happening to each 
contaminant or parameter 
at the site.  Trend charts 
are a pictorial tool often 
used to show 
concentrations over time. 
These charts allow visual 
inspection of time series 
plots to understand the 
general indication of 
temporal trend.  

In addition to the chart, 
include text that discusses 
the key findings, trends 
and conclusions that can 
be drawn from the 
sampling data. 

 

Trend Analysis – Constituents of Concern 

Data Trend Analysis

Trend Line and Target End 
Point

A trend line and a target 
endpoint line (cleanup goals 

for COCs) can be used to 
better understand what is 

going on at your site. The chart 
should be evaluated to 

develop interpretations that 
support conclusions and 

recommendations. 

Trend lines can be developed  
using several statistical methods 
such as Regression Analysis or 
Mann Kendall (MK) Test.  As an 
example, Microsoft Excel 2003 

uses Regression Analysis.
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5.2   
 
The trend charts 
document the changes in 
concentrations for the 
graphed parameter.  It 
may not be prudent to 
evaluate all the 
constituents to this 
degree, but for those that 
are evaluated in this 
manner, valuable 
information is 
communicated.  The chart 
should include an 
embedded discussion of 
the results to highlight 
conclusions drawn from 
the information graphed.  

 

Trend Analysis – Constituents of Concern (continued) 

Trend Charts should be included to 
show progress toward meeting site clean 
up goals.  The results of the trend chart 
should be embedded in the chart to 
highlight conclusions.

Examples from 
(NRTF) Driver 

Report

 



 

Page 21 of 24 

Monitoring Report Template

 

  

5.3   
 
The purpose of this 
section is to document the 
cost of the monitoring 
efforts for this site.  This 
should include a baseline 
cost that includes 
developing the initial plan 
and implementation of 
the effort.  The follow on 
years should include the 
cost to gather data and 
report data as required.  
 
An explanation of 
significant reductions or 
increases should be 
discussed.  If historical 
cost data is not available, 
arrange for the collection 
and tracking of current 
and future actual cost 
data and begin tracking 
from this point forward. 
 

Trend Analysis - Cost 

Examples of O&M Cost Plots 
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5.4   
 
The purpose of this 
section is to clearly state 
the efforts to date to 
optimize the remedial 
efforts at the site.   
 
This section should 
include an update on the 
progress made with the 
most recent round of 
sampling to reaching the 
clean up goals.  This 
information should be tied 
to the overall goal of 
closing the site.    
 
This section allows for 
clear documentation of 
progress so the future 
actions at the site keep 
moving towards closeout. 
 
The elements included in 
this section should 
support required 
documentation in the 
Optimization Module in 
NORM. 

Optimization and Site Closeout Progress 

Optimization and Site Closeout Progress

This section should document any routine 
or third party optimization efforts taken 
and the results of those efforts since the 
last report was submitted. 

Progress towards site closeout/exit 
strategy for each remedy or parameter  
should be discussed in detail.   Any 
decisions that goals have been met should 
be clearly documented .   

Module pulled from NORM
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6   
 
The purpose of this 
section is to provide a 
location for the Navy to 
document conclusions 
drawn from the data 
presented in the report.   
 
Conclusions should be a 
concise summary of the 
information contained in 
the report.   
 
Any changes to the 
sampling plan or actions 
taken as a result of the 
information in the 
monitoring report should 
be memorialized in 
separate documents such 
as technical 
memorandums or revised 
remedial designs.  Results 
of actions and revisions 
should be discussed in the 
follow on monitoring 
reports.   
 
 
 

Conclusions 

Focus on the 
Goals

Monitoring 
Report 

Results and 
Conclusions

Changes 
to Plan or 
Actions 

Required

Continue Sampling 
with No Changes

Memorialize  
Results in future 

Monitoring 
Reports

Document Actions 
(ex. Technical 

Memorandum or  
Updated Remedial 

Design)

No

Yes
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Photos and drawings throughout provided courtesy of the Department of the Navy. 


