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Project:  

Case #:  

Meeting Date:_________________________________ 

Residential Subdivision 

☐ Pre-Vertical Building Permit Meeting (FSP recorded) 

 

1.) Pre-Construction Meeting Request 

☐ 1. Start this checklist after the FSP has been approved and signed by the City of Raleigh, 
Town of Rolesville, Wake County, and recorded at the Registry of Deeds. *Please do NOT 
attempt to create a Pre-Construction meeting until after the FSP is recorded. 

 

☐ 

2. Locate an Indoor Facility within the Town of Rolesville to host an in-person (not 
virtual) meeting to accommodate at least 10 – 15 people. Please plan to meet for 2 
hours—for example, at a Community Center, Church, or Co-Working Facility. Please 
confirm the rental before sending the invitation. 

 

 

☐ 

3. Email a DOODLEPOLL to those on your team (Architect/Builder/Permit/Sales) you 
wish to attend, as well as all required parties listed below. Please provide three different 
dates and times (do not use more than one date or time) at least 7–10 business days after 
the survey is sent. *Reminder to please include at least 15 minutes to set up and clean up if 
necessary. 

☐ 
4.) After confirming the date that all required parties can attend and confirming an indoor 
meeting location, please send a calendar invitation and a complete set of signed plans 
(or a link). 

2.) Contacts 

Town of Rolesville 

☐ 
Stephen Wensman- 
Plan. Dir. (REQUIRED) 

swensman@rolesvillenc.gov  984-251-2492 

☐ 
Michael Elabarger- A. 
Plan. Dir. (REQUIRED) 

melabarger@rolesvillenc.gov 984-251-2364 

☐ 
Michele Raby- Planner 
II-CZO (REQUIRED) 

mraby@rolesvillenc.gov 984-251-2365 

☐ 
Jacqueline Thompson- 
On-Call Town Engineer 
(REQUIRED) 

Jacqueline.Thompson@bolton-menk.com  919-417-6753 

 
Charlie Betancourt-
Molina- Bolton & Menk 

Charlie.Betancourt@bolton-menk.com 984-302-1844  

☐ 
Rose Bower- Permitting 
(REQUIRED) 

rbower@rolesvillenc.gov 984-251-2366 

☐ 
Tanner Hayslette- 
Planner I -Signs, Permits  

thayslette@rolesvillenc.gov 984-251-2431 

☐ 
Jacob Butler- 
Rolesville Fire Division 
Chief (REQUIRED) 

jbutler@rolesvillenc.gov  919-556-2064 

https://www.google.com/url?sa=t&source=web&rct=j&opi=89978449&url=https://doodle.com/en/product/polls/&ved=2ahUKEwjXndbvnImSAxUpM1kFHZOfIe0QFnoECAwQAQ&usg=AOvVaw39Pm-gy4g9ba_ibPxveLUQ
mailto:swensman@rolesvillenc.gov
mailto:melabarger@rolesvillenc.gov
mailto:mraby@rolesvillenc.gov
mailto:Jacqueline.Thompson@bolton-menk.com
mailto:Charlie.Betancourt@bolton-menk.com
mailto:rbower@rolesvillenc.gov
mailto:thayslette@rolesvillenc.gov
mailto:jbutler@rolesvillenc.gov


2 | P a g e 

 

 

City of Raleigh Public Utilities 

☐ 
Chris Hurt-Sr. Eng. 
Insp. (Optional) 

chris.hurt@raleighnc.gov 984-272-9417 

☐ 
Decarus Vinson- Eng. 
Sup. Mgr. (REQUIRED) 

decarus.vinson@raleighnc.gov 919-868-0526 

 
 

  
 
 

 

Wake County Fire Services 

☐ 
Stephen Wolf- Dep. Fire 
Marshal (REQUIRED) 

stephen.wolf@wake.gov 919-410-4682 

☐ 
Brittany Lingle- Dep. 
Fire Mar. (Optional) 

brittany.lingle@wake.gov 919-856-6332 

 
 

  

Wake County Inspections & Plan Compliance 

☐ 
Mike McLamb- Inspections & 
Permits Director- (Optional) 

michael.mclamb@wake.gov 919-524-2914 

☐ 
Randy Bennett- Permits 
Administrator - (Required) 

randy.bennett@wake.gov 919-856-2894 

☐ Kenny Dorman- Insp. Admin. 
(Optional) 

k.dorman@wake.gov 919-524-4623 

☐ 
   

NC Department of Transportation (NC DOT) 

☐ Joshua Zhang (Optional)  jpzhang@ncdot.gov 919-814-6115 

☐ Jeff Womble (Optional) ext-jlwomble@ncdot.gov 336-504-0474 

    

mailto:chris.hurt@raleighnc.gov
mailto:decarus.vinson@raleighnc.gov
mailto:stephen.wolf@wake.gov
mailto:brittany.lingle@wake.gov
mailto:michael.mclamb@wake.gov
mailto:randy.bennett@wake.gov
mailto:k.dorman@wake.gov
mailto:jpzhang@ncdot.gov
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3. Topics for discussion * The Complaints Contact information will be 
shared on the website. 

 

a. Noise Ordinance- TA-19-05, Ordinance 2024-O-36* Enforced by 
Rolesville Police non-emergency 919-556-7226. 

o Blasting activity is allowed between 10:00 a.m. and 6:00 p.m. 

o Construction activity is allowed between 8:00 a.m. and 6:00 

p.m. 

o Please email the town a complete Construction Activity 
Notification Form at least 72 hours (3 business days) before 

blasting. 

Reviewed 

b. Buring- Town Code Section § 93.10 –No Open Burning and 

§ 93.11. A Fire Service Burn Permit from the North Carolina 
The Forest Service does not grant permission to burn within town 
limits. 

Please contact the Rolesville Fire Chief with any questions at 
919-556-2064. 

Reviewed 

 

Complaints Contact: 

 
Company Name: Email/Phone 

 
 

c. City of Raleigh Public Utilities Approval—An acceptance Email, 
Letter or Stub Permit must be received before a building 

permit is issued. 

Reviewed 

d. If a structure exists on site, obtain a demolition permit and 

confirm if Asbestos Mitigation is required. *RFD may be interested 
in using the structure for training exercises. 

Reviewed 

e. Dust Control – The Developer or Contractor shall mitigate dust 
transfer off the property, and should determine which practices 
accommodate their needs according to specific sites and 

weather conditions. 

Reviewed 

f. What Road or Street will the construction entrance be on? 

 
1. ______________________________________________________ 
 

2. ______________________________________________________ 

Reviewed 

g. On-Site Staging- Where will your on-site staging area be prepped 

so that all worker parking and all deliveries/suppliers can get onto 
the site during the extent of construction? 

Reviewed 

h. Sidewalk disruption- If sidewalk disruption occurs, contact 
Jacqueline Thompson- 919-417-6753-Jacqueline.thompson@bolton-
menk.com to discuss how to mitigate the disruption and where to 

locate a walking path for residents. 

Reviewed 

mailto:Jacqueline.thompson@bolton-menk.com
mailto:Jacqueline.thompson@bolton-menk.com
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i. Road Lane Closure - Please notify the Town at least five (5) 
business days in advance of a road closure, water shut-off, etc., 

so that the Town can broadcast the dates and times to Town 
residents and Emergency Services. 

Reviewed 

 

3. Permits- Vertical Building Permits may be applied for only after an 

FSP has been approved, signed, and recorded with the Register of Deeds, 
AND after the City of Raleigh has issued a Conditional Letter of 
Acceptance. 

*** A permit submitted with a zero, i.e.. 0 S Main will be withdrawn. 
a.) Plan set approved Reviewed 

b.) City of Raleigh Conditional Letter of Acceptance received Reviewed 

c.) Create an account on the Wake County Permit Portal. This portal 
will be where applicants apply for all building permits, review 

inspection comments, pay the combined Town of Rolesville/Wake 
County fees with a credit card, schedule inspections, and print 
building permits and certificates of occupancy/completion. 

 
Reviewed 

d.) Create an account on the City of Raleigh Public Utilities Permit 
Portal. This portal will be where an applicant pays with a credit 
card for each lot's Water Meter/ Stub and Irrigation (if applicable) 

permit 

Reviewed 

e.)  Common Permit Types- Please contact Rose Bower, Permitting, 
at rbower@rolesvillenc.gov or Tanner Hayslette, Planner I, 

thayslette@rolesvillenc.gov with any questions. 
 

* Amenity Centers require SDP approval and a separate review. 

* Cabanas, Gazebos, Hot Tubs, Playgrounds (including Tot Lots), 
and Pools require separate permits. 

* Construction Trailer- LDO Section 5.2 Accessory Uses Include a 
Pump and Hall contract if applicable. 

* Dumpster Enclosure 
* Irrigation permits require 2 permits. 1). from Wake County 

(Plumbing trade) 2). The City of Raleigh backflow and meter. 
* Mail Kiosks require separate permits 
* Model Homes require three permit types (CBPR, RBPR, and 

RABS). COs and COCs will not be issued until the sales office is 
converted back to a single-family dwelling. 

* Retaining Walls - Each retaining wall requires a separate permit if 
it is located on a different PIN. 

 
 

 
 
 

 
Reviewed 

mailto:rbower@rolesvillenc.gov
mailto:thayslette@rolesvillenc.gov
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* Signs- Development signs may not be erected until the SDP or 
FSP is approved and recorded. Please contact Tanner 

Hayslette at thayslette@rolesvillenc.gov and review LDO 
Section 6.1 for important information on signage. 

f.)  A Foundation Verification Survey may be required if a building 
is placed within two feet of a setback line.   

Reviewed 
 

 

g. Wake County performs inspections for the Town of Rolesville. To 
request an inspection, please call 919-856-6222. 

Reviewed 
 

h. Jacqueline Thompson (Bolton & Menk) performs Engineering and 

Infrastructure Inspections for the Town of Rolesville. Please 
contact Jacqu at 919-417-6753 or Jacqueline.thompson@bolton-
menk.com.  

 
     Town staff will not issue a Certificate of Occupancy until they 

receive a copy of the permit card with Jacque’s signature or 
an email clearing the permit. Please allow 2 business days for 
CO processing.  

Reviewed 

i. Temporary Certificates of Occupancy are issued upon request after 
Wake County approval. Please contact Rose Bower for additional 
information. 

Reviewed 

 

               

 

mailto:Jacqueline.thompson@bolton-menk.com
mailto:Jacqueline.thompson@bolton-menk.com
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Project:         Date: 

 

Meeting Sign-In Sheet 
 

Name/Company/Agency Email Contact Number 

STEPHEN WENSMAN- 

PLANNING DIRECTOR 

swensman@rolesvillenc.gov  

MIKE ELABARGER- ASST. 
PLANNING DIRECTOR 

m.elabarger@rolesvillenc.gov 
 

984-251-2364 

MICHELE RABY- PLANNER II- 
CURRENT PLANNING 

m.raby@rolesvillenc.gov 984-251-2365 

TANNER HAYSLETTE- 
PLANNER I- LONG RANGE 

PLANNING/ MOBILITY/SIGNS 

thayslette@rolesvillenc.gov 984-251-2431 

ROSE BOWER-  

Permitting 
r.bower@rolesvillenc.gov 984-251-2366 

   

   

   

   

   

   

   

   

   

   

   

   

   
 
 
 

 

mailto:swensman@rolesvillenc.gov
mailto:m.elabarger@rolesvillenc.gov
mailto:m.raby@rolesvillenc.gov
mailto:thayslette@rolesvillenc.gov
mailto:r.bower@rolesvillenc.gov
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RESIDENTIAL (FSP) PERMIT TYPES 

 
Here is a list of proposed permit types you may need. 

 
• Important information from Wake County regarding a change to portal accounts. 

Please visit the Wake County Permit Portal for more details. Each subcontractor 

must have a portal account. 
 

  
  
Single-Family (detached) and Single-Family (attached, i.e., Townhomes) require the 

following:  
• Use this permit type for both single-family dwelling unit applications (RBPR).  

  
Commercial Sales Offices also require:  

• Use this permit type to convert the dwelling unit into a commercial sales office 

(CBPR).  

  
• Use this permit type to convert the sales office into a dwelling unit (RABS).  

  
  

  
  
  

https://www.wake.gov/departments-government/planning-development-inspections/permit-portal-guide-tutorials
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Demolition/ Relocating, and Well or Septic Abandonment (*if not previously removed 
under CIDs)  

  

  

  

  
  

Wake County Land Disturbance *Please contact Wake County Watershed Management 
for details.  

  

  

  

  

https://www.wake.gov/departments-government/water-quality-division/watershed-management-erosion-sedimentation-control-floodplain-and-stormwater-management/stormwater-and-environment/watershed-management-planning
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Amenity Centers, pools, cabanas, and hot tubs require SDP approval and separate 
permits. For more information, please refer to the SDP checklist on our website 

under Pre-Construction Meetings.  
  
Neighborhood entrance signs require a Wake County Permit and compliance with the 

Town of Rolesville Land Development Ordinance. Please visit the Sign Permit 
webpage for further information.  

 
 
  
Retaining Walls require separate permits for each lot (PIN). Please contact Wake 

County Permit and Inspections for further information.  

  

  
The City of Raleigh requires a separate portal account to establish service and pay 
fees. Please visit the City of Raleigh Permit Portal for details.  

  
Important contact information:  

Town of Rolesville – permitting staff  
• r.bower@rolesvillenc.gov       984-251-2366  
• t.hayslette@rolesvillenc.gov       984-251-2431  

 
Wake County Permits and Inspections  

• 919-856-6222  

 
City of Raleigh Public Utilities  

• 919-996-3245  
 
 

 
 

 
 
 

 
 
 

 
 

https://www.rolesvillenc.gov/planning/pre-construction-meetings
https://www.wake.gov/departments-government/planning-development-inspections/permit-portal-guide-tutorials
https://www.rolesvillenc.gov/sites/default/files/uploads/rolesville_ldo_-_section_6.1_-_signs.pdf
https://chrome-extension/efaidnbmnnnibpcajpcglclefindmkaj/https:/www.rolesvillenc.gov/sites/default/files/uploads/sign-permits.pdf
https://chrome-extension/efaidnbmnnnibpcajpcglclefindmkaj/https:/www.rolesvillenc.gov/sites/default/files/uploads/sign-permits.pdf
https://www.wake.gov/departments-government/planning-development-inspections/permit-portal-guide-tutorials
https://www.wake.gov/departments-government/planning-development-inspections/permit-portal-guide-tutorials
https://raleighnc.gov/permits/services/permit-and-development-portal-help-center
mailto:r.bower@rolesvillenc.gov
mailto:t.hayslette@rolesvillenc.gov
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Single-Family Detached Dwelling Unit Fees 
 
*All new dwellings within corporate limits or ETJ pay the same fee.                                         
             

  New residential Zoning permit    $150 

Building permit processing fee $100 

Single-family residential right-of-way improvement 
(sidewalk and driveway inspection) 

$200 

Recreation Development Fee *per lot $3,200 

Transportation Development Fee *per lot $3,200 

 
              Estimated Total of Building Permit Fees 

$ 6,850.00 

 
 
 

 
 
Single-Family Attached (Townhome) Dwelling Unit Fees 
 
*All new dwellings within corporate limits or ETJ pay the same fee. 

  New residential Zoning permit    $150 

Building permit processing fee $100 

Single-family residential right-of-way improvement 
(sidewalk and driveway inspection) 

$200 

Recreation Development Fee *per unit $3,200 

Transportation Development Fee *per unit $2,400  

 
              Estimated Total of Building Permit Fees 

$ 6,050.00 

 
 
 
 
 
 

Residential Building Permit Fee Worksheet. 
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Single-Family Attached (Multi-Family & Townhome) Dwellings Unit Fees 
*All new dwellings within corporate limits or ETJ pay the same fee. 

  New residential Zoning permit    $150 

Building permit processing fee $100 

Single-family residential right-of-way improvement 
(sidewalk and driveway inspection) 

$200 

Recreation Development Fee *per unit $3,200 

Transportation Development Fee *per unit $2,400  

 
              Estimated Total of Building Permit Fees 

$ 

 
 
 

 
Single-Family Attached (Senior Multi-Family) Dwelling Unit Fees 
*All new dwellings within corporate limits or ETJ pay the same fee. 

New residential Zoning permit    $150 

Building permit processing fee $100 

Single-family residential right-of-way improvement 
(sidewalk and driveway inspection) 

$200 

Recreation Development Fee *per unit 
Senior multi-family apartments 

$1,000   x 
 
_________ = 
 
$_________ 
 

Transportation Development Fee *per unit $2,400  x 
 
_________ = 
 
$__________ 
 

 
              Estimated Total of Building Permit Fees 

$  
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Miscellaneous Fees 
 

- Amenity Center- Please see the Non-Residential worksheet for fees 

 

- Town of Rolesville- Infrastructure Fees 

Inspection of other field improvements: Actual cost-net 30 billing 

 
- Town of Rolesville- Sign Fees 

Permanently mounted $75 per sign 

Building Permit Processing Fee $100 

Zoning Permit Fee $50 

 

 
 
*Please use this worksheet as a cost estimator. This fee sheet is intended as an estimate 

and does not include all applicable fees. Fees may change.  
*Important note: City of Raleigh Public Utilities and Wake County Permit and Inspections 

assess permit fees to be paid upon approval of the permit application and before the Town 
of Rolesville issues a building permit. 
 

City of Raleigh Public Utilities- Fee Schedule  
Town of Rolesville- Schedule of Fees 

Wake County Inspections & Permits- Fee Schedule 
 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

https://www.google.com/url?sa=t&source=web&rct=j&opi=89978449&url=https://raleighnc.gov/permits/services/connecting-water-and-sewer-services&ved=2ahUKEwjNnofpkq2LAxVIMlkFHabFLWcQFnoECA0QAQ&usg=AOvVaw1Qj30x1lbAE-kPiqJW6_5a
https://www.rolesvillenc.gov/sites/default/files/uploads/financial-documents/fy24-25-adopted-budget.pdf
https://www.wake.gov/departments-government/planning-development-inspections/inspections-permits/inspections-permits-fee-schedule
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