Wendell Planning Department Operation Changes

The Wendell Planning Department will begin accepting submittals via drop-off only until Town Hall is
reopened to the public.

A set of drop-off bins will be located within the Town Hall main entrance vestibule to accommodate
incoming submittals and correspondence. Town Hall shall remain locked, so applicants must call and
make an appointment to drop off material. A reduced staff remains on site to permit entry into the
main entrance where bins are located. When entering, please allow the staff member to exit the main
entrance vestibule before fully entering. Bins, which will be accessible 8 a.m.-5 p.m. Monday-Friday, will
be provided to accommodate the following services:

Planning Department Zoning Applications and Development Permits (Planning Bin)

1) Please deposit your application and supporting documents in the bin labeled for the “Planning
Department." If you are dropping off site and/or subdivision plans, please deposit the required number
of plan sets (and application materials if first submittal) in the bin labeled “Planning.” An electronic copy
of development plans should also be provided to Bryan Coates (bcoates@townofwendell.com) and
Jeannine Ngwira (jngwira@townofwendell.com) via email and/or by electronic download. Please ensure
that all contact information is printed legibly on your application form. If there is no room inside the bin,
please place directly adjacent to the bin.

2) If payment is required (if no payment is required, skip to item #3):

e If paying by check, please leave your check attached to the application and/or plans. We will
process and send you a copy of your receipt via email.

e The Town can accept credit card payment option for zoning and development fees over the
phone. The Town is suspending cash payment options for zoning and development fees.

3) Please call 919-365-4448 to contact the “Planner of the Day” working at Town Hall to schedule a time
to deposit your application and/or plan in the bin. If you do not reach a staff member using the provided
number, you may also call 919-365-4450 to be put in touch with the appropriate party. Staff will be
retrieving applications and/or plans periodically during the day.

Residential/Commercial Building Permits Bin (Inspections Bin)

1) All building and trade plans should be submitted electronically through the Wake County Energov
Permit Portal (http://www.wakegov.com/permitportal/Pages/default.aspx).

2) If you have no means of submitting electronic plans through the Permit Portal, please call 919-365-
4448 to set up a time to deposit the appropriate residential/commercial/mechanical permit application
(available at https://www.townofwendell.com/departments/planning/development/applications) with a
copy of your building plans in the bin labeled “Building Permits.” . Staff will be retrieving applications
and/or plans periodically during the day and will scan your material and submit them into the Permit
Portal.

3) It is imperative that all contact information is printed legibly on your application form or outside of
the envelopes provided. If there is no room inside the bin, please place directly adjacent to the bin.
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5) Staff will review your materials and notify you if any items need to be submitted that were not
included.

6) Staff will be contacting you to process payments for building and trade permits. Please do not leave
any checks prior to being notified to leave payment for permit issuance.

7) All City of Raleigh fees for utilities will be processed and can then be paid by credit card or check.
Payments by credit cards will be done over the phone on the day of issuance. Check payments will be
submitted prior to permit issuance and processed on the day of release.

8) Please call 919-365-4448 to contact the permitting staff working at Town Hall during normal hours if
you have any questions or need assistance with what is required to be placed in the bin.

Plans and Plats ready for Signature (Planning Bin)

To drop off hard copies of plans for signature or mylars of plats requested to be submitted by staff, call
919-365-4448 to schedule a time to submit your plans or mylars in the Planning Bin. Signed plans or

mylars may only be picked up by appointment only. To pick up plats or plans, please call the planner of
the day or e-mail the appropriate department staff member to make specific arrangements for pick up.



