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FOREWORD

The National Water Data Exchange (NAWDEX) is an interagency program to
facilitate the exchange of water data and to promote the improvement of water-
data-handling procedures. The participants in the NAWDEX program are those
Federal, State, local governmental, interstate, academic, and private organizations
that collect, store, and use water data. For user’s convenience, NAWDEX services are
available through a nationwide network of 75 Assistance Centers located in 45
States, Puerto Rico, and the District of Columbia.

This manual presents operational é.;uidelines for the operation of NAWDEX
Assistance Centers. Emphasis is placed on communication between participants and
the expeditious flow of water data from holder to user.

The continuing success of the NAWDEX program depends upon the active
cooperation of the participants to provide water data in a timely manner from their
holdings upon request, to submit data inventory and indexing information to the
NAWDEX Program Office, and to freely communicate their recommendations and
suggestions for program improvements.

To contact the NAWDEX Program Office, write or call:

Program Office

National Water Data Exchange
U.S. Geological Survey

421 National Center

Reston, Virginia 22092

Telephone (703) 648-6848
FTS 959-6848



PREFACE

This document is a revision of U.S. Geological Survey Open-File Report 80-1196,
“Operational Guidelines for Assistance Centers of the National Water Data

Exchange,” by Melvin D. Edwards and Gerald L. Thompson. The report supersedes
Open-File Report 80-1196 of the same title.



. OPERATIONAL GUIDELINES FOR ASSISTANCE CENTERS
OF THE NATIONAL WATER DATA EXCHANGE (NAWDEX)

Revised by James S. Burton, 1990

ABSTRACT

The National Water Data Exchange (NAWDEX) is a nationwide program to assist -
users of water data and water-related data in identifying, locating, and acquiring
needed data. NAWDEX services are available through a Program Office located in
the U.S. Geological Survey’s National Center in Reston, Virginia, and a network of 75 .
Assistance Centers established in 45 States, Puerto Rico, and the District of Columbia
to provide a local and convenient access to NAWDEX facilities. This manual presents
operational guidelines for the operation of these Assistance Centers to accomplish
the expeditious flow of data from holder to user.



PROGRAM SUMMARY
The NAWDEX Mission

The primary mission of NAWDEX is to:
® identify sources of water data
® indexthe data held by these sources

®  provide the linkages that promote and help data exchange between
those organizations who store and those who use water data.

Through a cooperative effort of its participating membership, NAWDEX also
develops and sponsors the use of recommended methods for handling and
exchanging water data.

The NAWDEX Organization

NAWDEX is a group of water-oriented organizations working together to fulfill the
missions of the program. Each of these organizations is an active member of the
NAWDEX program and each constitutes a basic foundation element of the NAWDEX
organization. NAWDEX is centrally managed by the Program Office, and provides its
services through a nationwide network of 75 NAWDEX Assistance Centers.

The NAWDEX Program Office

NAWDEX administration and management reside in the Program Office. This office
is administratively located within the Office of the Assistant Chief Hydrologist for
Scientific Information Management of the U.S. Geological Survey’s Water Resources
Division. (See abbreviated organization chart, fig. 1.) The Program Office is the focal
point for the coordination of all membership activities and the services of the
NAWDEX program. The coordination activities of NAWDEX include liaison with the
Office of Water Data Coordination (OWDC) and their affiliated Federal and non-
Federal Advisory Committees as well as the initiation of communication channels
among participating members of NAWDEX and the water-data-user community. The
Program Office is responsible for establishing and coordinating membership
participation, for determining management and procedural practices within the
NAWDEX program, and for developing recommended methods for the handling and
exchange of water data.

Other responsibilities of the Program Office include:
®  establishing request-response mechanisms
® interfacing data-base systems of NAWDEX members

e developing and maintaining a national network of Assistance Centers for
providing NAWDEX services to the user community
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e designing, developing, and maintaining a combined manual and
computerized exchange and referral system. This system incorporates the
Master Water Data Index (MWDI) and the Water Data Sources
Directory(WDSD) data bases for the system-search facility and the
exchange of data.

®  training member organizationsin the use of NAWDEX facilities

®  coordinating data-gathering activities for identifying water-data sources
and indexing data held by these sources.

In addition, the Program Office provides services to users in the search and
identification of water data and either assists in the acquisition of requested data or
refers the data request to the member organization that can best provide the datain
a prompt and efficient manner.

NAWDEX Assistance Centers

The user-service operations of the Program Office are supported by a nationwide
network of 75 NAWDEX Assistance Centers that provide local or regional points of
contact for NAWDEX services throughout the United States, Puerto Rico, and the
District of Columbia. These Centers are operated by and utilize the facilities of
NAWDEX member organizations. A list of these Assistance Centers and their
locations is given in appendix A. The staff of each NAWDEX Assistance Center
includes a contact person who serves as the principal recipient of NAWDEX user
requests. The ‘contact assists the public in obtaining NAWDEX services and in
selecting, locating, and acquiring specific water data or information on water data.
A directory of NAWDEX Assistance Centers containing addresses of the Centers,
names of contacts, telephone numbers and office hours, is maintained by the
Program Office and is available free upon request.

The Assistance Center is under the direct administration of its organization’s local
management. Each Center is requested, however, to adhere as closely as possible to
the procedures and guidelines established by the NAWDEX Program Office, to
formulate recommendations for the improvement of NAWDEX services, to
recommend new procedures where desirable, and to assist in implementing and
testing new procedures or techniques announced by the Program Office.

NAWDEX Services

NAWDEX provides the following services:
® indexing of waterdata
e identifying sources holding water data
o providing assistance in locating and acquiring water data

° promoting improvements which facilitate the exchange of water data
between organizations.



Nationwide Indexing of Water Data

The Program Office maintains a Master Water Data Index (MWDI) which contains
information pertinent to known data holdings of NAWDEX members and
participants. This data base includes the following information:

L the identification and location of sites for which water data are available

® the type of data-collection site

e  the currentstatus of each site

e the kinds of data available

[ the frequency of measurement of major parameters

®  the period of record available for each type of data

® the mediain which the data are available.
The contents of the MWDI are described in a report titled “Definitions of
Components of the Master Water Data Index Maintained by the National Water
Data Exchange.” The index is a computerized data base maintained on the
Geological Survey’s computer facilities at Reston, Virginia. o
The MWDI is the primary reference source for the identification and location” of
known water data held by participating organizations. The initial data base for the
MWDI was generated from indexes and information on water data which are
available from the Geological Survey. It incorporates information from Federal and
non-Federal organizations. The MWDI is updated continually.
The MWDI is accessible to all Assistance Centers and NAWDEX members that have
approved access to the Survey’s computer facilities. The high volume of data
contained in the index makes the frequent distribution of the published contents of
the index impractical. Selected portions of the index, however, can be provided by
the Program Office or by an Assistance Center. ‘

Identification of Sources of Water Data

The Program Office maintains the Water Data Sources Directory (WDSD), a
computerized data base, that indexes water-oriented organizations which are
potential sources of surface- and ground-water data, and water-related data for the
user community. These source organizations include those that actively collect data
which can be obtained by the public, and alternate-source organizations that hold
data derived from the activities of other organizations. Although identified
organizations will be located primarily in the United States, this directory is designed
:tjo facilitate identification of international sources of water data and water-related
ata.

Each entry within the data base represents a source organization and includes
general information about the organization such as its name, type of organization,
the orientation of its water-related activities, the specific locations within these
organizations from which data may be obtained, the kinds and volumes of data
available, the media in which the data are available, and whether or not the
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organization is a NAWDEX member. The contents of the WDSD are described in U.S.
Geological Survey Open-File Report 82-923, titled “Definitions of Components of the
Water Data Sources Directory Maintained by the National Water Data Exchange.”

The Directory is maintained on the Geological Survey’s computer facilities located at
its National Center in Reston, Virginia. The WDSD is accessible to all Assistance
Centers and NAWDEX members that have approved access to the Survey’s computer
facilities. Member access to the WDSD is discussed in more detail in the section,
Access to the NAWDEX, WATSTORE, and STORET Data Bases.

Identification of Sources of Water-Related Data

Users of water data commonly need information on water-related topics. Limited
amounts of information on water-related data available from various organizations
are available from the WDSD. This includes information on organizations having
data available on meteorology, geology, economics, water use, navigation,
population, industry, and other subjects. NAWDEX does not assure the availability
of data from these organizations unless the organization is identified as a NAWDEX
member and has agreed to make its data available to NAWDEX users.

Data Search Assistance

NAWDEX provides the following data-search assistance to users:

® gssists users in the identification, selection, and location of desired water
ata

° refers users to the most expedient source for acquiring the data, and
° if possible, facilitates the acquisition of these data.

Data-search assistance may be obtained from the Program Office or by contacting
any Assistance Center.

Data Storage and Retrieval

NAWDEX is not a water-data bank nor a computerized repository of water data. All
water data available through NAWDEX are retained by the collector organization to
the maximum extent possible. Some collector organizations who elect to become
members of NAWDEX, do not have the facilities to respond to numerous and
extensive requests for their data. In these special situations, the NAWDEX Program
Office makes an effort to obtain minimal storage and retrieval facilities with the
Survey, or with other member organizations, to facilitate data to all NAWDEX users.
Storage and retrieval capabilities for data within the NAWDEX system are‘currently
restricted to the services described in the section, Access to Geological Survey Data
Files and the section, Access to the Environmental Protection Agency Data Files.

Access to Geological Survey Data Files

The Geological Survey's Water Resources Division is a member of NAWDEX. This
Division provides limited direct access to selected files of its National Water Data
Storage and Retrieval System (WATSTORE) to other organizations and members of
NAWDEX. These files contain daily values of streamflow, reservoir content,
sediment discharge, ground-water levels, and a variety of water-quality parameters.



The number of users that can access these files is limited only by the physical
capability of the Survey’s computer system and by the number of computer terminals
that can ge supported by the computer. Access to the WATSTORE system is discussed
in more detail in the section, Access to the NAWDEX, WATSTORE, and STORET Data
Bases.

Access to the Environmental Protection Agency Data Files

The Office of Information Resources Management (OIRM) of the U.S. Environmental
Protection Agency (EPA) is a member of NAWDEX. This office provides direct access
to the Storage and Retrieval (STORET) System for NAWDEX members under a signed
“Memorandum of Agreement” between the Environmental Protection Agency and
NAWDEX of the Geological Survey. STORET is a utility system for the storage and
retrieval of water quality data. Itis used predominantly for the storage and retrieval
of chemical analyses of water samples. Access to STORET is discussed in more detail
on page 49.

PARTICIPATION IN NAWDEX
NAWDEX Membership

Membership in NAWDEX is voluntary and open to any water-oriented organization
that wishes to participate. Various degrees of involvement are associated with
NAWDEX membership; however, no organization is excluded arbitrarily from
participating as a member. Governmental, industrial, university, and private
orgbanizations that wish to actively participate in the NAWDEX Program are invited
to become members. Three general membership categories are defined:

L Collectors and Major Data Holders. These members measure, or
otherwise acquire, and store water data and are willing to provide their
water data to others upon request.

o Major Data Users. These members are organizations that are staffed
mainly by scientists working in the field of hydrology or related sciences.
They usually have communication with major data collectors and
commonly are developers of advanced techniques and methodologies for
processing and manipulating water data. They provide information on
the methods, techniques, and results of their hydrological investigations.

®  Contributors. These member o:jganizations generally do not have the
resources or facilities to respond to data requests themselves. They,
therefore, store their data with another organization.

A “Directory of member organizations of the National Water Data Exchange
(NAWDEX)“ is maintained by the Program Office and is free upon request.

Application for Membership

All organizations applying for NAWDEX membership, or wishing to make inquiries
concerning NAWDEX membership must be referred to the Program Office.
Applications may be made by telephone or by letter to:



Program Manager

National Water Data Exchange
U.S. Geological Survey

421 National Center

Reston, Virginia 22092

Telephone: (703) 648-6848
FTS 959-6848

Membership Requirements

The requiremehts for organizations becoming a member of NAWDEX include a
general commitment to:

(1) respond to requests for data
(2) use NAWDEX guidelines wherever possible

(3). provide sufficient input to the Program Office to allow indexing of water
data held by the member organization

(4) designate an individual within their organization to be primary NAWDEX
contact for all NAWDEX matters. :

Formal membership in NAWDEX requires the preparation and signature of a
“Memorandum of Understanding” between the member and the NAWDEX Program
Office. This Memorandum is signed by the NAWDEX Program Manager and the
appropriate liaison level within the member organization as determined by that
organization. An example of this Memorandum is shown in appendix B-1. The
memorandum will be amended on a one-to-one basis to reflect the true needs,
responsibilities, and scope of participation of each member. For example, the
Memorandum may apply only to a division, an office, or a section of the member
organization. Conversely, the membership may represent several organizations.
Also, a member organization may desire to indicate that it does not collect or store
water data, but would take an active role in all other aspects of the NAWDEX
program.

Membership Fees

There are no fees associated with membership in NAWDEX.

Non-Membership Participation

Although encouraged, formal membership in NAWDEX is not required for general
participation in the program. For example, an organization may elect to contribute
data to the Master Water Data Index and the Water Data Sources Directory, but may
desire to defer formal membership until some later date. Legal restrictions may also
prevent formal membership in NAWDEX. Membership, naturally, is not required
before requesting data or other services from NAWDEX. Any participant, whether a
member or not, is invited to provide comments and suggestions that may be
pertinent to improvement of the NAWDEX systems and procedures. Non-members
may not by necessity, participate in membership advisory and committee activities.
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NAWDEX SERVICE PROCEDURES

NAWDEX is a user-oriented organization designed to provide access to known water
data. The water data are heldqin various sources by over 430 organizations in many
types of manual or automated files and in a variety of formats. The complexity of
the user procedure required to fulfill a data request varies with the nature of the
data storage, completeness of the recorded data description, availability of the data
source, and the response mechanism activated by the request. The following
procedural guidelines pertain to handling and responding to user requests to
NAWDEX.

The NAWDEX User Accounting System

A user accounting system for data requests and response has been develobed by the
NAWDEX Program Office for

® documenting incoming requests for data

® . providing a mechanism for tracking requests as they progress through the
response process

®  documenting the referral of requests to other sources for response
[ providing detailed information on the data and information requested

® documenting the information on data products that are provided in
response to the request

® recording changes related to the request.
The user accounting system consists of four components:

(1) the Record of Data Request (RDR) form (app. C)

(2) the Data-Information Description (DID) form (app. D)

(3) the NAWDEX Control Log form (app. E)

(4) the NAWDEX Summary of Data Requests Quarterly Report form (app. F)
The NAWDEX Request

NAWDEX services are available, upon request, to any organization or individual. All
information or data requests are valid and may be made in any form, but preferably,
the request should be prepared on a Record of Data Request (RDR) form (app. C)
according to instructions in the section, Record of a Data Request Form, and
submitted to the Program Office or to a NAWDEX Assistance Center. If a data
request is verbally communicated to NAWDEX, or if it is not submitted on a
completed RDR form, then a staff member of the Program Office or an Assistance
Center contact should record all pertinent details on an RDR form. [f additional
description is needed on the kind of data being requested from NAWDEX files, then
the Data-Information Description (DID) form ?app. D) should also be completed as
indicated by instructions in the section, Description of Data Information Requested.

11



Requested Information about Water Data

A great many users of water data commonly do not reduce their water-data
problems or data needs to simple specifics. Many requests to NAWDEX for data,
therefore, are highly generalized and may far exceed the essential specific data that
satisfy the needs of the problem or the requester’s objective. One major service that
NAWDEX performs is to delineate the limits of needed data through data-search
assistance of the MWDI! data base and to provide information about water-data
availability in a special area of water-data interest. Some of the most common:
NAWDEX output products that supply the above information include:

®  ad hoclists of stations in selected geographic or hydrologic areas

®  stations that collect selected parametric data for quantity or quality of
water activities

®  statistical counts of specific parameters recorded in various hydrologic
areas.

These computerized products are derived with the use of Natural Language
Commands as described in the “NAWDEX System 2000 Data Retrieval Manual” or
NAWDEX-developed retrieval systems. '

Information requests about water data such as the kinds of data collected, where,
how, when, at what frequency, and by whom it is collected are quicklix answered by
a query of the MWDI data base. See the section, Access to the NAWDEX,
WATSTORE, and STORET Data Bases.

Requested Water Data

The requester’s data needs dictate the specific water data, the data format, and the
media that fulfill the total response by the Assistance Center contact. The Assistance
Center contacts must exercise some technical judgment in responding to data
requests. Their response to a request rests to some gegree in the instructions in the
following sections, their personal experiences, and their knowledge of the MWDI,
the WDSD, and other reference sources such as the published "Index to Water-Data
Acquisition,” a 21-volume Index to the Catalog of Information on Water Data
Coordination. After a computer search of the MWDI data base for definitive
information on the desired water data, a follow-up search of the WDSD data base
should identify the organization office(s), or holding source(s), from which the water
data may be obtained. For example, the data may be in published hard copy at one
or more of several data sources held by an agency such as the U.S. Army Corps of
Engineers or any other organization. A basic-data report published annually,
quarterly, or monthly may be the only data source readily available for data-
exchange delivery to a requester. If copies of published data are available only
through another NAWDEX member, the Assistance Center contact records the
request and then officially refers the request to the appropriate office of the
member that holds the desired publication. For further instruction see the section,
Request/Referral and Follow-up.

12



NAWDEX Request-Handling Instructions

The NAWDEX Program Office provides a supply of the Record of Data Request (RDR)
forms (app. C) and the Data Information-Description (DID) forms (app. D) to all
NAWDEX members and Assistance Centers for use as a record control on each
NAWDEX request. These forms should be completed, if possible, by the requester as
initial documentation of the request and submitted to the Program Office or an
Assistance Center for NAWDEX processing and response. The request should be
legible and prepared with enough detail to enable proper handling and a correct
response from NAWDEX. A concise data-description record (app. D) of the request is
essential to effective response. " ,

Receiving a Request

NAWDEX request-handling procedures require that each data request received by
the Program Office or an Assistance Center (AC) office be documented as stated in
the previous paragraph. If the request is not completed by the requester or is
received by telephone, NAWDEX support staff or an AC contact must complete the
RDR form (see the section, Record of a Data-Information Request) and, if necessary,
a DID form (see the section, Description of Data Information Requested) so that the
data-description request clearly defines the intended request and reflects the
acknowledged agreement of the requester. Errors in recording requests and
ambiguity hinder prompt professional service and incur needless expense in time
and computer costs. The RDR form is assigned a request control number unique to
the request-receiving AC office and dated appropriately. The request control
number from the RDR form is also entered on the NAWDEX control log (app. E)
together with the corresponding request identification information for documented
control of the request response. The following instructions should be used in
completing the RDR form. :

Record of a Data Request Form

The RDR form (fig. 2 and app. C) is the first documentation that is performed on any

water-data information request to NAWDEX. The format of the RDR form is simple
but critical to effective response. Each line of the example RDR form on figure 2

shows appended line numbers to facilitate the encoding instructions which are to

follow, but the authorized RDR form (No. 9-1953, July 1990, app. C) excludes the line.

]rc\u'{nbers in the left margin. The instructions for completing the RDR form are as
ollows:

1. Enter the request control number, which is unique to each AC office, at the
right end of line 1. For the Geological Survey, this number should contain the
Federal Information Processing Standards (FIPS) State Code in the first two
digits, followed by a dash and an ascending sequential number for each new
request received ty that office. If the district has several AC offices, each
additional AC office may be indicated by an appended-decimal sequence (that
is, 12.1-1; 12.2-2) that uniquely identifies the individual AC offices in the
district. These unique identifiers should be reported to the Program Office for
future reference.

13



Form 9-1953

(July 1990)
U.S. DEPARTMENT OF THE INTERIOR
GEOLOGICAL SURVEY
NAWDEX
RECORD OF DATA REQUEST

1. Control No.
2. Request received by: Date
3. Data requested by:
4. NAME AND/OR TITLE:
5. ORGANIZATION NAME:
6. ADDRESS:

Street City State Zip Code County
7. TELEPHONE NO: (FTS) Commercial
8. TYPE OF REQUEST: Federal State County Municipal Other Local
9. University Private Other (Specify)
10. DATA REQUESTED (X)/ or DATA PROVIDED( )
11.  Surface Water / Water Quality / Ground Water /[ Published Reports /
12.  MagneticTape /  Statistics  / Printouts ~ / Floppy Disk /
3. Plots / MWDl / WDSD / Other_ —
14. Datarequired by:

(Date)
15. DATA REQUEST ATTACHED: DATA DESCRIPTION FORM ATTACHED:
16. REQUEST/RESPONSE:
Request Referred to:
17. NAME: ORGANIZATION:
18. ADDRESS:
Street City State Zip Code Country

19.  TELEPHONE NO:
20. Source of data:
21.  Type of data provided:
22.  Cost estimate provided: vyes No $ Fee Charged
23. Account Number Credited:
24, Computer processing:
25. Date submitted: Date received: Class priority:
26. Date request sent to requester: Date record returned to NAWDEX:
REMARKS:

Privacy Act of 1974 (PL 93-579): -- Individuals furnishing information on this form are advised that

certain of the data requested may be of personal nature. The information is collected under authority
of 43 U.S.C. 31 (28 Stat. 398), OMB Cir. A.-67, and 5 U.S. C. 301, and will be used routinely to identify
requesters of water or water-related data when processing requests for such information.

Figure 2. -- Record of data request (RDR) form.

14
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10.

11.

12.

13.

The AC office of other Federal agency members also should use the FIPS State
Code followed by their decimal appended NAWDEX organization code (minus
U.S.), for example: 12.CE-1 = U.S. Army Corps of Engineers in Florida, or
53.BPA-1 = U.S. Bonneville Power Administration in the State of Washington.

The non-Federal members performing as a NAWDEX AC should use their
NAWDEX-assigned organization code followed by a dash and an ascending
sequential number for each new data request such as the following example.
TX001-1 for the Texas Natural Resources Information System, Texas.

Enter the name of the person receiving the data/information request on line 2
of the RDR form, and record the receiving date for the request to the right on
the same line.
Enter information on the person requesting the data.
Log the name or title of the person requesting the data on line 4.
Enter the organizational or company name on line 5.
Enter the complete address on line 6.
Enter the FTS or commercial phone number on line 7.
Enter type of request on lines 8 and 9 of the RDR form. The “"Type of Request”
on lines 8 and 9 of the RDR form describes the requestor’s organization
desiring water-data information or data. Indicate Federal, State, County,
Municipal, and Other local on line 8.
Indicate University, Private, or Other (Specify) on line 9.
Indicate the general type of “Data Requested” in lines 11-13. Place an “X” on
the left part of the underlined blank beside each data category to indicate the
type of data requested. Place a “check mark” ¢} in the right side of the blank if
the data were supplied to the requester. The following are examples of such
requests.

a) WaterQuality X/ = data requested.

b) Water Quality X&” = data requested and supplied.

Indicate whether surface-water data, water-quality data, ground-water data,
or published reports were requested on line 11.

Indicate whether magnetic tape, statistics, print-outs, or floppy disks were
requested on line 12.

Indicate whether plots, MWDI , WDSD, or other data were requested on line

13. Also, indicate whether or not the client requested NAWDEX membership
information.
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14. If the data requester asks that the data/information be provided prior to a
certain date, list the date on line 14. _

15. Indicate whether the data request or the data description form is attached on
line 15. The data request may be submitted by letter to an AC office. If thisis
the case, the letter is attached by the AC contact to the RDR form. In this
situation, a check mark should be made on line 15 in the "Data Request
Attached” blank. Also, a DID form containing additional detailed description
may be “attached” and checked if needed on the RDR document, line 15.

16. Use the “Request /Response” part of the RDR form to indicate the disposition
of action taken by the AC if a request is referred to another data-holding
source. ‘

Lines 17-26 of the RDR document should be completed by the data-source
responding to the request. After the data provider fulfills the request, the data
provider should return a copy of the completed original RDR form to the AC office to
show the follow-up completion of the data request. The last part of the RDR is a
record of computer-cost estimates (app. G) and physical-effort costs (that is, staff-
hours spent in searching for or reproducing materials) that can be incurred, and the
actual fees for computer-net costs, any physical costs, plus any additional
administrative assessment that a Federal, State or other organization may require
for request-response payment. For the Water Resources Division, Geological Survey,
see the section, NAWDEX Service Fees and the section, Types of Billing Accounts.

The NAWDEX Control Log

The NAWDEX Control Log now indicates the specific items to be recorded from each
request as documented on the RDR form. The control log has been reduced in
appendix E to show all the detail. This log documents the flow of data requests
submitted for NAWDEX response in the recipient AC office and the current
disposition of the request. It also constitutes much of the input for the AC Quarterly
Report (app. F) to the NAWDEX Program Office. The NAWDEX Control Log always
should be kept up to date. Its design is recommended for use because it will assist in
providing many of the needed “totals” to be reported in the “Summary of Data
Requests. Quarterly Report” (section “"NAWDEX Summary of Data Requests:
Quarterly Report”) required from all AC offices.

NAWDEX Request-Response Instructions

Kinds of Requests

Requests for water information are variations of the following major classes:
° Information about the known water data available for water-data-
collection activities in any geographic or hydrologic area of the United
States regardless of the collecting organization: MWDI Station Listings.
®  Location sources for data holdings: WDSD Sources Listings.

® Data request for requester-specified water data: reproduced hard copy,
publications, computer water-data hard copy, machine-readable output.
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] Requester-specified computerized special output products: Calcomp or
line-printer plots, graphics, program-generated tables.

° General requests under the Freedom of Information Act (app. H) for
whatever is available as specified.

®  Special-information requests for services or products of NAWDEX
member organizations: published water resources subjects, water-data-
related information on publications, and bibliographic searches.

NAWDEX is the sole responder to those requests in the first two classes. Any of the
requests in the other classes may be either directly available through NAWDEX or
through a request referral to the data-holding office of another organization.

Description of Data Information Requested

The Data-Information Description (DID) form (fig. 3 and app. D) accommodates more
descriptive information for complex data requests than the RDR form. It
supplements the RDR form with the necessary detail for an accurate, effective data
response.

1.

o

© ® N o

Enter on line 1 the data requester’s name from the orginial RDR form (line 2)
and the Request Control Number.

The request control number is the same request control number on the RDR
form being supplemented. The DID document should be used with the data
dictionary, “Definitions of Components of the Master Water Data Index
Maintained by the National Water Data Exchange.” Only the most frequently
requested parameter codes of the MWDI (see: KINDS OF DATA REQUESTED on
the DID form, line 11) are listed on this form; other parameters are available if
needed from the MWDI contents, and frequency-measurement codes on line
12 also may be supplemented. The frequency-measurement codes are listed in
appendix A, of the publication, “Definitions of Components of the Master
Water Data Index Maintained by the National Water Data Exchange.”

Enter the receiving date of the request on line 2 of the DID form.

In the section, “DATA-INFORMATION DESCRIPTION AS REQUESTED,” enter
specific information from the data requester about the data sites or
parameters. This information can be used to limit the size of the data-
information request. : ‘

Enter the interval of time for which data is desired on line 4 and note whether
or not only active data collection sites are required.

Indicate all sites, active and discontinued, on line 5.

Enter the location of State data sites on line 6.
Enter data retrievals specified by county on line 7.
Record stream or river basin names on line 8.

Record lake or reservoir names on line 9.
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U.S. DEPARTMENT OF THE INTERIOR

Form 9-1950
(July 1990)
GEOLOGICAL SURVEY
NAWDEX
DATA-INFORMATION DESCRIPTION FORM
(USE WITH MWDI CONTENTS LIST)

1. Requester’s Name Request Control No.
2. Date
3. DATA-INFORMATION DESCRIPTION AS REQUESTED:

(Only fill or mark items applicable)
4, RECORD INTERVAL from to year Active ONLY

Active and Discontinued
6. Location of DATA SITES:
State(s)
County (s)
Name of Stream/River basin

Lake/Reservoir
10. NAWDEX Site No(s). Station No(s).
11.  KINDS of DATA REQUESTED MWDI (see MWDI contents listing for CODES):
12. Frequency Measurements, circle: 1,C,0, W, M, Q,dJ,D,P, X, N, R,

Other
13. SURFACE-WATER DATA ITEMS, circle --
14. 110,111,112, 115,116,117, 124, 125, 143, Other
15.  GROUND-WATER SITES DATA ITEMS, circle--
16. 208, 209, 210, 212, 214, 221, 243, Other
17. QUALITY-WATER DATA ITEMS, circle-- Sw GW
18. 343 Telemetry
19. 400 Biological, 401, 402, 403, 404, 411, Other Bio._
20. 500 Physical, 501, 502, 503, 506, 507, Other Phys.
21. 600 Sediment, 601, 602, 603, 604, 605, 606, 607, Other Sed.
22. 700 Chemical, 701, 702, 703, 706, 708, 710, 712, 713, 714, 715, 716, 720,
23. Other Chem.
24. NETWORK STATIONS:
25. NSQN, Other
26. REMARKS:

Figure 3.--Data-Information Description (DID)
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10.

11.

12.

13.

14.

Record specific site numbers, if known, on line 10, either by the NAWDEX
unique-site number (see manual “Instructions for the Preparation of Data for
the Master Water Data Index,” (p. 11-5, 6), or by the organization station
number which varies with the agency.

Lines 11 through 23 provide the most common parameter and frequence of
measurement codes. These codes are defined in the publication “Definitions of
Components of the Master Water Data Index Maintained by the National
Water Data Exchange.” The codes should be circled when applicable.

Identify quality-water data items on line 17 as either SW (surface water) or GW
(ground water) parameters. Some station sites will be part of a data-collection
network activity.

Record on lines 24-25 all sites which are associated with a network activity and
therefore can be retrieved by the network code.

On line 26, provide comments about data qualification, or computer-oriented
output format, and ordered sequence of the data-station listing (for example,
by State, water resources region, and others).

Manual Data Search

Continued indexing of water data stored at each data-holding source, whether
stored magnetically or physically in file cabinets, will reduce the time-frame effort
required to physically locate, retrieve, and supply requested water data. Water-data
holdings that are not inventoried in detail, but are indexed only as a body of data at
a holding source, require a manual search in publications or unpublished file records
to locate specific data for a requester.

Computer Data Search

The NAWDEX computerized data bases, the Master Water Data Index (MWDI) and
the Water Data Sources Directory (WDSD), are used to determine the availability of
water data. The MWDI contains the following information:

® Identification and location of sites for which water data are available
®  type of data collection site

] organizations collecting data at each site

®  currentstatus of each site

®  typesofdataavailable

®  period of time for which data are available

®  major water-data parameters for which data are available
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® frequency at which these parameters are measured
®  mediain which the data are available.
The WDSD contains the following data:
° information about organizations that are sources of water data

® the major orientation of water-data activities conducted by these
organizations

® the names, addresses, and telephone numbers of offices within each
organization from which water data may be obtained

® thetypes of data held by each organization and the geographic locations
where these data have been collected

®  alternate sources of an organization’s data.

The MWDI! and the WDSD can be used independently or in conjunction with each
other. This is possible because a few components are common in both data bases
allowing retrieved information to be cross referenced between the two data bases.
For example, a retrieval can be made from the Master Water Data Index to identify
all sites, within a geographic area of interest, for which water-quality data are
available. A retrieval can then be made from the WDSD to determine the addresses
of the organization where one can obtain the data (Perry and Williams, 1982, p.1).

Computer searches in the MWD! and the WDSD (archived file) require knowledge of
System 2000 Natural Computer Language, described in the “National Water Data
Exchange (NAWDEX) System 2000 Data Retrieval Manual,” an understanding of the
structual levels of data in the NAWDEX MWDI data base, and a knowledge of what
the data components represent in the MWDI. The WDSD also exists in a dBase IV
relational data base system. Retrievals from the dBase IV version of the WDSD are
Irnenu driven. Retrievals can also be made using the dBase IV programming
anguage.

Request/Referral and Follow-up

Data requests that cannot be fulfilled directly from NAWDEX or the WATSTORE files
should be referred, as soon as possible, to the data source that can best provide the
requester’'s needs. The request may require referral to several organizations to
completely supply all the data requested. A copy of the original RDR form, a DID
form if needed, and a cover letter stating the purpose of the request should be sent
to each office holding the desired data. The cover letter should request that the
provider of data complete the lower part of the RDR form (lines 16 to 26) showing
the disposition of their responding action and then return a copy of the form to the
originating AC office for their records.
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Response Time Frame

Prompt, professional response to each request stimulates cooperation within the
water-data community, is essential in a successful nationwide data exchange, and is
the foundation of NAWDEX. A goal of 10 calendar days from the time a request is
received is the established maximum time in which to respond. All requests,
however, should receive response in the shortest possible time frame.

NAWDEX Summary of Data Requests Quarterly Report

The NAWDEX program is an inter-organizational, nationwide effort to provide
improved data-information access services through all Assistance Centers (AC’s). The
purpose of the AC Quarterly Report (app. F) is twofold. The report summarizes the
request-response activities of each AC office to supply vital statistics about the
identity of the user population, the general types of data or information requested,
the data media, and the high-interest areas of the data user, all of which provide
future program guidelines. In addition, the level of activit reﬁorted by an AC office
reflects the variety of public service involvement provided by that Assistance Center.

Some misinterpretation of the NAWDEX program objectives and organizational
needs have highlighted several points about the quarterly report that are clarified in
the following discussion.

What constitutes a NAWDEX request? To provide program-planning information
about the data-user community, every request for water data, information, and
technical products should be handled as a NAWDEX request. This includes written
and verbal requests for annual reports, interpretative reports, and raw data. The
routine distribution of the annual (State) basic data releases are to be included in the
quarterly report if the recipient has requested to be placed on the mailing list. All
newsletters, also, should be included if they pertain to the current hydrologic
conditions or other hydrologic information and if the recipient has requested to be
added to the mailing list. The total distribution of publications to mailing-list
recipients, however, should be recorded in the category of “Mailing List
Publications” on the report, in contrast to a specifically one-time-only requested
publication (app. F).

Should U.S. Geological Survey subdistrict offices be included with designated
district offices’ (Assistance Center) reports? Yes. If a subdistrict office is remote to
the district office and responds to numerous data requests, consideration should be
given to identifying this office as an Assistance Center.

Should cooperating agencies be included in reports? Yes, if they request data.
Requests not to be inciuded are those from cooperators for data to define current
conditions that are covered by a formal agreement. All other requests for data from
cooperators are to be included. '

How do you minimize the report workload? Copies of the NAWDEX Control Log
(app. E) are available from the Program Office which aid in tabulating a running
account of information and statistics required by the quarterly report. The local use
of NAWDEX forms is recommended for statistical uniformity, but they are not
mandatory. Current forms in use are acceptable if they provide consistent statistics
from all AC's. Use of the NAWDEX Summary of Data Requests Quarterly Report
Form, however, is mandatory.
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Is the quarterly report necessary at all? Yes. NAWDEX is attempting to obtain an

accurate accounting of all data-disseminating activities. These reports are vital for
future planning. NAWDEX needs to define the types of organizations using water
data and the kinds of data they require. Individual AC reporting is necessary to
summarize activities for a national report.

The NAWDEX Summary of Data Requests Quarterly Report is shown in figure 4 and
in appendix F. The instructions for completing the quarterly report are as follows:

1.

8a.

8b.

Rep_o:jting Period: Enter the beginning and ending dates for the reporting
period.

Reporting Center: Enter the name and location of the Assistance Center or
office to which the report applies.

Total Number of Written and Verbal Requests by Type of Water-Data User:
Enter the total number of requests, both written and verbal, responded to
during the report period for each category listed. If services were provided for
categories other than those listed, include totals under the category”Other.”
The back of the form may be used to list these totals if necessary.

Total Number of Requests Responded to: Enter the total number of all
requests processed during the report period. This includes requests referred to
other organizations, telephone inquiries, and requests for which data could
not be provided.

Total Number of Requests Referred to Other Organizations for Response:
Enter the total number of requests that were referred during the report period
to other organizations or offices for response.

Total Number of Responses for Which Charges Were Made: Enter the total
number of requests responded to during the report period to which charges
were applied. These charges include costs for either services or computer
procissing which may have been charged directly to another office's account
number.

Total Amount Billed to Requesters: Enter the total dollar amount of charges
billed for data or services provided. This includes charges billed directly to a
user’s account number.

Data Provided by This Center: Enter the data prbvided by the Assistance Center
in this section.

Cateqgories of Data. Enter the total number of responses to requests for each
category of data provided. Multiple counts may be shown for a single request
when it includes data for more than one discipline. For example, if streamflow
data and surface water quality data were provided for in a single request, the
request would be tallied in both categories.

Media in which Data Provided. Enter the total number of responses to requests
for the media categories provided. If data were provided in other media, they
may be shown on the back of the form.
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U.S. DEPARTMENT OF THE INTERIOR
GEOLOGICAL SURVEY
NAWDEX
NATIONAL WATER DATA EXCHANGE
SUMMARY OF DATA REQUESTS
Quarterly Report
REPORTING CENTER:

1. REPORT PERIOD: TO 2.

3. _TOTALNUMBER OF WRITTEN AND VERBAL REQUESTS BY TYPE OF WATER-DATA USER

Federal: State: County: Municipal: Other Local Government:
University: Private Organization: Private Citizen:
Other (Specify):
4 TOTAL NUMBER OF REQUESTS RESPONDED TO:
(Alsoinclude requests referred to other organizations)
5. TOTAL NUMBER OF REQUESTS REFERRED TO OTHER ORGANIZATIONS FOR RESPONSE:
6. TOTAL.NUMBER OF RESPONSES FOR WHICH CHARGES WERE MADE:

(Also include service or computer processing costs charged to another office’s account number)

7. TOTAL AMOUNTBILLED TO REQUESTERS: $
(Also include charges applied direct to a user’s account number)

8. DATAPROVIDEDBY CENTER

8a. 8b. 8c.
NUMBER NUMBER OTHER MAJOR TYPES OF NUMBER OF
CATEGORIES OF MEDIA IN WHICH OF INFORMATION/DATA SUPPLIED REQUESTS
OF DATA RESPONSES*®* DATA PROVIDED RESPONSES
Maps (specify type):

Surface Water Published
Ground Water Mailing List
Quality of water: Pubhcations®

SwW Computer

Gw Accessed

Verbal Special Studies (specify):

TOTAL

Written responses
and/or hle copies

*Multiple counts may be shown for a
single request when it includes data

for more than one disciphine.

8d.

*Maihing hist publications, 1 e.,
annual reports, newsletters, etc.

DATA FILES ACCESSED™

NUMBER OF Bibliographic Searches:

RESPONSES

Master Water Data Index (MWD1)

Water Data Sources Directory (WDSD)

Other (Specify):

Other (specify):

*Include referrals.

9 REPORT PREPARED B8Y:

*The back of the form may be used if necessary to report
other types of data provided but not listed.

DATE:

Figure 4.--Summary of Data Requests: Quarterly Report
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8c. Other Major Types of Information/Data Supplied. Enter the number of
requests made for other types of information or data supplied. For types other
than maps, studies, and bibliographic searches, specify the type and responses
under the category “Other.”

8d. Data Files Accessed. Enter the number of responses satisfied by access to the
computer data files indicated. If other files are used, such as STORET or locally
maintained computer files, enter the name of the file and the number of
responses from that file in the category “Other.”

9. Report Prepared by and Date. Enter appropriate information.

Forward the report to:

National Water Data Exchange
U.S. Geological Survey

421 National Center

Reston, Virginia 22092

Quarterly reports should be submitted to the NAWDEX Program Office at the
address given above no later than 2 weeks after the end of each quarter. The
report is due on the following dates: January 15, April 15, July 15, and October
15.

TELEFAX

Vital letter cop'y, or other important documents, can be transmitted to the USGS
National Headquarters by Telefax which is available Monday through Friday, 7:00
A.M. to 5:00 P.M., at FTS 8-959-5295, or commercial 1-703-648-5295.

NAWDEX Service Fees

Charges for NAWDEX services will be assessed at the option of the organization
responding to a request for data. In %‘eneral, these charges should not exceed the
actual cost of providing the data. This includes the cost of computer charges,
copying and reproduction charges, materials furnished such as magnetic tapes and
floppy disks, and excessive labor required to fulfill a request.

Each organization or Assistance Center is responsible for obtaining reimbursement
for its services.

Reproduction and Manual-Service Costs

Small jobs requiring minimal manual searching or reproduction efforts are not
subject to service charges. However, a request that requires extensive manual
service or extensive document duplication could require a considerable expenditure
of resources which must be reimbursed to the member organization supplying the
data response.
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Computer Search and Retrieval Costs

Many computer data-base searches and retrievals are minimal in computer cost;
however, a lengthy, complex data search and retrieval can be expensive. For
Geological Survey Offices, only those requests that incur computer costs exceeding
$15.00 are reimbursable with administrative costs added. Other non-Survey
Assistance Centers establish their own fee schedules and billing procedures.

Types of Billing Accounts

Within the Federal community, several types of accounts may be used for either
direct billing of computer and request-related costs, or for journal voucher
reimbursements. The principal billing accounts are the U.S. Geological Survey--WRD
and other Survey accounts, other Federal agency (OFA) and non-Federal agency
(NFA) accounts. For any office or other organization registered with the Information
SKstems Division as a user of the Geological Survey’s computer, a direct computer
charge can be made to that office’s account number. Estimates for computer-user
charges are largely derived by user experience with the computer. Appendix G
shows the most recent computer-charge schedule issued by the Information Systems
Division of the Geological Survey.

Freedom of Information requests require special handling. AC offices of the
Geological Survey should review the Geological Survey Manual, Administration
Series, Part 318, Chapter 1, (app. H).

Each NAWDEX Assistance Center serving with the Geological Survey should use their
own district account number(s) for NAWDEX requests submitted to the computer.
Additional advice and personal assistance with the NAWDEX accounting costs and
journal vouchers are available through the administrative person in your district.

Access to the NAWDEX, WATSTORE, and STORET Data Bases

NAWDEX member organizations are, under certain conditions and restrictions,
allowed direct, computerized access to the Water Data Sources Directory (WDSD)
and the Master Water Data Index (MWDI) data bases of NAWDEX, the National
Water Data Storage and Retrieval System (WATSTORE) of the U.S. Geological Survey,
and the Storage and Retrieval (STORET) System of the U.S. Environmental Protection
Agency. Access to each of these data bases and data systems is coordinated by the
NAWDEX Program Office using the following procedures.

Application for Access

Each organization desiring computerized access to the NAWDEX, WATSTORE, and
STORET Data Systems should submit a written application or call the Program Office.
The application must contain sufficient information to adequately define the
organization’s need for access to the desired data base or system. Written
application for access to NAWDEX, WATSTORE, and STORET should be forwarded to:
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Program Manager

‘ National Water Date Exchange

U.S. Geological Survey
421 National Center
Reston, Virginia 22092

Telephone: (703) 648-6848
FTS 959-6848

Approval for Access

Approval for access to the NAWDEX data bases and WATSTORE will be given by the
Chief Hydrologist of the U.S. Geological Survey or his designated representative.
Approval for access to STORET will be given by the Chief, Client Services Branch,
Program Systems Division, Office of Information and Resource Management, or his
designated representative. Each applicant will be informed in writing when access
to the requested data base system is approved.

Requirements for Access

Each organization that receives approval for access to any one or all of the NAWDEX,
WATSTORE, and STORET data systems is required to sign a “Memorandum of
Agreement” with the U.S. Geological Survey for this purpose. Examples of this
agreement are shown in appendixes B-2 and B-3. The terms of the agreement are
subject to discussion and suggested amendments may be discussed with:

Program Manager

National Water Data Exchange
U.S. Geological Survey

421 National Center

Reston, Virginia 22092

Telephone: (703) 648-5684
FTS 959-5684

The Agreement is signed for the Geological Survey by the Assistant Chief Hydrologist
for Scientific Information Management of the Water Resources Division, unless a
higher level of protocol is specifically requested. The requesting organization may
define the level of protocol within its own organization that should sign the
Agreement.

Each organization will be asked to provide specific information necessary to describe
its computer terminal hardware and telecommunications needs and to become a
registered user of the appropriate computer systems. Each user is responsible for the
acquisition of all computer hardware and equipment associated with the use of the
NAWDEX, WATSTORE, and STORET Data Systems. The user is responsible for all costs
associated with their use of the computer.

Restrictions on Access

Certain restrictions are placed on the access and use of the NAWDEX, WATSTORE,
and STORET Data Systems. In all cases, access to these systems is limited to the
physical capabilities of the computers to support additional users. Computer
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limitations are determined by the NAWDEX Program Office. If computer facilities
are not available for access by a requester, a waitin? list prioritized by the date of
re&uest for access and the stated urgency of need will be maintained by the Program
Office for future allocation of computer resources as they become available. The
following restrictions apply to the individual data bases and systems.

Restrictions on Access to the NAWDEX Data Bases

Access to the NAWDEX data bases is restricted to NAWDEX members. Exceptions to
this must be determined by the NAWDEX Program Office.

Restrictions on Access to the WATSTORE Data Bases

Access to the WATSTORE data bases requires the signing of a Memorandum of
Agreement with the NAWDEX Program Office, and is specifically restricted to its
Header File, Daily Values File, Peak Flow File, Water Quality File, and Ground Water
Site Inventory File. Any exception to this restriction on file access must be
determined by the Chief, National Water Information System Program,

U.S. Geological Survey, Water Resources Division, 437 National Center, Reston,
Virginia 22092.

Restrictions on Access to the STORET Data Base

Access to STORET under the “Memorandum of Understanding” for its use by
NAWDEX is restricted to NAWDEX members. Other restrictions also may apply to its
use by nongovernmental organizations. Any such restrictions will be determined by
the NAWDEX Program Office at the time of request for access.

Documentation for NAWDEX, WATSTORE, and STORET Use

After an organization has been authorized access to the NAWDEX, WATSTORE and
STORET Data Systems, the NAWDEX Program Office will coordinate the acquisition
of all documentation required for use of the systems. This documentation will be
provided to each authorized computer terminal.

Assistance in the Use of NAWDEX, WATSTORE, and STORET

Data-base user assistance is provided by each respective organization for NAWDEX,
WATSTORE, and STORET. Assistance can be obtained from the following locations:

NAWDEX Assistance. Assistance in the use of the NAWDEX data bases can be
obtained from:

Support Services Unit

National Water Data Exchange
U.S. Geological Survey

421 National Center

Reston, Virginia 22092

Telephone: (703) 648-5671
FTS 959-5671
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WATSTORE Assistance. Assistance in the use of WATSTORE can be obtained from:

National Water Information System
U.S. Geological Survey

437 National Center

Reston, Virginia 22092

Telephone: (703) 648-5659
FTS 959-5659

STORET Assistance. Assistance in the use of STORET can be obtained from:

STORET User Assistance
US EPA

Mail Code PM-218D

401 M Street, S.W.
Washington, D.C. 20406

Telephone: 800-424-9067
(703) 883-8861

NAWDEX Member Services

Several NAWDEX member organizations operate data-information services that
accommodate a broad range of data-user needs. Part of the program mission of
NAWDEX is to provide linkages to data, information, and services that are available
within the NAWDEX-member organization. In this capacity, the Program Office
functions as a focal point for cooperative membership activities and support services
that are available through the NAWDEX: program. Some of the special services
provided by member organizations include the following:

° Manual Data Search

® Computer Data Search

®  Data-Search Identification

° Request/Referral and Follow-Up

Storage and Retrieval (STORET)

NAWDEX is an authorized user of the Storage and Retrieval (STORET) system
through “Memorandum of Understanding” signed with the Office of Water and
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