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Tap cards (new) shall be completed by the Resident Engineer/Inspector for all taps, including wet 
connections, corporation stops and plugs, installed on all water mains constructed under capital projects 
supervised by DOC. Tap cards must also be filled out for taps or wet connections abandoned, and/or not 
transferred. Tap cards along with the detailed summary listing and transmittal sheet, must be submitted to the 
DEP Tapping Division within one month of the completion of the water main work on all capital construction 
contracts. 

The tap card shall contain all required information including: plumber's name and license number, contractor, 
building address, block, lot, size of tap, size of main, date, location of tap (usually from building line of 
premises), location of main (from curb), depth of main at tap, type of service (domestic, fire, commercial, or 
dual type), and any other pertinent information, such as type and condition of the existing service pipe, etc. 

If there are two (2) services to the same building, two separate tap cards must be prepared and labeled 1 of 2 
and 2 of 2, respectively. If there is one tap servicing multiple buildings, it should be noted on the tap card. 

All unusual or potentially illegal connections or conditions should be promptly reported to the DEP Tapping 
Division and noted accordingly on the tap card. 
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(NAME) 
Tapping Division 

~EW YORK C'TY DEPARTMENT OF 
DESIGN + CONSTRUCTION 

CERTIFIED MAIL WITH RETURN RECEIPT 

(DATE) 

NYC Department of Environmental Protection 
(ADDRESS) 
(CITY, NY, ZIP CODE) 

Re: FMS (CAPIS) ID: 
JOB DESCR. 
Contract Reg. #: 

DAVID J. BURNEY, AlA 
Commissioner 

JOHN W. PUSZ, P.E. 
Deputy Commissioner 
InfraslructJre 

RICHARD W. ZETTERLUND, P.E. 
Assislant Commissioner 
InfrastrL;cture 
Brooklyn/Staten ;sland 
Construction Support Unit 

Contractor: 
Transmittal of Tap Cards 

Dear Mr.lMs. (NAME): 

Enclosed please find tap cards (house service orders) for the water mains constructed on the subject 
project at the following location(s): 

(ENTER STREET(S) AND LIMITS) 

Very truly yours, 

(NAME) 
Engineer-in-Charge 

C: Borough File, Resident Engineer, Construction Support 

DDC99-1-290 
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SAMPLE BLANK "House Service Order" (Tap Card) Front Side 
(Use Blank 4"X6" Cards available from your Borough Office) 

BUREAU OF WATER 
AND SEWER OPERATIONS 

BOROUGH ____________ _ 

PERMIT/CONTRACT # 

INSTALLATION DATE 

(Circle one): Tap I Plug I Relay I Repair I Wet Connection I Tap & Plug 

Premises: Tap on Ave./St. 

Tap/WC _______ inch on _______ inch main, with depth of ____ ft.. The location is ___ _ 

ft. ____ of (Building I Property Line); and _____ ft. ______ curb line. Size of service pipe is 

_____ inch (Copper I Dip I Brass). Length is ___ f1. Plumber ________________ _ 

Tap/W.e. installed by ________________________ (MAINTIREPAIRlCONTRACTOR) 

REMARKS: ____________________________________________________ __ 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
I CERTIFY THAT THE ABOVE REPORT IS CORRECT. INSPECTOR / ENGINEER 

PENALTY FOR FALSIFICATION Print _______________ _ 
Falsification of any statement made herein is 
an offense punishable by fine or imprisonment 
or both (N.Y.C. Adm. Code. Sec. 1151-9.0). 

Sign ____________________ _ 

SAMPLE BLANK "House Service Order" (Tap Card) Back Side 

BLOCK 

LOT 

I I 
I I 
I I 
I I 

I I 
I I 
I I 

INSPECTORlENGINEER'S NAME 
(PRINT) 

ADDRESS 

I 

I 
I 

I 

I 
I 
I 

SIGNATURE 

PERMIT 

DDM# 
I 
I 
I 
I 

I 

* I 

I 

DATE 
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I I 

SAMPLE COMPLETED. "House Service Order" (Tap Card) Front Side 
(U se blank 4"X6" cards available from your Borough Office) 

BLOCK 10000 

LOT 60 

BUREAU OF WATER 
AND SEWER OPERATIONS 

BOROUGH Staten Island 

PERMIT/CONTRACT # 

RED-30l 
06129/2005 

INSTALLATION DATE 

(Circle one); ~ / Plug / Relay / Repair / Wet Connection / Tap & Plug 

Premises: 250 Middle Street (ElS) Tap on Middle Ave~ 

Tap/WC _...:.3/~4 ___ inch on -ll- inch main, with depth of 4.0 ft.. The location is --1!L-

ft. West of dBuildinli! 1 Property Line); and -Y- ft. South Of curb line. Size of service pipe is 

1 inch ~ 1 Dip 1 Brass). Length is _4 _ ft. Plumber _...,ALJ&~Z;wPwl~um!m!bl~·n!5.g~C~o~m9:p~a~nyI.--

~W.C. installed by Bidwell Contracting. Inc. (MAINTIREPAnt1CONTRACTOR!> 

REMARKS: Tap was transferred from existing 6 inch C.I. water main which was cut. capped and left in place 

Falsification of any statement made herein is 
an offense punishable by fine or imprisonment 
or both (N.Y.C. Adm. Code. Sec. 1151·9.0). 

SAMPLE COMPLETED "Ilouse Service Order" (Tap Card) Back Side 

BLOCK 1000 

LOT 60 

1",' Li&..aoI -

ADDRESS 

250 Middle Street 

.;. 1 3/4q+~p • 

John Colt 

-. I'z." D.l,. IN. M. 

; Middle Street 
I 
I 

INSPECTORlENGlNEER'S NAME 
(PRINT) 

• 

]COLT 

SIGNATURE 

PERMIT 

RED-301,City Work 

DDM# 
HIS 

Q) -r..' __ _ 

§ 
~ 

-< -:g 
r/l 

~ U r-I--

I 

I 
I 

May 10,2005 

DATE 
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I I 

TAP RECORDS - CONTRACT # XXXXXX 

SIZE 
DATE LIMITS ADDRESS BLOCK LOT TRANSFER MAIN TAP COMPLETED 

DDC99-1-293 



I I 

TAP RECORDS - CONTRACT # XXXXXX 

SIZE 
DATE LIMITS ADDRESS BLOCK LOT TRANSFER MAIN TAP COMPLETED 

01/0212002 Liverpool Ave 499 College Ave 391 382 X 12 " 3/4" Yes 
495 Colle~e Ave 391 381 X 12 " 3/4" Yes 
491 College Ave 391 379 X 12 " 3/4" Yes 
489 Colle~e Ave 391 378 X 12 " 3/4" Yes 
485 College Ave 391 376 X 12 " 3/4" Yes 
481 College Ave 391 374 X 12 " 3/4" Yes 

TO 477 College Ave 391 449 X 12 " 3/4" Yes 
473 College Ave 391 447 X 12 " 3/4" Yes 
469 College Ave 391 446 X 12 " 3/4" Yes 
465 College Ave 391 443 X 12 " 3/4" Yes 
461 College Ave 391 441 X 12 " 3/4" Yes 
453 College Ave 391 203 X 12 " 3/4" Yes 

Clinton Ave 447 College Ave 391 201 X 12 " 3/4" Yes 
01/0212002 Liverpool Ave 499 College Ave 391 382 X 12 " 3/4" Yes 

495 College Ave 391 381 X 12 " 3/4" Yes 
491 College Ave 391 379 X 12 " 3/4" Yes 
489 College Ave 391 378 X 12 " 3/4" Yes 
485 ColI~e Ave 391 376 X 12 " 3/4" Yes 
481 College Ave 391 374 X 12 " 3/4" Yes 

TO 477 College Ave 391 449 X 12 " 3/4" Yes 
473 College Ave 391 447 X 12 " 3/4" Yes 
469 College Ave 391 446 X 12 " 3/4" Yes 
465 College Ave 391 443 X 12 " 3/4" Yes 
461 College Ave 391 441 X 12 " 3/4" Yes 
453 College Ave 391 203 X 12 " 3/4" Yes 

Clinton Ave 447 College Ave 391 201 X 12 " 3/4" Yes 
01/0212002 Liverpool Ave 499 College Ave 391 382 X 12 " 3/4" Yes 

495 College Ave 391 381 X 12 " 3/4" Yes 
491 College Ave 391 379 X 12 " 3/4" Yes 
489 College Ave 391 378 X 12 " 3/4" Yes 
485 College Ave 391 376 X 12 " 3/4" Yes 
481 College Ave 391 374 X 12 " 3/4" Yes 

TO 477 College Ave 391 449 X 12 " 3/4" Yes 
473 College Ave 391 447 X 12 " 3/4" Yes 
469 College Ave 391 446 X 12 " 3/4" Yes 
465 College Ave 391 443 X 12 " 3/4" Yes 
461 College Ave 391 441 X 12 " 3/4" Yes 
453 College Ave 391 203 X 12 " 3/4" Yes 

Clinton Ave 447 College Ave 391 201 X 12 " 3/4" Yes 
01/0212002 Liverpool Ave 499 College Ave 391 382 X 12 " 3/4" Yes 

495 College Ave 391 381 X 12 " 3/4" Yes 
491 College Ave 391 379 X 12 " 3/4" Yes 
489ColI~Ave 391 378 X 12 " 3/4" Yes 
485 College Ave 391 376 X 12 " 3/4" Yes 
481 College Ave 391 374 X 12 " 3/4" Yes 

TO 477 College Ave 391 449 X 12 " 3/4" Yes 
473 College Ave 391 447 X 12 " 3/4" Yes 
469 College Ave 391 446 X 12 " 3/4" Yes 
465 ColI~e Ave 391 443 X 12 " 3/4" Yes 
461 College Ave 391 441 X 12 " 3/4" Yes 
453 College Ave 391 203 X 12 " 3/4" Yes 

Clinton Ave 447 College Ave 391 201 X 12 " 3/4" Yes 
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