Town of Wake Forest
Staff Services Guide

Prefix for each extension is 435 unless otherwise noted

Administration
Mark Williams, TOWN IMaN@Eer.....ccoccuuiiiiiiiieeieiiieeeesiieeeesrieee s svaee e s sirnee s snaee s 9411
Roe O’Donnell, Deputy TOWN Man@ger.......cccoecuieeiiiiieeenniieeesniieeessieeeessnineeeens 9412
Deeda Harris, TOWN CIEIK ....uuueeeeieieieiieiieieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeereeeeeeeeeeeeeereeeeeeeeees 9413

Administration includes the Town Manager's Office, Deputy Town Manager, and Town
Clerk. The Town Manager is the Town’s chief administrator and is responsible for
implementing the Board of Commissioners’ policies. The Deputy Town Manager
supervises the Engineering, IT, Public Works and Public Safety Departments and
coordinates special projects. The Town Clerk gives notice of Board of Commissioners,
Joint Public Hearings, and Planning Board meetings, prepares the agenda and records
proceedings. The Town Clerk is also the custodian of all permanent Town records and
keeps track of appointments and terms for boards and commissions.

Board of Commissioners — Agendas & Meeting Minutes
[DICY<Ye =T o =T PR 9413
LIET 1810107217/ o To Lo 1 2P 9491

Board of Commissioners — Point of Contact
[DIY<Ye T =Y LT 9413
Y T AT AT LT 0 LT 9411

Bulk Mailing Postage
[DIY<Ye T =Y LT 9413
LT oY a1 o =i 1o TP 9467

Cemetery Plots
BOtEY POAICO ettt e e et e e e e e e e et et e e eaeaeeeeas 9573
V1l S = o o USSP 9571

Clean Natural Gas
RO O DONNECI ettt e e et e e s et ee e s e e e aaeeeenaaeeeeranaesenannn 9412
JONN TEI T et e e e et e e e e e eeeeeeeeaeeeerenaeserennaeseennnn 9572

Copier — Town Hall
TOM LABAIEE vttt e e ee e e e e e se e e e e seeeseeeeeeeeeeeeeeeeserererereeeeees 9501
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Document Storage - External
(D LY=o F- I o =T o RSP 9413
ATLEEN STAPIES ...ttt e e e e e e e e e erar e e e e e e e seanes 9461

Flower Orders — Birth, Bereavement, lliness
TrCIa MANONEY ... e e e e e e e e e e e e e as 9492

Joint Public Hearings
(DL=Y =T F- I o =T o USSP 9413

Planning Board — Agendas & Meeting Minutes
[DL=T=Te T o T USRS 9413

Taxi Service Inquiries
BLCT<To b I o oY £ U 9413
Captain MY .ottt neneeee 9594

Facilities Maintenance - Town Hall, Community House, and other Town Facilities
ol =NV 2 ¥o ol =1 | L= SR 9455

Volunteer Guest Services Program

ATLCEN STAPIES ..eii ettt s e e e et e e e e a e e raeeeeaan 9461
NEY e Lo LTI @ o =1 i o 9467
2 Revised Feb. 14, 2011



Town of Wake Forest
Staff Services Guide

Prefix for each extension is 435 unless otherwise noted

Communications

Bill Crabtree, Public Information OffiCer .......ccovvvvuvuvmvmieiiiiiiiiiiiiiiveieveveveveveveeeees 9421

The Communications Department is responsible for keeping the residents of Wake
Forest informed about Town programs and services, as well as the actions of the

Town government. The department is also responsible for developing newsletters,
brochures, electronic and e-mail communications with citizens, videos, press releases,
and other informational materials, as well as managing content on the Town's website
and Community Channel 10. The Communications Department works with the

local media by providing information, arranging interviews and acting as a spokesperson
for the Town.

Audio/Video — Board Chambers and Conference Rooms
Bill CrabtrEe cooiii it e e e e e bbb e e e ean 9421
oY g I = 2 -1 =P S 9501

Centennial Blankets
2T L O] o] (=TI PPN 9421

Community Calendar
2T L O] o] (=TT 9421
TS AV = T o g Y Y o TP 422-8038

Community Channel 10 (Channel 10 ads, Focus on Wake Forest)

Bill Crabtl@e ettt ettt e e e et e s ettt e s e e taaessetanaaesesannesesennn 9421

TSI Y = T o1 1Yo o TR 422-8038
Connect-CTY

Bill Crabtl@e ettt et e et e e et e e s ettt e s e etaaessetaaaesesannesesennn 9421

TSI Y = T o1 1Yo o T 422-8038

Connections...100 Years of Wake Forest History
Bill CrabtrEe ...ueveee et ea s 9421

Employee Newsletter - Talk of the Town
T V7 =Y ] 0 0] o S 422-8038

Engraved Brick Pavers

2T =] oY (=TT TR 9421
TS AV = T o1 Yo Y o I 422-8038
3 Revised Feb. 14, 2011



Town of Wake Forest
Staff Services Guide

Prefix for each extension is 435 unless otherwise noted

E-Notifier, E-News, Town Manager’s Weblog
21RO =] oY =T I 9421
TS Y/ =Y ] 0 0] o SRR 422-8038

Media Relations
2T L O] o] (=TT 9421
TS AV = T o1 Y Y o TR 422-8038

Press Releases
2T L O] o] (=TT 9421
TSI Y/ = T o1 1Yo o T 422-8038

State of the Town
Bill Crabtl@e ettt et e et e e et e e s ettt e s e et aaessesaaaeserannesesannn 9421
TSI Y = T o1 1Yo o T 422-8038

Town Publications (Our Town, THE WEEK AHEAD, Brochures, Fact Sheets)

21T O =] o (=TT TR 9421
TS Y T 1 g Yo ] o IR 422-8038
Website
21T O =] o (=TT 9421
TS AV 1 1 g Yo ] o IR 422-8038
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Engineering

Eric Keravuori, Engineering Dir@CtOr.........uuuuuuueieiiiiiiiiiiiiiieiiieieveeeveveeeeeeeeeeeeeeeeeeee 9441

The Engineering Department maintains responsibility in all phases of engineering for the
Town, including construction inspection, traffic engineering and traffic signals, signs and
marking.

Bus Service
Lol (=] =140 Lo o N 9441

Construction Inspections - Northeast Wake Forest
SEEVE IVIBY RN ..ttt e e e e e e e e e e et e e e e e e e eeseeats s e eeeeeeseresnsnannanas 9447

Construction Inspections - Northwest Wake Forest
BIAKE HalBY .oeeiiiiieiitteieei et e e e e e r e e eean 9446

Construction Inspections - Southeast Wake Forest
ALJONES ottt ——— 9444

Construction Inspections - Southwest Wake Forest
Bryan SMith ..o e e a e 9445

Engineering - Consulting Firms List
Y o (ol (=] = 1 VAU o] o OO PP PP UPPTOP RPN 9441

Engineering - Manual of Specifications and Standards
Yol u o |V, 11 LTSRS 9442
[ Toll (=T = 1V U (o] o OO PPPPPPPRPRR 9441

Engineering - New Products Approval
[ Lol (=T = 1V U (o] o USSP PPPPPPRPRR 9441
AL JONES oottt e e e e e s e e et e e e e ate e e e abaaeeeenaraeeeanans 9444

Erosion Control Design
HOIIY SPIING ottt e s e e e s e e e e s are e e e e nnaeaeas 9443

Erosion & Sedimentation Control

HOIY SPIING ot e e e e s aa e e e e e aae e e e s nraeaeas 9443
SCOTE IMHIES ettt e e e e e et bae e e e e e e s eeasbbaeeeeeessenansbeeeees 9442
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Greenway Design
HOIIY SPIINE ceeiiiiieieee e e et e e e e s e abbar e e e e e s eesnsbsreeeeeeenas 9443

Roadway Design
Lol =T =140 [0 o [P 9441

School Zones - Crosswalks
Lol =T =140 [0 o [P 9441

Stormwater Issues (Flooding, Excessive Runoff)
1Yol 1Y, 1L 9442
HOIY SPIING ottt et e e s e e s aae e e s e nareeee s 9443

Stormwater Pond Design
Yol u |V, 11 LTSRS 9442

Stormwater Pond Maintenance
Yoo ) 4 A\, [ =TT 9442

Temporary Street Closure Requests
g Tol (=T = 1YL U Lo o TP P PP RUPRPPON 9441

Town Road Construction Projects
HOIY SPIING ottt e s e e e e ba e e e s aae e e e s nnnaeaeas 9443
[ ol (=T = 1V U (o] o IR 9441

Traffic Issues (Signs, Speeding, Traffic Calming)

L ol =T =140 [0 o [P 9441
Y olo ] 1 V7 L= TP 9442
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Finance

Aileen Staples, FINANCE Dir€CLON ......uiiiviiiieicriiee ittt seee e 9461

The Finance Department is responsible for general oversight and direction of treasury
functions such as debt and investment management, cash management, financial
statement preparation, annual audit, Budget, Capital Improvements Plan, internal
controls and fiscal policy.

Accounts Payable/Receivable

Claudia Bradl@Y .....ccceieeurrieeieeie ettt eeeestaere e e e e e s e esbbareeeeeseesnsaneeees 9464
LV = = 1U e | =R UUSRRPPSPN 9465
(2T = D o] o T o= o o U 9463
[ LY A T o Tl o T 1o V=P 9462

Bank Draft/Credit Card Draft

[ YA A0 YU o | =3 RTRPRR 9468
LY LS olo ] i AP 9470
T o T\ 11 - USSR 9471

Bank Statement Reconciliation
BraXtOn PerTY ..ottt e e e e e e e e et e e e e e e e e e aeaebaaan 9462

Bid Processing — Formal and Informal

2 0o AV D 4 V7= PRSP 9474
Budgets
ATLCEN STAPIES . .eii ittt e e bae e e e e 9461

Budget Amendments
ATLCEN STAPIES . ettt e s bae e e e e 9461

Capital Improvements Plan

ATLCEN STAPIES . .eii et e e e e e e s e e e e e e e e raeeeeaan 9461
ChurchNet
MaAry HItCRCOCK ..ceouevieeeciiie e e e e e e 569-0020

Commercial Utility Information
Patti CAUIE.cciiiiiiiiirieeeie e e e e e e e e b aeeeean 9468
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Prefix for each extension is 435 unless otherwise noted

Customer Assistance Programs
(DAY 2 o 111V o TR 9466

Customer Service

DN A 2T o 1YLV o PN 9466
T e (o T\ T - USSP 9471
[T TR Yolo ] o AT TPPTPTPPPN 9470
[ Lt Or= TV o | [T TTPTPTPPPN 9468
YT To [=Ye 12 50T 1T PPN 9469

Customer Service Technicians
oY A= [o I =T o =T ST O 9472
(60T ¢= VN [o] o g Yo o ISP 9473

Debt Management (Bonds, Installment Notes, etc.)

ATLCEN STAPIES . ettt e e s bae e e e e 9461
Debt Set-Off Services

DTSV =T 0 )Y,V o T 9466

T o T LI O o = it 1 TP 9467

Energy Audits — Residential
DTV =T 0 11,V o 9466
(YY1 (o I o= T =T PP 9472

Financial Reports
ATLEEN STAPIES ..ttt e e e e e e e e e e ereeeeeeseanes 9461
[ LYl o Tl o T 1o V=P 9462

General Accounting/Financial Questions — Account Detail Information
ATLEEN STAPIES ...ttt e e e e e e e e e bbb ereeeeeeseanes 9461
[ LY A T a1l o T 1o V=P 9462

H.O.P.E. Energy Assistance Program

(D] =XV 2T 0 ).V o T 9466
Inventory
CNEIS BASS tevuuieiiirneteeiiiee ettt s et tte s ettt e s eettaeseeetansesstenssessasnssestsnssestensssesennnns 9475
B o Yo Lo 1 [0 )Y /IR 9476
T T CT= V1o 1] TR 9477
2 0o AV D 4 V7= PP TUTPPP 9474
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Prefix for each extension is 435 unless otherwise noted

Investments/Cash Management
ATLEEN STAPIES ..ttt e e e e e e e e e aereeeeeeseanes 9461

Load Management

[ OV o | [T TPPTRTPPPN 9468
D NN 2T o 111V o PN 9466
T e o T N1 - USSP 9471
[T TR Yolo ] o AT PRPTPTPRPN 9470

NWS Accounting Software Issues
LaVerne HardiNg .......uueeeee ittt e e e e e e e ae e e e e e 9462
ATLCEN STAPIES . et it e e bae e e e e 9461

Outstanding Assessments
BraXton PeITY ...ttt ettt e e e e e e e e e e e e e e e e e e e e eeeeeeeaeaaaaeas 9463
ATLCEN STAPIES . et ittt et e s s bae e e e e 9461

Payroll/Direct Deposit

LV = = 1U e | =SSP UPPPPPRPN 9465
LaVerne HardiNg ..occ.uueei oottt et e e e e e e e s aaeee s 9462
2T o] T =1 o Y PP PPPPPPPPPPPPPN 9463

Privilege License (Business)
VICKIE CAUAIE ...t e e ee e ree e e e e e e eeaaraeeeeeaeesennnes 9465

Property Taxes
ATLEEN STAPIES ..ttt e e e e e e e e e e e e e e e e e seanes 9461
Wake County Revenue Department........cccecvvveeeieeiiiiciiineeeeeeceeeeirreeeeee e 856-5400

Purchasing/Warehouse

T Te AV DT YT PP 9474
GRS BaASS ciietitieeiee e e i ittt e eeeitre e e e e e e et e e e e e e sesnbbaeeeeeeeseeasbbareeeeessenansreeeees 9475
LI o e I 2 1011y TR 9476
YL T G Y11 =T SRR 9477
Receptionist
N T Lo 11T @ o T 1 i 110 TP 9467
YT To [=Yo 12 5/ T 1T PR 9469
(00T =1V o] o1 3 Yo o 5SS PER 9473
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Se Habla Espanol

gl R\ E T PR 9471
Utility Billing

[ L A IO YU o | =T PRRN 9468

1Y 1 Lo L= I Lo LT 9469

Utility Payment Processing

T e o T\ T - USSP 9471
LESHE SCOLE. ittt ettt et ee e et e sbe b aesanesbeaesbenbesnnsesseenses 9470
YT To [=Yo 12 5 0T 1T TPRRPRPRPN 9469
[ LG0T | T UTTRRRRPRP 9468

Vendor Information/Questions

2 0o AV DT 4 V=T PR 9474

(0o I = T R TR 9475

oY [0 Il 510 )Y LT PR 9476
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Prefix for each extension is 435 unless otherwise noted

Human Resources

Tammy Moody, Human Resources Dir€CtOr.........coovviveeiiiiieeeiniiieeenieeeeenieeeenn 9491

The Human Resources Division is responsible for employee relations, employee
grievances, retirement issues and classification and compensation. Also, this division is
responsible for issues regarding property damage, injuries or potential liability claims,
safety standards for Town Hall buildings.

All NWS Human Resources Inquiries

TaAMMY MOOY ..ceiiiiiiiieiiiee ettt e e e st e e s s ae e e e s beeeeesssaeeeeeseeeeenans 9491
TrICIA MANONEY ..t e e e e e e e e e e sbrraereeeeeas 9492
T o] 4T SRS 9493

Applications - Open Positions, Status of Applications, Interviews
TrICIA MANONEY ..t e e e e e e e e s e sbrraereeeeeas 9492
T o141 S 9493

Benefits Information & Changes
MIEZE FrankIin ...eeeeeeeeeee et s e s reee s 9493

Benefits Program Development
TrICIa MANONEY ... e e e e e e e e e e e e e e e as 9492

Employee Relations & File Inquiries
TaAMMY MOOY ..ciiiiiiieieiieee ettt e e s e e s s e e e s s sbe e e e ssabaeeesssaeeesnans 9491
MIEZE FrankIin ...eeeeoeeee et e s s aae e s 9493

Employee Classification & Compensation
TaAMMY MOOY .ciiiiiiieiiiieee et e e st e e s s e e e e s sbe e e e ssabaeeesssaeeesnans 9491

Employee Events & Appreciation Incentives
TriCia MANONEY ..t e e e e e e e bae e e e e aaeeeeaans 9492

Employee Grievances
TAMMY MOOAY ..coiiiiieieciieee et e e et e e e st e e e s are e e e essbaeeeeesseeeanans 9491

Evaluation List & Employee Roster
Y 1 4 I o = o] 41T [T 9493
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Environmental Safety Issues
BEN NAPISTEK...ciiiiiittieeie e e e e e e e e e bbb ae e e e e ean 9494

Facility Safety Issues
BEN NAPLSTEK . ceiiieeeeee e e e e 9494

Family Medical Leave Act
TrCIa MANONEY ... e e e e e e e e e e rrra e e e e e e as 9492

Health Fair & Wellness
TrCIa MANONEY ... e e e e e e e e r e e e e e as 9492

Meetings: Financial, Training & Development
TrICIa MANONEY oot s e e e e bae e s s s baeeesnans 9492

Name Badges
Y LA I S =1 011 o TR 9493

Performance Appraisals — All Inquiries
Y T o] T U 9493

Public Inquiries — Property Damage, Liability Claims

BEN NAPISTEK. . uviiiiiiiiee it e s e e s e e e e are e e e e nraeee s 9494
Recruiting
TrICIA MANONEY ..t e e e e e e e e e sbrraereeeeeas 9492

Recycling/Disposal of Solid Waste — Internal
BEN NAPISTEK...ciiiiiitieeeie et e e e e e e e bbb e e e e e ean 9494

Retirement Issues
LT 1810107217/ o To Lo 1 2P 9491

Short-Term/Long-Term Insurance & Disability Retirement
TrCIa MANONEY ... e e e e e e e e e e e e e e e e as 9492

Safety Policies - Internal
BEN NAPIStEK .o e e e 9494

12 Revised Feb. 14, 2011
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Information Technology

Tom LaBarge, IT DIir@CEON .....uueieiiieiiieieieieieteeeeeeeeeeee et ee e eeeeeeeeeeeeeeees 9501

The IT Department is responsible for establishing, planning, and administering the
overall policies and goals of the IT Department. The department also collaborates with
other Town departments to establish goals and priorities in order to meet the
organization’s overall technology requirements.

Computer Systems

23] o1 ad 1 =1 o PR 9502
(240 o3 CToY o o] o TP 9503
oY g I = ] 2 -1 = PN 9501

Desktop\Networked Printers

270 o ad 1 =1 o PR 9502
(24 o T €Y o [ o TR 9503
oY g T = ] 2 -1 = PN 9501

CenturyLink Phones

7o) o X 21 =1 o IR 9502
[240] o 1 CTo Yo [o] o HFT TR 9503
TOM LABarge ..ttt e e e e e e e e e e e e e e e eaaabaaan 9501

Network Infrastructure

=T0) o X A1 4 =1 o INUUT ORI 9502
[240] o X CTo 1o o] 2 WETIETUUUTUTT O PRPRRPPTI 9503
TOM LABAIEE ettt ettt et ettt e e e e et et e e et e eeeaeeeeaeeaeaaeeaeaeaeens 9501

Geographical Information Systems (GIS)

Y [ 1 0T 11 o [ ] o TR 9504
TOM LABAIEE ettt ettt ettt et et e e et e e et e e et e eeeeeeeeeeeaeaaeeaaaeaeens 9501
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Parks & Recreation

Ed Austin, Interim Parks & Recreation Dir€Ctor ......ccccccvvvvvvvvvvrevvreereenrererererenenns 9562

The Parks & Recreation Department is responsible for development and maintenance of
all Wake Forest parks and rental facilities, development and implementation of seasonal
programs for adults and youth at Town parks and buildings and advertising of same.
Parks & Recreation is also responsible for all Recreation, Senior and Youth Advisory
Boards scheduling and oversight.

Advisory Boards — Recreation, Senior Center, Youth

0o I N U1 1 TN 9562
Adult Athletics
o I N U1 T TN 9562

Ailey Young Park
o A U1 1 [PPSR 9562

Alston-Massenburg Center
B AUSTIN ettt e st e s st e e s eb e e e s areee e s 9562

Baseball League Information
B AUSTIN ettt st e e s st e st e e e e e areee e s 9562

Coach Pitch
i AUSTIN ettt et et e e e e e e e s et e e e ea e s eeaeeenseseasennsasnaseannasennesennaeeeneeannns 9562

Community House
o 1N U1 o o TSRS 9562

ROSEMArY PIMENTEL .. ..ottt e aaee s 9564

Concerts in the Park
B A USTIN ettt e et e e e et e e e et e s e et e e e etan et ena—erarnnaaaanann 9562

Cultural Arts Association
B A USTIN ettt e e et e e e et e e e et e e s e et e e e eran— et era—araranaaaanann 9562

Cultural Programs

o A U1 1 IR 9562
(0T 0 1o AV ST o =Y o o RN 9563
14 Revised Feb. 14, 2011
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Dog Park (Rules)
o A U1 1 [PPSR 9562

Dream League Baseball
o U1 a1 [ PTPTPPPPPN 9562

E. Carroll Joyner Park
B AUSTIN ettt e e s st b e e s e areee s 9562

Facility Maintenance
MICKEY ROCNEIIE ... e e e e e e e e 9455

Facility Rentals
o AN U] 4 1o USSR 9562
ROSEMArY PIMENTEL....iiiiiiiieieee e aae e s 9564

Flaherty Park Community Center
(O] a Lo AV =T -=F o o F PSPPI 9563

Flaherty Park Phase Il
o Y U1 [ IR 9562

Forrest Park
o YU 1 [ TRT 9562

Greenway Trails (Construction & Maintenance)
o A U1 1 [PPSR 9562

H.L. Miller Park
o I N U1 1 TN 9562

Holding Park Pool
o U1 11 [ TTTPTPPPRPN 9562

Joyner Park Phase |
B AUSTIN ettt st e e s st e e et e e s e e ee e s 9562

Junior Baseball/Softball
o U1 1 [ TTTPTPPPRPN 9562

15 Revised Feb. 14, 2011
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Kiwanis Park
0o I XU 1 T TN 9562

Little League Baseball/Softball
B AUSTIN 1oetiiiiiiiiiiiiiiiiiiiiee e reeeereeeeeeerererererererereeseeesesesessseseseerasereseseseeesees 9562

Minor League Baseball/Softball
B AUSTIN ettt s e s st e e s sb e e s e areee e s 9562

Plummer Park
0o N UL T TP 9562

Programs & Events
(O] a Yo AV =T - =F o o F PRSPPI 9563

RecConnect Brochures
(O] a Lo AV =T =T o o F PSPPI 9563

Senior League Baseball
o I XU o o PP 9562

Smith Creek Soccer Center
B A USTIN ettt e e et e e e et e e e et e e e et e e e e ran e e era—eraranaaaanann 9562

Softball League Information
o U1 1 [ RPRRRPRP 9562

Special Events
oo AN U1 o SRR 9562
(0T 0 1o AV ST o =Y o o RN 9563

Summer Sports Camps
(@7 Yo (VA =T =T o o PSSR 9563

Swim Lessons/Registration

0o I N UL T TP 9562
T-Ball
0o I UL T TP 9562
16 Revised Feb. 14, 2011
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Taylor Street Park
o A U1 1 [PPSR 9562

Tennis Courts
0o N UL T TP 9562

Tyler Run Park
B AUSTIN ettt e e s st b e e s e areee s 9562

Vending Machine — Town Hall
B AUSTIN et st e e st e e st e e s e nreee s 9562
ROSEMArY PIMENTEL....iiiiiiiieieee e aae e s 9564

Wake Forest Community House

B AUSTIN ettt et e et e e e e eeeta e e e e s et aeeansesaasennsasnaseannarennesennaeeneeannns 9562
Youth Athletics
B AUSTIN et et e et e et e e et e e et e e e e e e et aeeansesaesennnsasnaseannarennesenneeeneeannns 9562

Youth Baseball/Softball Registration
oo Y U1 [ IS 9562

Youth Cultural Arts Programs

oo Y U1 o [ ISR 9562
(O] aTo AV =T =T o SRR 9563
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Planning
Chip Russell, Planning Dir€CtOr .......uiiiviuiieeiiiieee et e e e e e 9511
Chad Sary, Assistant PIanning Dir€CtOr........cccvvviiiiieiiiniiiee e 9514

The Planning Department’s responsibility is in all phases of planning and building
inspections, including land use and transportation planning, zoning and subdivision
administration, historic preservation, urban forestry, building and fire inspection
services, and code enforcement. There are three sections of this department:
Development Services, Inspections, and Planning Services.

Development Services

Development Services is assigned to administer many of the current planning, zoning,
and plan review functions that are part of the overall responsibilities of the planning
department. These activities may include land development, addressing, zoning
information, sign permitting, GIS mapping, subdivision review, and code enforcement.

General Questions
TEITY SAVAIY ettt e et ettt et ettt et e eeeeeeeeeeeeeeeeeeeeaaeaaaaeeaaaeeees 9510

Addressing & Street Naming

(00 Yo Y1 Y SRR 9514
Annexations

(00 = To Y1 Y SRR URR 9514

ChArliE YOKIEY ..uvveeeee ettt ettt e e e e e e e arar e e e e e e e e nsaneeees 9517

Board of Adjustment

CharliE YOKIEY ..uveeeeiiie ittt e e e e abbar e e e e e s e nsbaeees 9517
Census

(010 Yo BT 1 4RO PR 9514

CharliE YOKIEY ..uveeeeiiiiieirieeeee ettt e e e e abbar e e e e e e e naaeeeees 9517

Code Enforcements & Complaints
Charlie YOKIEY ....ueeeee ettt e e e e e r e e e e e s e neaeeees 9517

18 Revised Feb. 14, 2011
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Commercial & Non-residential Development
(010 Yo Y1 4RO PPRTRRRPRP 9514
CharliE YOKIEY ..uveeeeiiii ittt e s e e abbar e e e e e e seensbaeeees 9517

Development Permits
Charlie YOKIEY ....ueeee ettt ettt e e e e e e e e e e e s e neaeeees 9517

Development Process
Charlie YOKIEY ....ueeeeee ettt ettt e e e e e e e e e e s e neaerees 9517

Floodplain Information
(6 - To BT oY PSPPI 9514

General Development Questions

Charlie YOKIEY ... vveee ettt e e s bae e e s saaees 9517
GIS/Mapping

Y12 10 ) 4 1= o (o o KO PSPPI 9504

Charlie YOKIEY .....uveeeeeeeeeee ettt e e et e e e e e e s aae e e e snnees 9517
Landscaping

Charlie YOKIEY .....uvveee ettt ettt e e s e e e e e e s aae e e e snnees 9517

Multi-Family Developments
(0 =T BT | oY SRR 9514
CharliE YOKIEY ..uveeeeiiieiereeeiee ettt e e e e abbar e e e e e e eesnsaeeees 9517

Performance Guarantees
CRad SATY ..t e e e e e e s et e e e e s ee bt ra e e e e e eenbrarees 9514

Permanent Street Closure Requests
(010 Yo BT 1 4RO PR 9514
Charlie YOKIEY ....ueeeee ettt e e e e e e e e e e e s e neneeees 9517

Plat Review
(00T To Y- 1 Y SRR 9514
Charlie YOKIEY ....ueeee ettt e e e e e e e e e e e e neaeeees 9517

Residential Developments

(00T To Y- T Y SRS 9514
Charlie YOKIEY ..oo.evveee ettt et e e s bae e e s saees 9517
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Rezoning

CharliE YOKIEY ..uveeeeiiiiieireeeiee ettt e e e e e abbar e e e e e s e nsberees 9517
Signs

Charlie YOKIEY ...uueeee ettt et e e e e e e e e e e s e nnnneees 9517

Site Plan Review
Charlie YOKIEY ....ueeeee ettt et e e e e e e e e e s e nnaereees 9517

Special Use Permits
Charlie YOKIEY ....ueeee ettt ettt e e e e e rar e e e e e s e neaneeees 9517

Street Closings
(DY g =T A o] o 1= Tolel o | TSR 9593

Subdivision Review
(6 = To BT oY PP PP 9514
Charlie YOKIEY ...o.evveee ettt e e s bae e e s e 9517

Technical Review Committee

(00 To I Y1 YRR 9514
Telecommunications
Charlie YOKIEY .....uveeeeeeeeee ettt et e e e e e e e e e s e e e e ennnees 9517

Temporary Development Permit

CRad SATY it e e e e e s e e e e e s e bt ra e e e e e e sennbraaees 9514

CharliE YOKIEY ..uvveeeiiiiieireeeeee ettt e e e abbar e e e e e e s e nsbeeees 9517
Variances

CharliE YOKIEY ..uveeeeiiiiieirieieee ettt e e e e abbar e e e e e e e nsaaeeees 9517

Zoning Information
Charlie YOKIEY ....ueeeee ettt e e e e e e e e e e e e e e nenneeees 9517
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Inspections
JJ Carr, Inspections AdminiStrator ........covciieriviiiieeciee e 9519
Al Pruitt, Assistant Inspections Administrator........cccccevviiieeiiiiieeeniciee e 9520

The primary function of the Inspections Division is to ensure the health, safety and
welfare of Wake Forest’s residents and property owners. The duties of the inspections
department include enforcing state and local laws as well as local ordinances within the
town’s jurisdiction. The department receives applications for building (including
accessory buildings), electrical, mechanical (heating and air conditioning, gas piping),
and plumbing permits. The Inspections Department also conducts periodic and annual
fire Inspections, enforces the minimum housing code and performs plan review for all
types of permits.

General Questions
FEONT DBSK et e e e e et e e e et eeeeeeea e e seeenaeseeennnaeaanes 9531

Commercial Plan Review
LT o LYY o F TN 9523
BULCKH IMIOSES..ieiittiiieee ettt e et ettt tetaeeeeseeeeeteeabaaessseeesseesennnnssssessesessnnnns 9521

Fence Permits
(24 aToY 0 Ts F= 1\ [s [=1 0 1 =1 o TP 9528
MaArY IMCCAr@Y ...cevviuiiieieiieiieitiiiiiiee e e et etetttires s e e e e eeeeraaba e s e e eeeseaasesanasaseeeesesensrennn 9529

Fire Plan Review & Downtown Construction
F Y I 2 6 1 o AP TRPTPRTRN 9520

General Code Compliance Questions

(D 1[I o (VT A TTTPTPTPPPN 9524
[T Y 0o Tol o 1= | L= USRI PP 9522
G AT T4 A=) o <Y PN 9525
T T Lol Yo ] o TP 9527

Home Occupation Permits

TEITY SAVAIY ettt et et ettt ettt et e teee e e e et e eeeeeeeeaeeaeeeaaeaseaaaeens 9518

(4o aTe I\ [T 1 0 F= [ o ISP 9528

Y T VY ol G- | YU 9529
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Minimum Housing
Larry ROCNEIIE. ...ttt e e e e e e e bbb aereeeeeas 9522
VACANT et as 9531

Mobile Home Inspection Requirements
KEVIN WBSTOT .ttt e e e e et ee e e e e e s anreeeeeeeeas 9525
DAl PrUtt ceeeeeiee ettt ettt e e s st e e st e e s e areee s 9524

Periodic Fire Inspections & Maintenance
EFiC WISEIMQAN ettt e e et ee e e e e e anraeeeeeeeas 9526

Permits & Fees

[ gTeTaTe - 1A [o [T s o= o IR PP 9528
YTV Y (ol G- [ < P PPPPPPPPPPPN 9529
TEITY SAVAIY ettt et et ettt ettt et e re e e e e e e e e eeeeeeeeeeaaeaeaaeaeeaeaeens 9518

Residential Plan Review
BUTCI IMIOS S ettt ettt ettt e et e ettt e e e et e e s e taaeseetaaessetaanesesannnesesennn 9521
B T T e LYY= Y o LR 9523

Scheduling an Inspection
[ oT=Tot d o] T3 [ o =T PPPPPPPPPPPN 9531

Zoning Pre-Occupancy Fire Inspection Permits

TOITY SAVAIY ..ottt e e e e e e e ettt reee e e e e e e et ettt e e eeeeeeeeeasaaanaeseeeeeneessanan 9518

Y T Y ol G- | YRS 9529

RhONAa AIAEIMAN ..evviiiiiiiieeeeeee e e e e e eaarrereeeeeas 9528

ALPEUITE coeeeeceeeceee et e e et e e e e e e eeseabbbrereeeeeesnnsbabaneeeeesennnnnes 9520
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Planning Services

The Planning Services Division is responsible for small area and corridor planning,
community and transportation planning. Also involved with this department is the
historic preservation, urban forestry and design and open space and greenway planning.

Community, Small Area & Corridor Planning
(0T TN 2 (U Y =] | PRSPPI 9511

Historic Preservation — Historic Districts & Guidelines
AZNES WANMAN cciiiiiiiiiiiiieieceeeeee e e e e e e e e e e e e s e s e sesssesssennes 9516

Northeast Area Plan
AZNES WANMAN ciiiiiiiiiiiieieiecceeeeeeeee e e e e e e e e e s e e e s e s e sesesesesennes 9516

Open Space & Greenway Planning
(0T Te - ol B - 1V LSRR 9513

Public Art Planning — Vision Plan, Art Team
AZNES WaNMAN ..ot e e e e e ettt e e e e e e e e et ata i aaeeeeeeesesessannaseeaeerenns 9516

Renaissance Plan — Downtown Revitalization
AZNES WaNMAN ... e e e ettt e e e e e e e eeeata i aaeeeeeeessressnnnaaeeaaarenes 9516

Transportation Planning — Bicycle, Pedestrian, Transit, CAMPO
CaANACE DAVIS . .ueveieiiiiiee ettt ettt e e st e e st e e e e e e aras 9513
[0 1T oI S T3] | S EER 9511

Urban Design — Appearance Review
[0 1T oI S 13T =] | SRR 9511

Urban Forestry — Arbor Day, Tree City USA, Tree Maintenance and Removal
(0 TT TN 2 (U Y= | PSPPI 9511
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Public Safety

Jeff Leonard, POlICE Chief........uuuuiviiiiiiiiiiieiiiiieieveieveeeeeeeeeeeeeeeeeeeeeeeeeeeereerererereeeeees 9601

The Wake Forest Police Department is committed to the protection of life and property
and the preservation of peace, order, and safety.

Evidence
(0001 a LU ToF=] 1 [0 o K30 6150

D.A.R.E. Program

N olo) i 8 €] =] o T=1 1 o ISR SO P RRRRRRRRRP 6150
Emergencies
DISPATCN cevveeieiiiiiceee e e e e s e rrrees 556-9111

Evidence, Schedule Officer Training
THEIESA JUSINO ..ottt e e e e et e e e e e e sesnabaaeeeseeeeensbraaeeeeeeeas 9600

Firing Range Complaints

DT =] T o] o 1= Yol o F U 9593
Golf Tournament

L=y i =Yoo =Y o FO PPN 9601
ID Theft

(0001101 2 0 1T a1 ToF=] 1 [0 o K- 6150

Investigators - Substation
NANCY LY cereiiiee e s e s s e bae e e s s aaeee s 6150

National Night Out
Y olo] 1 B C1 =1 0 1= 1 2 TP 6150

Police Chaplain
ON-Call OffICOI i bbb e saeraaaaeaes 6150

Police Explorers
(600] 21010 18T a1 oF= 1 A (o] o T 6150
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Records, Parking Tickets, Court Room Rental
AUAIEY Preddy .ccceeeeeeieieieeeeeeeeeeeeeeeeeee e 9599

Reporting Crimes

(000 2010 18T 1ot AT o T TT 6150
Shop With A Cop
T8 AT AT = T =1 TS 6150

Special Olympics
=T =] 0 0V 1L T P PPPUPPPPPP 6150

Street Closures
DaAr N ABDACCRT . e ettt ettt aes 9593

Traffic Enforcement Division
(000101 2 0 1T a1 ToF=] 1 [0] o K- 6150
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Public Works
Mike Barton, PUDIIC WOIKS Dir€CtOr .....uuvuueeeeereiiiiiiiririiiirtiieierereeerererererereeerereeene. 9571
John Thrift, Assistant Public WOrks Dir€CtOr .........euvvvvevvvvvvrerriiirririererererereeeeeeenn. 9572

The Public Works Department is responsible for maintaining the Town's electric
distribution system. It also oversees the streets, fleet maintenance, and sanitation
divisions and administers the residential and commercial solid waste/recycling
contracts.

Environmental Services

The Environmental Services Division is responsible for yard waste and leaf pickup
services. Also, this department handles solid waste/recycling and bulk pickup on a
weekly basis.

Bulk Item Pick-up Scheduling (75 Ibs. or more only)
BOEEY POAICO ettt e et e e e e e et e e e e et e e eaeaeeas 9573
Y1 = 2T T o o PR 9571

Leaf Pick-up Guidelines

=T of == o o = PP PPPPPPPPPPPPPN 9575
BOtY POAICE ..ttt e e e e e e e e e e et et eteeeeeeeeas 9573
Y 2 - T o SR 9571

Major Storm Cleanup Guidelines
YT 2 - T o S 9571

Solid Waste/Recycling/Bulk Pickup (Residential Service)
27 i AV T T of TR 9573
Y 2 - T o S 9571

Solid Waste/Recycling Carts (New/Replacement)
27 i AV T T of TR 9573
Y 2 - T o S 9571

Solid Waste/Recycling (Commercial — New Service)
Y1 = 2T T o o IO P PP PP UPPPTRPRPP 9571
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Solid Waste/Recycling (Commercial Service Issues)
Y 2 - T o S 9571
2Y=] i AV T T ol TR 9573

Yard Waste Pick-up Guidelines/Issues

02T o= 1= o] o P PPPPPPPPPP 9575

Bty PaICe .. ittt e e e e e et e e e e e e aeaaraaas 9573

V1=l 2 - g o o USSP 9571
Street Division

Deceased Animal in Road
Bty PaICe ..ttt e e e e e et e e e e e e e eeaabaaan 9573

Road Repairs

(4o Y 0T 1o IV, [o Yo Y /=TT 9578
Sidewalk/Curbs
oY1= s IV, (o Yo T LI T PP 9578

Snow/Ice Treatment for Roads
(X1 a1 (o [NV, [e Yo (=S RTRR 9578

Stop Sign Repair/Replacement
BEELY POAICE ettt e e e e e e e e e e e e et et eeeeeeeeas 9573

Storm Drain/Drainage Ditch
0o TaF: | Fo [ 1Y/ oo o TSRS 9578

Street Name Sign Repair/Replacement
RONAI IMIOOTE ...ttt e e s e bbb e e e e e e s e aabreereeeeees 9578

Street Sweeping
(00T a T [o 1Y [eTo ] <IN 9578

No response to any above during normal working hours

27 i AV T T of TP 9573

o) a0 T I oY i RN 9572

Y I N 2T 0o ] o NPT 9571
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Wake Forest Power

Locate Underground Utilities
([ ON0 a I G- | | TR 1-800-632-4949

New/Upgrade of Electric Service
o] o 1o T I ) AU 9572

Outages/Partial Power — 7:00 am — 4:00 pm, Monday - Friday
BEELY POAICE ettt e e e e e e e e e e e e e et eeeeeeeeeeas 9573

Outages/Partial Power — Nights/Weekends/Holidays
(O 10 = 1= =3 T 13U 554-6724

Report Downed Power Lines

BOttY POAICE ittt e e e e e e e e e e e e et et eeeeeeeeeeas 9573
o) 0T TN I o Y S PPRRN 9572
IMITKE BarON ..oeeeeeeeiiiieee e ettt e e e ettt tetaeeeeseeeeetteasanessseeesseesennnnsseessesessnnnns 9571

Report Street Light Problems (During Normal Work Hours)
27 i AV T T ol TR 9573
Y 2 - T o S 9571

Tree Trimming Near Overhead Power Lines
DaVid EHIOT coeeeiieeeeieee et s e s e s 9579
JONN TRFIE oot e e s e s s ebae e e s e 9572

No response to any above during normal working hours
Y1 = 2T T o] o IO PSP U PP PP 9571
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Advisory Board Liaisons

Board of Adjustment
Charlie YOKIEY ...o.uvveee ettt e s e bae e e s saees 9517

Cemetery Advisory Board
Y1 2 - T o SR 9571

Greenways Advisory Board
(07T aTo E Tl B - Y SRR 9513

Historic Preservation Commission
AZNES WaNMAN ..ot e e e e e e ettt re e e e e e e e eeeat s reeeaeeessressnnnasesaaasenns 9516

Human Relations Council
LT 1810107217/ o To Lo 1 2P 9491

Planning Board
[ 1T oI S T3 =] | SRR 9511

Recreation Advisory Board
B AUSTIN Lottt s s b e e s st e st e e s e e ee e s 9562

Senior Advisory Board
B AUSTIN ettt e st e s st e e st e e e e e nreae e s 9562

Urban Forestry Advisory Board

(0 TT TN 2 (U Y =] | PSP PP 9511
Youth Advisory Board
B AUSTIN ettt e e e e e e e e ar e e e e e aa e e e e e e e e e e enaeeeeenraaaean 9562
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Notary Public Directory

A notary public is an officer who can administer oaths and statutory declarations,
witness and authenticate documents, and perform certain other acts depending on the
jurisdiction.

Notary Public Officers

Deeda Harris, TOWN ClIEIK ....uuueeeeeeiiiiiiiiieteieeeieeeeeeeeeeeeeeeeeeeeeeeeeee e e e e eeeeeeeeeeeeeeeeeeees 9413
[ gTeTaTe -1 [o [T o s o - o TS 9528
Claudia Bradl@Y ......ccoieeurrieieeeie ettt eeeesbrer e e e e s e e esabareeeeeesesnsaneeees 9464
Employees Only
TAMMY MOOAY ... e e e e e e e e e e e e e e e s nnreaneeeaeeas 9491
TrCIa MANONEY ... e e e e e e s e e e e e e e e e as 9492
THErESA JUSINO ...t e e et e e e e e e e a e e e e e s e e nsraaneeeaeeas 9600
NANCY LY ceeeeiiee et e s s bee e e e s areee s 6150
[T oo ) {1 PR 9597
AUAIEY Preddy oottt e bae e e e e 9599
30 Revised Feb. 14, 2011



