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DEEP Dam Safety Regulatory
File Review Request Form

Complete this form to request a review of Dam Safety files. 
Email your completed request form to:  DEEP.DamSafety@ct.gov 

You will receive an electronic response from DEEP confirming your request.

If you have any questions:  Contact the Dam Safety Regulatory Section at 860-424-3706
	Name(s) of Individuals reviewing Dam Safety files:       

Company Name:       

Mailing Address:       

City/Town:      
State:       
Zip Code:       

Phone:       
ext.:      

E-mail:       

Date Requested (Tuesdays, Wednesdays, & Thursdays only):                    FORMCHECKBOX 
 9-11:45AM   FORMCHECKBOX 
 1-3:45PM

Alternate Date Requested (Tuesdays, Wednesdays, & Thursdays only):      

 FORMCHECKBOX 
 9-11:45AM  FORMCHECKBOX 
 1-3:45PM

File(s) to be reviewed [Include Dam name(s) and CT Dam ID #(s)]:       
Are these file(s) related to any dams associated with a public water supply company?      FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

If yes, prior approval must be obtained by the water supply company.


Refer to File Review Procedures on the following page
File Review Procedures
When you arrive, check in with the security guard to receive a visitor badge. File reviews will take place in the Records Center in the basement at DEEP, 79 Elm Street, Hartford, CT. 
File reviews are currently only available on Tuesdays, Wednesdays, & Thursdays. Appointments can be made for either 9am-11:45am or 1:00pm-3:45pm. The completed request form must be submitted at least 1 week in advance of the review request.

All files shall be reviewed in the file review area and shall not be removed from the building by the public for any reason. If necessary, the Records Center contains a file copy area where copies can be made with the use of a card/coin operated device.
A copy card can be purchased from the central office next to Security (open 9am-4pm) for $1 and then money can be loaded onto the card. Each copy is 25 cents and there is no refunding extra money left on the card. 

We suggest that the reviewer count how many pages they are looking to copy before purchasing the card and then go back up to the office and load the card with the proper amount. Additionally, if the person runs out of money on the card and would like to continue making copies they may go up to the office and refill the card.
There are no scanners available in the file review area. The use of privately owned hand-held scanners within the file review area is permitted as defined in section 1-212 (g) of the Connecticut General Statutes (CGS) which reads as follows: Any individual may copy a public record through the use of a hand-held scanner. As used in this section, “hand-held scanner means a battery operated electronic scanning device the use of which (1) leaves no mark or impression on the public record, and (2) does not unreasonably interfere with the operation of the public agency.”
No food or drink is allowed at the file review tables. 

Please handle all files with care and return the files in the same condition and order that you received them. Keep all files in a neat and orderly manner. 

No writing or marking of the documents is allowed to avoid damage to the files.

Use sticky notes or paper clips to mark pages for copying.

Please contact dam safety staff for questions regarding the files and when you have completed your file review. 

If you find something misfiled, please notify one of the dam safety staff.

There is no smoking allowed anywhere in the building.  DEEP is not responsible for personal items lost, stolen or damaged. 

Refer to Sec. 53-153 of the CGS regarding: Unlawful removal or alteration of records; and Counterfeiting seals.
portal.ct.gov/DEEP
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