
STANDARD CONSTRUCTION OPERATING PROCEDURE 

City of New York Department 01 Design and Construction 
Division of Infrastructure Bureau of Construction 

SUBJECT: WATER MAIN TAP CARDS 
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SCOP ........ : 02 -006W 

CATEGORy .••• : CONSTRUCTION 
Subcategory : Water Mains 

Keywords ..... : Water Mains, Taps 

Supersedes... : N/A 
Supplements.. ... : NI A 

APPROVED: __ I-,L.~4L"L:.....J-:~==::::::::::~------1 Sheet.............. : 1 oft 

Issue Date ..... Janu 25,2002 

Tap cards 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 wiih 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 01 tap (usually from building 
line of premises), location of main (from curb), depth of main at tap. type 01 service (domestic, fire, 
commercial, or dual type), and any other pertinent information, such as type and condition ofthe 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. 

SUPERSEDED BY seop 05-007W 
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City of New York Department of Design and Construction 

Kenneth Holden 
Commissioner 

WIlliam Lipski, P.E. 
Assistant Commissloner- Infrastructure 

BrooklynlStaten Island/Construction 
Support Unit 

30-30 Thomson Avenue 
Long Island City. NY 11101 

Tel. 718/391-1901 
Fax: 7181391-2384 

www.nyc.govlbuildnyc 

CERTIFIED MAIL WITH RETURN RECEIPT 

(DATE) 

(NAME) 
Tapping Division 
NYC Department of Environmental Protection 
(ADDRESS) 
(CITY. NY. ZIP CODE) 

Re: 

ontract Reg. #: 
Contractor: 
Transmittal of Tap Cards 

Dear Mr.lMs. (NAME): 

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

Very truly yours, 

(NAME) 
Engineer-in-Charge 

Borough File, Resident Engineer, Construction Support 
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SAMPLE COMPLETED "House Service Order" (Tap Card) Front Si 
(Use blank 4"X6" cards available from your Borough Office) 

.1 II. ...". " ... ., CITY OF NEW YORK 
OIMItTIIIMT 01' INVIItOMIlINTAL "1I0TICTIOM 

IIC. ILOCK LOT BUREAU OF WATER SUPPLY '-HOU-"-I-I.-Vl-C...-r-O-:.~H~It:""t 

I""j~c.-t 
• AltO OIlT . "LOT 

LOCATION ~ 2.50 
3/ II 2" IN.IIIIT 'i TAft ON , IIAIN. ItUOT'_~~~ ___ ~f-_____ ....I.:... II. 

INIIlIIT ___ ftLU' OIl __ IIAIII. ItIADT-______ f-_______ 1L 

~---~~~----------. 
.. -ICIAL OIiRIi. J:Al~,u:::.Q.!.I:.._...!..I...::Io!:%...lI..:.::::.:~.J.:I:~____:;~'-=-.;..;:;..;.;..I,;:...-------

OWIIIIII ADDItIll. ___ + __________ _ 

ftLUMll1t I\-Z CpNsn-vc:ticW CiJ. ADDltn • .......:IooI...l::"-+.:....;;..;=..L;;..;~:.....:~;;.;.'IoI'_==~_ 
P\UM\:,er'~ tJ~l'o\e.. + L. c.e")se ~o. 

{ 

.TOItII. 

lUlL DIN' fT. 'ItONT _____ _ 

'T. DEI,.' _____ _ 

SAMPLE COMPLETED "Hons ervice Order" (rap Card) Back Side 

__ ~=T~~~ ____ .1001 _______ M 

LOCATIOII S ree.t 
I~--~~~~~~~~~~---.---------------------~ 

We~ T .IDE -=-:;;,-+-0" L>f>ftV" AVtttVlJi!!... 
SIU 0 .. TA" 3/1.f ., +-____ IIIAIN~DE,.TH__"'J_ • .;;;;;5_'---:-____ _ 
LOCATION II 3 'T . .....:;'T-...>...-O .. Nl1r~ IUILDIN' LINI o .. _#;;o..:.......;;'2;;.;S:;.-o ____ _ 

M :dJ \~ S;-.,.-e.e." AND ~.O ~T. ""DIII ~ .. t/klesl CUIII LINI 

KINO AND IIZE 0 .. SERVICE Iftl {::. I h Co'!:> p~r-, ~~--~,~_F~----------------______ __ 
+'-.:.II~-I. CUIII COCK AND lOX SET 1 IClItD AltD IIAICI __ _ 

RQ .... dw~i 'OR IUILDIN • ..u.OUI, __ _ O~ENIN. IIDIWALK 

VIDLATION., ___ -;-_________ liE-EXAMINED VIOL.IIEItOVlD, ____ _ 

ItEIIAItKII-=t~==_'.:=:::_~O~<2..=x.!..l!..;~.!....:.....:..t~;.::::roJ7l_--..L:I--~.=u~==s!:!:e.:::'I':....\J~i =-((..~ __ __ 

CEItTltrT THAT THE AIOVE IIEP'OIIT II CO""ECT. 

Y "0111 FALSI"ICATION 
Fol'i eotian of an)' .tot.,.tnt ",odt htrtln i. on 
off •• puni.habl, b1 a fin. or I"'pri,on""nt Dr 

• (N.Y.C. Adm. Cod •• S.c.II~I-9.0) 

..,."tt' ____________ _ 

Si.l\. • .:::rAJ ~ (ector' S 
S."" N<\tVve 

..; 
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TAPRECORDS-CONTRACT# 

DAtE 
TRANSFERI SIZE TAPCA~U' 
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TAP RECORDS - CONTRACT' XXX-XXX 

TRANSFERI SIZE TAP aRC vi 
DATE LIMITS ADDRESS BLOCK LOT NEW MAIN TAP COMP~ETED 

01/0212002 Uverpool Ave 499 College Ave 391 382 TRANSFER 12 " 314" 

495 College Ave 391 381 TRANSFER 12 " 314" " / 

I I \' , 

491 College Ave 391 379 NEW 12 " 314" " / 
489 Cotlege Ave 391 378 TRANSFER 12 " 314" "/ 
485 College Ave 391 376 TRANSFER 12" 314" /-
481 College Ave 391 374 TRANSFER 12 " 314" 7" 

TO 4n College Ave 391 449 TRANSFER 12 " 314" / ., 
473 College Ave 391 447 TRANSFER 12" 314" ., 
469 College Ave 391 446 TRANSFER 12" 314"/ ., 
465 College Ave 391 443 TRANSFER 12 " 31;- ., 
461 College Ave 391 441 TRANSFER 12 " 7/4" ., 
453 College Ave 391 203 TRANSFER 12 " /314" ., 

Clinton Ave 447 College Ave 391 201 TRANSFER 12 " 314" ., 
01f0212OO2 Uverpool Ave 499 College Ave 391 382 TRANSFER 12" / 314" ., 

495 College Ave 391 381 TRANSFER 12j1 314" " 
491 College Ave 391 379 TRANSFER tL" 314" " 
489 CoHege Ave 391 378 TRANSFER /12" 314" ., 
485 College Ave 391 376 TRANSFER / 12" 314" ., 
481 College Ave 391 374 TRANSFER 12 " 314" " 

TO 4n College Ave 391 449 TRANSFijA 12" 314" ., 
473 College Ava 391 447 TRAN&fER 12 " 314" " 
469 College Ava 391 446 TfWJISFER 12 " 314" " 
465 College Ave 391 443 T~NSFER 12· 314" " 
461 College Ave 391 441 l'hANSFER 12" 314" ., 
453 College Ave 391 203 TRANSFER 12" 314" ., 

ClinlonAve 447 College Ave 391 201/ TRANSFER 12 " 314" ., 
0110212002 Uverpool Ave 499 College Ave 391 ~ TRANSFER 12 " 314" ., 

495 College Ave 391 Asl TRANSFER 12 " 314" ., 
491 Cotlege Ave 391 !7379 TRANSFER 12 " 314" ., 
489 Cotlege Ave 391 j 378 TRANSFER 12 " 314" ., 
485 College Ave 391/ 376 TRANSFER 12" 314" ., 
481 College Ave :)9'1 374 TRANSFER 12 " 314" " 

TO 477 College Ave Asl 449 TRANSFER 12" 314" " 
473 College Ave 1/ 391 447 TRANSFER 12 " 314" ., 
469 College AvJ 391 446 TRANSFER 12 " 314" " 
465 College ~ 391 443 TRANSFER 12 " 314" ., 
461 CoIl. Ave 391 441 TRANSFER 12 " 314" ., 
453 Coll/ge Ave 391 203 TRANSFER 12 " 314" " 

Clinton Ave 447 C6ilege Ave 391 201 TRANSFER 12" 314" ., 
01/02/2002 Liverpool Ave 1 ~oIIege Ava 391 382 TRANSFER 12 " 314" ., 

1415 CoIege Ave 391 381 TRANSFER 12 " 314" ., 
491 College Ava 391 379 TRANSFER 12 " 314" ., 

V 
489 College Ave 391 378 TRANSFER 12" 314" ., 
485 CoDage Ave 391 376 TRANSFER 12 " 314" " 
481 College Ave 391 374 TRANSFER 12 " 314" ., 
477 College Ave 391 449 TRANSFER 12 " 314" ., 
473 College Ave 391 447 TRANSFER 12" 314" " 
469 College Ave 391 446 TRANSFER 12" 314" ., 

/ 
465 College Ave 391 443 TRANSFER 12 " 314" ., 
461 College Ave 391 441 TRANSFER 12 " 314" ., 
453 Collage Ave 391 203 TRANSFER 12" 314" " 

Clinton Ave 447 College Ave 391 201 TRANSFER 12 " 314" ., 
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