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DEPARTMENT OF ENVIRONMENTAL PROTECTION
BUREAU OF WATER AND SEWER OPERATIONS
 REQUEST FOR RECORDS FORM
RECORDS REQUEST
REQUESTOR INFORMATION
USE OF RECORD (PLEASE BE SPECIFIC)
*TYPE OF WORK BEING DONE  (ONLY CHECK ONE)
TYPE OF DESIGN  (CHECK IF APPLICABLE)
IF APPLICABLE, INDICATE CITY, STATE, OR FEDERAL AGENCY RETAINED BY AND CONTRACT No. (e.g. BED100 FOR DDC). IF NONE, INDICATE N/A
IF RETAINED BY A PRIVATE FIRM OR INDIVIDUAL (NONGOVERNMENTAL) PLEASE PROVIDE THE FOLLOWING. IF NONE, INDICATE N/A
LOCATION WHERE WORK IS BEING DONE
STREET NAME OR ADDRESS
FROM STREET OR BLOCK NUMBER
TO STREET OR LOT NUMBER
MUST PROVIDE STREET AND CROSS STREET INFORMATION (NOTE: FOR TAP/SEWER CARD REQUESTS ONLY, YOU MUST PROVIDE ADDRESS AND BLOCK/LOT)
DISCLAIMER: Maps are intended to be a schematic representation of the water/sewer system and are not warranted to be accurate for construction and/or surveying purposes and are based on the best information available at the time of map creation. GIS data is not warranted to be accurate for construction and/or surveying purposes and is based on the best information available. All damages arising out of use of the data and/or maps are expressly disclaimed. Maps, documents and data are not for public dissemination and may not be copied nor distributed by the recipient. All records and data are expressly owned by the NYC Department of Environmental Protection. 
 
 
 
 
About this form
  -  Use this form to request water and sewer records. Please be specific and complete all required (*) 
     fields.
 
How to complete this form
  -  This form must be completed electronically (typed) for accuracy.
  -  For your convenience, this form has been designed to be filled out electronically 
     at our website and then printed.
  -  Professional Engineers, Registered Architects, Land Surveyors, and Licensed Master 
     Plumbers, be sure to provide your license number below.
 
Please Note: The work type and description will determine the documents you receive from the Records Central Office. Therefore, you must provide an accurate, detailed work description and check the appropriate Type of Work box below.
Submit your completed form to the following email address:
 
WSRecordsCentral@dep.nyc.gov
 
Click here for more information on how to submit your request.
 
REQUESTS ARE SUBJECT TO REVIEW UNDER DEP SECURITY PROTOCOL FOR RECORDS RELEASE. REQUESTS WILL NOT BE PROCESSED WITHOUT THE APPROPRIATE INFORMATION BELOW.
 
* = required field
BWSO/ALL-FRM-18-04-2019
Map Requests
3-5 NYC BUSINESS DAYS
Map Requests (large areas)
A MINIMUM OF 10 BUSINESS DAYS
Drainage Plans and/or Sewer As-Builts
4-6 NYC BUSINESS DAYS
Drainage Plans and/or Sewer As-Builts (large areas)
A MINIMUM OF 10 BUSINESS DAYS
Tap/Sewer Cards
1-2 NYC BUSINESS DAYS
Tap/Sewer Cards (10 or more locations)
CASE-BY-CASE BASIS
GIS Data (large areas)
CASE-BY-CASE BASIS
REQUEST TYPE
SLA RESPONSE TIME
NOTES
REQUESTOR PROJECT TYPE
DOCUMENTS REQUESTOR MUST PROVIDE
DOCUMENTS REQUESTOR CAN EXPECT TO RECEIVE
BWSO Records Request Service Level Agreement
MS4
Electronically completed Request for Information form; Site map or plan
Sewer maps (PDF or GIS data)
Geothermal Well
Electronically completed Request for Information form; Site map or plan
Water maps (requestor cannot excavate until clearance is provided by Distribution Division)
Street Demapping
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer maps; Drainage plans
Street Reconstruction
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer maps
Sidewalk Cafe Permit Application
Electronically completed Request for Information form; Site map or plan
Water maps
Planning / Analysis
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer maps; Drainage plans
Site / House Connection Proposal
Electronically completed Request for Information form; Site map or plan; DEP engineering letter
Tap cards/Sewer cards, if available; Drainage plans; Sewer as-built drawings (or sewer maps if as-built is not available)
Drilling / Boring / Excavation
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer as-built drawings (or sewer maps if as-built is not available)
Dewatering Permit Application
Electronically completed Request for Information form; Site map or plan
Sewer maps; Sewer as-built drawings
ULURP
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer maps; Drainage plans
Survey
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer maps
Water Service Design
Electronically completed Request for Information form; Site map or plan; DEP engineering letter
Water maps; Tap cards
Backflow Preventer Application
Electronically completed Request for Information form; Site map or plan; DEP engineering letter
Water maps; Tap cards
New Water Main Design
Electronically completed Request for Information form; Site map or plan
Water maps
New Sewer Design / Connection
Electronically completed Request for Information form; Site map or plan
Drainage plans; Sewer as-built drawings (or sewer maps if as-built is not available)
* REQUESTS RECEIVED AFTER 12 NOON WILL BE ENTERED AS BEING RECEIVED THE NEXT BUSINESS DAY
* IF RETAINED BY A GOVERNMENT AGENCY, A LETTER STATING THE CONTRACT NUMBER AND THE ROLE OF THE REQUESTOR IN THE PROJECT MUST BE PROVIDED
* ALL RECORDS ARE SUBJECT TO AVAILABILITY
* ALL REQUESTS FOR MAPS OR DRAWINGS MUST INCLUDE A SITE MAP OR PLAN
* RECORDS CENTRAL WILL CONTACT ALL GIS DATA REQUESTORS TO SIGN AN MOU AND PROVIDE A LIST OF USERS ON AGENCY OR COMPANY LETTERHEAD BEFORE THE DATA REQUEST IS PROCESSED
BWSO/ALL-FRM-18-04-2019
9.0.0.2.20101008.1.734229
	ImageField1: 
	TextField1: 
	CheckBox1: 
	TextField3: 
	TextField7: 
	TextField6: 
	TextField8: 
	TextField9: 
	TextField10: 
	TextField11: 
	TextField14: 
	TextField13: 
	TextField12: 
	TextField17: 
	TextField16: 
	TextField15: 
	DropDownList1: 
	DateTimeField2: 
	CheckBox3: 



