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Number: 2000-1 

Date: January 11, 2000 

Revised January 27, 2000 

Subject: 

PROCEDURE FOR OFF HOURS INSPECTION REQUESTS AND 
THIRD PARTY BILLING. 

Determination: 

Effective immediately a fee of $200.00 shall be paid to the lnspectional Services 
Department prior to scheduling inspections to be performed during non-working 
hours. In addition, the applicant shall pay any additional cost for overtime if the off 
hour inspection exceeds four (4) hours. 

The following procedure is to be followed in arranging for off-hour inspections: 

1) The request for the off hour inspection, first must be approved by
a supervisor.

2) The applicant completes an "Off Hour Inspection Request Form"
copy attached and pays $200.00 to the Personnel Division. The

lnspectional Services Department cashier shall acknowledge payment
by perforating the form.

3) The Supervisor will sign for final authorization and shall then
schedule the off hour inspection.

Any additional billing shall be performed by the Human Resources Division. 

Signed:.fl--.,. \\a ....._..
Commissioner 'I 
lnspectional Services Department 
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for �any years in soil and water. They will resist sunlight for varying 
penods.-. 

• What Are the Symptoms and Effects of Anthrax?

After an incubation period of i-7 days, the onset of inhalation anthrax
is gradual. 
Possible symptoms include: 

· .fever
-malaise 

··.fatigi.ie ·
.cough 
mild chest discomfort' followed by severe respiratory distress 

This mild illness can progress rapidly to respiratory distress and 
shock in 2-4 days foltJwed by a range of more severe symptoms,
including breathing difficulty and exhaustion. Death usually occurs 
within 24 hours of respiratory distress. 

• What Are the Clinical Features of Anthrax?

Anthrax is an acute bacterial infection of the skin, lungs or 
gastrointestinal tract Infection occurs most commonly via the skin. 

The cutaneous or skin form of the infection occurs most frequently on 
the hands and forea,rms of persons working with infected livestock or 
contaminated animal products and represents 95% of cases of human 
anthrax. It is initially'characterized by a small solid elevation of the 

. skin, which progres$es to a fluid-filled blister with swelling at the site 
. of infection. The s�b that typically forms. over the lesion can be black 
as coal, hence the 111

1
, ame anthrax - Greek for coal. With treatment, the · 

case fatality rate is ess than 1 % among people who get the skin form 
of the disease. The fatality rate for untreated inhaled or intestinal 
anthrax is over 90%. 

The inhaled form of anthrax is contracted by inhalation of the spores, 
occurs mainly among workers handling infected animal hides, wool 
and furs. Under natural conditions, inhaled anthrax is exceedingly 
rare, with only 18 cases reported in the United States in the 20th 
century. 

• What Is the Treatment for Anthrax?

Treatment with antibiotics beginning one day after exposure has been 
shown to provide $ignificant protection against death in tests with 
monkeys, especi�lly when combined with active immunization. 

. Penicillin, doxycydline, ciproflaxin, are all effective against most -�-· . 
· $trains of the diseas. Penicillin is the drug of choice for naturally··:::'"-:;_· ·.

ocurring anthrax. ,f untreated, inhaled anthrax ls-fatal. -�-�� 
A vaccine is available and consists of a series of 6 doses over 18 
months with yearly boosters. This vaccine, while known to protect 
against anthrax a�quired through the skin, is also believed to be 
effective against inhaled spores. 

· Effective decontamination can be accomplished _by bQiling . .. ·.· 
contaminated articles in water for 30. minutes or longer and using . . 
common disinfedtants. Chlorine is effective in destroying spores and 
vegetative cells. Remember, anthrax spores are stable, able to resist 
sunlight for several hours and able to remain alive in soil and water for 
years. 

• What constitutes a "suspicious parcel?"

Some typical chara�eristics Postal lnspe�t9rs have detected over the 
years, which ought to trigger suspicion, i��lude parcels that: . . ... 
are unexpected !or from. someone unfam1har: to.you. , . :, . . , .... · .. �: __ ;.- . .

. ,-..• 
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-are addressed to someone no longer with your organization or are
otherwise-outdated.
-have no return address, or have one that can't.be verified as

· legitimate.· ·· · · · · 
-are of unusual weight, given their size, or are lopsided or oddly
shaped.
-are marked with restrictive endorsements, such as "Personal" or
"Confidential." 
-have ·protruding wir�s. strange odors or stains.
-show a city or state iin the postmark that doesn't match the return
address.-· .

• What should Ii do if I've received a suspicious parcel
· in the mail?

-Do not try to open the parcel!
-Isolate the parcel.
-Evacuate the immediate area .
.Call a Postal Inspector to report that you've received a parcel in the
mail that may contain biological or chemical substances.

### 
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This is an official 

CDC H�alth Advisory 
Distributed via Health Alert Network 
October 12, 2001, 21:00 EDT (9:00 PM EDT) 

HOW TO HANDLE ANTHRAX Atn) OTHER BIOLOGICAL AGENT THREATS 

Many facilities in communities around the country have received anthr_ax threat letters. Most were empty
envelopes; some have contained powdery substances. The purpose of these guidelines is to recommend ··
procedures for handling such incidents. 

DO NOT PANIC 

1. Anthrax organisms can cause infectipn in the skin, gastrointestinal system, or the lungs_. To do, so
the organism must be rubbed into abraded skin, swallowed, or inhaled as a fine, aerosolized mist.
Disease can be prevented after exposure :to the anthrax spores by early treatment with the appropriate 
antibiotics. Anthrax is not spread from <;>ne person to another person. 
2. For anthrax to be effective as a covert agent, it must be aerosolized into very small particles. This is
difficult to do, and requires a great deal of technical skill and special equipment. If these small particles
are inhaled, life-threatening lung infection can occur, but prompt recognition and treatment are effective .

SUSPICIOUS UNOPENED LETTER OR PACKAGE MARKED WITH THREATENING MESSAGE 
SUCH AS "ANTHRAX": 

1. Do not shake or empty the contents of any suspicious envelope or package.
2. PLACE the envelope or package in• plastic bag or some other type of container to prevent leakage of
contents.
3. If you do not have any container, th�n COVER the envelope or package with anything (e.g., clothing,
paper, trash can, etc.) and do not remo�e this cover.
4. Then LEA VE the room and CLOSE the door, or section off the area to prevent others from entering
(i.e., keep others away). .
5. WASH your hands with soap and ,yater to prevent spreading any powder to your face.
6. What to do next...

• If you are at HOME� then report the incident to local police.
_ • If you are at WORK, thelt report the incident to local police, and notify your building

··;: . _ _,,security official or an available supervisor. -·- .
7._ �-lST,JtU people who were in the ropm or area when this suspicious letter or packageJ,¥M..recognized._ 
9ive't9J�l�st to both the local public hbalth authorities and law enforcement officials fof-!ollow-up 
mvest1gattons and advice. 

ENVELOPE WITH POWDER AND PO\Vl>ER SPILLS OUT ONTO SURFACE: 
1. DO NOT try to CLEAN UP the pQwder. COVER the spilled contents immediately with anything
(.e.g., clothing, paper, trash can, etc.) and do not remove this cover!
2. Then LEA VE the room and CLOSE the door, or section off the area to prevent others from entering
(i.e., keep others away). .
3. WASH your hands with soap and/ water to prevent spreading any powder to your face.
4. What to do next ...

• If you are at HOME, th�n report the incident to local police .
• If you are at WORK, toen report the incident to local police, and notify your building
security official or an availa�le supervisor.

5. REMOVE heavily contaminated clothing as soon as possible and place in a plastic bag, or some other
container that can be sealed. This cl(j)thing bag should be given to the emergency responders for proper
handling. .
6 .. SI:i9\VER with soap and water as soon as possible. Do Not Use Bleach Or Other Dis._infectant On

.-.�-.-.,. .. 
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Your Skin . 

7. If possible, list all people who were in the room or area, especially those who had actual contact with
the powder: ·Give this list to both the local public health authorities so that proper instructions can be
given for mecti"cal follow-up, anttto law enforcement officials for further investigation.

QUESTION OF ROOM CONT AMINA TI ON BY AEROSOLIZATION: 
For example: small device triggered, warning thlat air handling system is contaminated, or warning that a 
biological agent released in a public· space. 

1. Tum off local fans or ventilation units in the area.
2. LEA VE area imm�diately. . · · 
3. CLOSE the door, or section off the area to prevent others from entering (i.e., keep others away).
4. What to do next ...

- If you are at HOME, then dial "911" to report the incident to local police and the local FBI field
office. :

If you are at WORK, then dial "�ll"to report the incident to local police and the local FBI field 
office, and notify your building security official or an available supervisor. 

5. SHUT down air handling system in th¢ building, if possible.
6. If possible, list all people who were iq the room or area. Give this list to both the local public health
authorities so that proper instructions can be given for medical follow-up, and to law enforcement
officials for further investigation.

HOW TO IDENTIFY SUSPICIOUS PACKAGES AND LETTERS 

Some characteristics of �uspicious packages and1letters include the following ... 

• 

• 
• 

• 
• 

• 

• 
• 
• 
• 

• 
• 

• 

Excessive postage 
Handwritten or poorly typed addresses 
Incorrect titles 
Title, but no name 
Misspellings of common word� 
Oily stains, discolorations or odor 
No return address 
Excessive weight 
Lopsided or uneven envelope 
Protruding wires or aluminum foil 
Excessive security material such as masking tape, string, etc . 
Visual distractions · 

• 
• 

Ticking sound 
Marked with restrictive endo•sements, such as "Personal" or "Confidential" 
Shows a city or state in the pq,stmark that does not match the return address 

-
-_-;: 

·.:-�-- ��=·= = = = = = = = = = = = = = == = = = = = = = = = = = = = = = = = = -�--.:c =
You ha�freceived this message based upon �e lnfonnation contained within our emergency notification data !lase. If you have a 

different or additional e-mail or fax addre$S that you would like us to use please notify us as soon as possible by e-mail at 
healthalert@cdc.gov. 

_____________ .,... __________________________ 
------------�--------------------------
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C��t��t-��lated·q��sti�n� s��kl-i,;di;ect�-t;,�·--&;���t Adm�i�t,:';;:�STGOV 
Site related questions should be directed to: Weoi'nasler 
This page last reviewed: 10/14/2001 
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This i$ an official 

CIC Health Advisory 
Distributed via Health Alert Network 
October 12, 2001, 21:00 EDT (9:00 PM EDT) 

Health Topi-:s A-Z 

HOW TO HANDLE ANTHRAX AND bTHER BIOLOGICAL AGENT THREATS 

Many facilities in communities around the country have receivyd anthrax threat letters. Most were empty 
envelopes; some have contained powdery substances. The purpose of these guidelines is to recommend 
procedures for handling such incidents. 

DO NOT PANIC 
I . Anthrax organisms can cause infection in thie skin, gastrointestinal system, or the lungs. To do, so the 

organism must be rubbed into abraded skin, swallowed, or inhaled as a fine, aerosolized mist. Disease 
can be prevented after exposure to the anthr.1.x spores by early treatment with the appropriate 
antibiotics. Anthrax is not spread from one person to another person. 

2. For anthrax to be effective as a covert agent, it must be aerosolized into very small pilrticles. This is
difficult to do, and requires a great deal of technical skill and special equipment. If these small
particles are inhaled, life-threatening lung idfection can occur, but prompt recognition and treatment
are effective .

SUSPICIOUS UNOPENED LETTER OR PACKAGE MARKED WITH THREATENING MESSAGE 
SCCH AS "ANTHRAX": 

I . Do not shake or empty the contents of any suspicious envelope or package. 
, PLACE the envelope or package in a plastic bag or some other type of container to prevent leakage of

contents. 
1. If you do not have any container, then COVER the envelope or package with anything (e.g., clothing.

paper. trash can. etc.) and do not remove this cover.
-L Then LEA VE the room and CLOSE the door, or section off the area to prevent others from entering

(i.e .. keep others away). 
5. WASH your hands with soap and water to !prevent spreading any powder to your face.
6. What to do next ...

• If you are at HOME, then report the incident to local police.
• If you are at WORK, then report the incident to local police, and notify your building

security official or an available supervisor.
7. LIST all people who were in the room or ar�a when this suspicious letter or package was recognized.

Give this list to both the local public health :authorities and law enforcement officials for follow -up
111\·est1�at1ons and ..tdvice.

E�\'ELOPE WITH POWDER AND POWDER iSPILLS OUT ONTO SURl<'ACE: 
I. DO NOT try to CLEAN UP the powder. COVER the spilled contents immediately with anything (e.g ..

L loth111g. paper. tr..1:-h can. eh:.) and do not �emove this cover�
� Then LEA VE the room and CLOSE the door, or section off the area to prevent others from entering

(i.e., keep others away). 
3. WASH your hands with soap and water to prevent spreading any powder to your face.
4. What to do next. ..

i\ttn i/q·
·"·\\ hi • t, . .11,,·/f') 1 ,.,,,,·"·''''� .\n,"'/i\nth,--1vfln11'1{'\f\1l-l-,n,ll ,/1(\1'1'1(\t\11.J .... II. 1 ( \ 1 1 /. !( \ I 
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• If you are at HOME, then report the incident to local police. 

1ui:;\,; - VI .> 

• If you are at WORK, then report the incident to local police, and notify your building
security official or an available supervisor. 

5 REMOVE heavily contaminated clothing as soon as possible and place in a plastic bag, or some other 
container that can be sealed. This clothing bag should be given to the emergency responders for proper 
handling. 

6. SHOWER with soap and water as soon as possible. Do Not Use Bleach Or Other Disi11fecrant On
Your Skin. 

7 If possible. list all people who were in the room or area, especially those who had actual contact with 
the powder. Give this list to both the local public health authorities so that proper instructions can be 
given for medical follow-up, and to law enforcement officials for further investigation. 

QUESTION OF ROOM CONTAMINATION BY AEROSOLIZATION: 
For example: small device triggered, warning that air handling system is contaminated, or warning that
a biological agent released in a public space.

I. Turn off local fans or ventilation units in the area.
" LEAVE area immediately.
�- CLOSE the door. or section off the. area to prevent others from entering (i.e., keep others away).
�- What to do next ... 

If you are at HOME. then dial "91 l" to report �he incident to local police and the local FBI field
office.
If you are at WORK. then dial "91 l" to report ihe incident to local police and the local FBI field
office. and notify your building security offici�I or an available supervisor. 

" SHl'T down air handling sy�tem in the building, if possible. 
6. If possible, list all people who were in the room or area. Give this list to both the local public health

authorities so that proper instructions can be given for medical follow-up, and to law enforcement
officials for further investigation .

• HOW TO IDENTIFY SUSPICIOUS PAC�AGES AND'LETTERS

Some characteristics of suspicious packages and letters inclµde the following ... 

• 

• Excessive postage 
• Handwritten or poorly typed addresses
• Incorrect titles
• Title. but no name
• Misspellings of common words
• Oily stains. di,colorations or odor
• No return address
• Excessi\'e weight
• Lopsided or uneven envelope
• Protruding wires or aluminum foil
• Excessive security material such as masking tape. string, etc.
• Visual distractions
• Ticking sound
• Marked with restrictive endorsements, such as "Personal" or "Confidential"
• Shows a city or state in the postmark that does not match the return address

==================�==================== 

You have received this message based upon the information contained within our emergency notificatiori data base. If you have a 
different or additional e-mail or fax address that you woul<tl like us to use please notify us as soon as possible by e-mail at 

healthal1ert@cdc.gov. 
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Number: 2001 - 12 Page 1 of 2 

Date: October 26, 2001 

Subject: 

Purpose: 

DOCUMENT ROOM OFFICIAL DESIGNATED REPOSITORY FOR 
INSPECTIONAL SERVICES J DEPARTMENT'S POLICY STATEMENTS 
AND COMMISSIONER'S BULLETINS 

To Designate The Document Room As The Official Repository For Inspectional 
Services Department's Policy Sltatements And Commissioner's Bulletins 

Determinations: 

l. Inspectional Services Department's policy statements and Commissioner's Bulletins
constitute the officially adopted policies �d procedures of the department. As such, these
principals, policies, procedures, and rules �ntained therein are to be followed by all division
heads, managers and employees of the �pectional Services Department while performing
the duties and responsibilities incumbent Upon them as employees of the department.

2. The Document Room, under the charge of the administrator and ex officio designated general
keeper of records for the lnspectional Se�ices Department, shall be the official repository of
Inspectional Services Department policy $tatements and Commissioner's Bulletins.

3. The general keeper of records shall keep policy statements and commissioner's bulletins on
file, in consecutive order according tot/he date each policy statement and commissioner's
bulletin is issued. Simultaneously or � soon thereafter as practical (time being of the
essence), a new policy statement or Commissioner's Bulletin shall be added to the electronic
data file of this department and shall be available for public inspections in this format, or
other appropriate format.

4. The general keeper of records shall nu,)ce policy statements and Commissioner's Bulletins
open for pubic viewing and copying in! accordance with the provisions of the State records
law and the criteria contained in Coitjmissioner's Bulletin No: 2000-04 dated March 29,
2000.

5. The general keeper of records, shall no later than January 15th of each year publish and
deliver to each division head a "Annual Supplement of Policy Statements and
Commissioner's Bulletins" compiled � of December 31st of the previous calendar year.



• 
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• 

6. The general keeper of records shall by January 31st of each year file with the Commissioner's
office a "Certificate of Compliance" certifying that an annual supplement was delivered to
and received by each division head. This "�ertificate of Compliance" sball be maintained as
a pennanent record certifying deliveries and!receipt of the annual year supplement.

7. This Commissioner's Bulletin is effective itnmediately and sball remain in force and effect
until altered amended or revoked in writing ..

Signed:�9 -� '--'-' 
Commissioner / / 
lnspectional Service Department 

Gary P. Moccia 
Inspector of Building 
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Number: 2001 - 13 

Date: October 26, 2001 

Subject: LEGAL SIGNATURES 

Page 1 of 1 

Purpose: To Assure Documents Are Appiioved By Appropriate Personal And Provide 
Accountability To The Responsihle Parties. 

Determinations: 

1. Effective immediately, if your signature can inot be easily read by others; you are required to
print your name under your signature. It is each employee's responsibility to check with their
supervisor for legibility of your signature if you have any questions.

Signed
� � 

CA., 

Commissioner 
Inspectional Service Department 

Gary P. occia 
Inspector of Building 




