
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


DEPARTMENT OF ENVIRONMENTAL PROTECTION
BUREAU OF WATER AND SEWER OPERATIONS
 REQUEST FOR INFORMATION FORM
RECORDS REQUEST
About this form
   - Use this form to request water and sewer records.
   - To assist our office in its effort to process your request, 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 Web site and printed to your printer.
  -  Professional Engineers, Registered Architects, Land Surveyors and Licensed Master 
     Plumbers, be sure to provide your license number below. 
  -  Licensed Master Plumbers wishing to obtain electronic Tap Cards must be registered 
     with the Water & Sewer Permitting System (WSPS). Click here for more information.  
  -  Click here for more information on how to submit your request.
The work type and description will determine the documents you will receive from the Records Central Office. Therefore, it is imperative that you provide an accurate detailed work description as well as checking the appropriate information box or boxes below. 
Return the completed form: 
Mail:    DEP-BWSO Records Central
             96-05 Horace Harding Expressway
             3rd Floor, Corona, NY 11373 
Email:  WSRecordsCentral@dep.nyc.gov
In person: At the Borough Records Office**(Select records Only)
          Manhattan              100 Church Street, 10th Floor
         Bronx               1932 Arthur Avenue, Room 607
         Brooklyn               250 Livingston Street, 8th Floor
         Queens              120-55 Queens Boulevard, 1st. Floor
         Staten Island  60 Bay Street, 6th Floor
Click here for more information. 
REQUESTS WILL BE SUBJECT TO REVIEW UNDER DEP SECURITY PROTOCOL FOR RECORDS RELEASE.  NO REQUESTS WILL BE PROCESSED WITHOUT THE APPROPRIATE INFORMATION BELOW.
*=required field
**=Pick-up available for select records at Borough Records Office ONLY
REQUESTOR INFORMATION
USE OF RECORD (PLEASE BE SPECIFIC)
*TYPE OF WORK BEING DONE (Check One Only)
DESIGN (CHECK DESIGN TYPE, IF APPLICABLE)
IF YOU HAVE BEEN RETAINED BY A CITY, STATE OF FEDERAL AGENCY INDICATE THE AGENCY NAME AND CONTRACT NO. (eg BED100 for DDC) IF NONE INDICATE N/A.
IF RETAINED BY A PRIVATE FIRM (NONGOVERNMENTAL AGENCY) PLEASE PROVIDE THE FOLLOWING
LOCATION WHERE WORK IS BEING DONE
STREET NAME OF 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)
DO NOT TYPE IN THIS BOX - FOR OFFICE USE ONLY
 
Map Requests
3-5 NYC BUSINESS DAYS
Map Requests (large areas)
6-10 NYC BUSINESS DAYS
Drainage Plans and/or Sewer As-Builts
4-6 NYC BUSINESS DAYS
Drainage Plans and/or Sewer As-Builts (large areas)
7-11 NYC BUSINESS DAYS
Tap Cards
1-2 NYC BUSINESS DAYS
Tap Cards (10 or more Tap Locations)
CASE-BY-CASE BASIS
REQUESTED DOC TYPE
SLA RESPONSE TIME
NOTES
REQUESTOR PROJECT TYPE
DOCUMENTS REQUESTOR MUST PROVIDE
DOCUMENTS REQUESTOR CAN EXPECT TO RECEIVE
BWSO Records Request Service Level Agreement
Drilling/Boring/Excavation
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer As-Built drawings (or sewer maps if no as-built is available)
Street Demapping
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
Sidewalk Cafe Permit Application
Electronically completed Request for Information form; Site map or plan
Water maps
Dewatering Permit
Electronically completed Request for Information form; Site map or plan
Sewer maps
Site / House Connection Proposal
Electronically completed Request for Information form; Site map or plan; DEP engineering letter
Drainage Plans; Sewer As-Built Drawings (or water maps if no as-built is available)
Water Service Design
Electronically completed Request for Information form; Site map or plan; DEP engineering letter
Water maps; Tap Cards
RPZ / Backflow Preventer Application
Electronically completed Request for Information form; Site map or plan; DEP engineering letter
Water maps; Tap Cards
Street Reconstruction
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer maps
New Sewer Design
Electronically completed Request for Information form; Site map or plan
Drainage Plans; Sewer As-Built Drawings (or sewer maps if no as-built is available)
Sewer Repair
Electronically completed Request for Information form; Site map or plan
Sewer As-Built Drawings
New Water Main Design
Electronically completed Request for Information form; Site map or plan
Water maps
Geothermal Well
Electronically completed Request for Information form; Site map or plan
Water maps (Client cannot excavate until clearance is provided by Distribution Division)
Water/Sewer Service Leak; Plug or Relay; Existing Connections; Cost Estimates
Electronically completed Request fo; Site map or plan
Tap Cards; Sewer House Connection information
Planning / Analysis
Electronically completed Request for Information form; Site map or plan
Water maps; Sewer maps
Flood Mitigation / Analysis
Electronically completed Request for Information form; Site map or plan
Drainage Plans; Sewer maps
ULURP
Electronically completed Request for Information form; Site map or plan; Client letter
Water maps; Sewer maps; Drainage Plans
* REQUESTS RECEIVED AFTER 12 NOON WILL BE PROCESSED ON 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
 
* REQUESTS FOR LARGE AREAS ARE SUBJECT TO REVIEW ON A CASE-BY-CASE BASIS
 
* ALL REQUESTS FOR MAPS OR DRAWINGS MUST INCLUDE A SITE MAP OR PLAN
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