
CITY AND COUNTY OF HONOLULU 
DEPARTMENT OF PLANNING AND PERMITTING (DPP) 

 
Conditional Use Permit (Minor) 

Communication Tower or Communication Support Structure in the  
P-2, AG-1, or AG-2 Districts 

Small Meeting Facility 
Child or Adult Daycare 

PreK-12 School 
Minor hotels with up to 180 dwelling and/or lodging units in the BMX-3 District 

 
Application Instructions 

 
This document is intended to assist you in preparing a complete application, and should 
be read in conjunction with the Revised Ordinances of Honolulu (ROH) Chapter 21 (the 
Land Use Ordinance [LUO]).  For further assistance on how to complete the application, 
please call the DPP at (808) 768-8015. 
 
I. Overview. 
 

A. Potential Public Hearing.  A Conditional Use Permit (CUP) for any of the 
above uses may require a public hearing, to be determined by the Director of 
DPP.  In the event that a public hearing is deemed necessary, the 
notification requirements in Section II. H (below) must be met. 

 
B. Timeframe.  Initial Review: The application shall be determined complete or 

incomplete 10 business days from receipt of application and payment.   
 

Review:  The DPP must render a decision on the application within 45 
calendar days from acceptance of the completed application.  This time 
frame may be extended under certain circumstances.  The Director may 
determine that a public hearing is required for the proposed project; in such 
cases, the processing time shall be 90 calendar days from the date of 
application acceptance.  If the DPP fails to process the permit within the 
required time frame, the permit shall be deemed approved. 

 
II. Pre-application Procedures. 
 

A. Pre-application Meeting.  Prior to submitting the application, the Applicant  
 is encouraged to meet with DPP staff to review the project.  Please call  
 (808) 768-8015 to schedule a meeting. 
 
B. Presentation to Neighborhood Board.  Prior to submitting the application, the 

Applicant must present the project to the neighborhood board of the district 
where the site is located, or if no such neighborhood board exists, then to an 
appropriate community association.  The Applicant must provide written 
notice of the presentation to all adjoining property owners. 
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 This requirement will be deemed to have been satisfied if either: 
 

1. The neighborhood board (or community association if applicable) fails 
to provide an opportunity to present the proposed project at a meeting 
held within 60 days of the date of the written request to make a 
presentation; or 

 
2. The neighborhood board (or community association if applicable) 

submits a letter confirming that a presentation was made and 
describing the position of the Board, or stating that such a 
presentation is not necessary. 

 
 In the event that the neighborhood board does not submit a letter, the 

Applicant may submit a copy of the Board's minutes which documents 
that the presentation was made. 

 
Please contact the Neighborhood Commission at (808) 768-3710 for 
information concerning the appropriate neighborhood board and contact 
person for the project. 
 

III. Application Requirements. 
 

A. All applications are to be submitted online through HNL Build.  Applicants 
must first create a new account in HNL Build. Review videos, guides, FAQs 
and training on the HNL Build info website. 

 
Electronic document submittals shall adhere to the following specified 
formats: PDF (Adobe Reader 9 or earlier), JPEG, or Word (2013 or earlier). 
HEIC files are not allowed.  HEIC is the default image format for iPhone and 
Samsung phones.  No individual electronic document shall exceed one GB 
in size; any electronic document involving a larger size must be broken 
down into smaller sized files. 
 
Electronic document submittals must be submitted as PDF documents in an 
unlocked, searchable, and Americans with Disabilities Act  
(ADA)-compliant format per Title II of the ADA. 

 
B. Fees*.  Fees may be paid online.  A 2.35% surcharge will be applied to all 

credit card transactions.  Only the Initial Review fee will be available to pay 
during the application submission.  The Processing fee will be available to 
pay if the application moves to the review phase. 

 
1)   Initial Review fee: $400 
2)   Processing fee: $800 plus an additional $300 per acre of the project  

site, or major fraction therefor, up to a maximum of $15,000. 
 

https://honolulu.my.site.com/s/
https://www.honolulu.gov/dpp/hnl-build/
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Processing Fee Examples 
 

4.46 acres is rounded up 
to 5 acres  

$800 + ($300 x 5) 
 

Processing fee= $2,300 

0.44 acres is rounded 
down to zero acres 

$800 + ($300 x 0) Processing fee = $800 
 

 
 

*Note:  When an Applicant applies for a CUP after being cited for taking action 
without having obtained necessary approvals, the application fee set forth 
above shall be doubled.  The payment of the fee required by this section 
shall not relieve the Applicant from compliance with the LUO or from penalties 
imposed there under. 
 
Checks and money orders will still be accepted.  If paying by check or money 
order, please indicate the tax map key and file number of the application.  If 
this information is not provided, we will not be able to associate the payment to 
the application.  If paying by check or money order, please submit separate 
checks (or money orders), one for the review fee, one for the processing fee. 

 
All fees should be payable to the City and County of Honolulu.  Checks or 
money orders which are not properly authorized or that are more than 3 
months (90 days) old will not be accepted; and, applications submitted 
without the proper fees will not be further processed. 

 
 Note: There is no fee for City agencies. 
 
C. Several documents must be uploaded before review can proceed. Upload all 

necessary files separately under the appropriate category. 
 

1. Affidavit.  Submit a signed, notarized affidavit confirming that adjoining 
property owners were sent written notification of the required 
neighborhood board presentation. 
 

2. Written Statement.  The written statement must address the following 
issues: 

 
a. Site Description.  Describe the project site, including 

topography, abutting uses, and a brief history of the uses of the 
site, up to the present. 

 
b. Project Description.  Describe the proposed project, including 

the following if applicable: 
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i. Details on existing and proposed uses and activities, 
such as hours of operation, number of clients and staff 
and use and number of structures. 

 
ii. Details on existing and proposed structures, building 

and site alterations, including parking areas, grading and 
landscaping.  Provide information on building heights, 
setbacks and buffering from adjoining parcels. 

 
c. Justification.  Explain how the project will comply with the 

following general requirements for conditional uses: 
 

i. The proposed use is permitted as a conditional use in 
the underlying zoning district and conforms to the 
requirements of the LUO; 

 
ii. The site is suitable for the proposed use considering 

size, shape, location, topography, infrastructure and 
natural features; 

 
iii. The proposed use will not alter the character of the 

surrounding area in a manner substantially limiting, 
impairing or precluding the use of surrounding properties 
for the principal uses permitted in the underlying zoning 
district; and 

 
iv. The use at its proposed location will provide a service or 

facility which will contribute to the general welfare of the 
community-at-large or surrounding neighborhood. 

 
d. LUO.  Explain how the project will comply with the specific 

development standards for the applicable conditional use 
category (refer to LUO Article 5), the district development 
standards for the applicable zoning district (refer to LUO Article 
3), general development standards (refer to LUO Article 4), and 
off-street parking and loading requirements (refer to LUO 
Article 6). 

 
e. Infrastructure.  Describe infrastructure requirements for the 

project, including the following if applicable (preliminary checks 
with the appropriate agency are encouraged): 

 
i. Wastewater disposal.  Contact the DPP Wastewater 

Branch at (808) 768-8197 or State Department of Health 
at (808) 586-4294. 
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ii. Water facilities.  Contact the Board of Water Supply, 
Project Review Section at (808) 748-5440. 

iii. Traffic, and off-street parking and loading. 
 

A traffic impact analysis and/or traffic management plan 
may be required as part of your application, particularly 
when the surrounding neighborhood is characterized by 
existing congestion or the proposed use may adversely 
impact roadways in the vicinity of the project.  Contact 
the DPP Traffic Review Branch at (808) 768-8077 and/or 
State Department of Transportation for details and 
requirements. 

 
Furthermore, if access to the site is from a private 
roadway or easement, then the Applicant must provide 
documentation that they have access rights to the 
roadway or easement at the time of application.  And, if 
off-site access improvements involving a private 
roadway are likely or even possible, then the Applicant 
must include with the application written permission 
from all of the roadway owners stating that the Applicant 
is authorized to make any roadway improvements that 
are determined to be necessary and appropriate. 

 
Child or Adult Daycare, meeting facilities (small or 
medium), and PreK-12 schools must have access to a 
street or right-of-way of minimum access width; and, for 
meeting facilities (small or medium), sufficient street 
frontage, as well.  The application must include the 
written determination from the appropriate traffic agency 
(see above) regarding the adequacy of the site with 
respect to these requirements. 

 
f. Neighborhood Board.  Describe all issues or concerns relating 

to the project raised at the presentation to the neighborhood 
board or community association.  Describe the measures, if 
any, taken to mitigate such issues or concerns. 

 
g. Other Impacts.  Describe any other expected project impacts 

and proposed mitigative measures to address such impacts 
including the following, if applicable: 

 
i. Public services, including, but not necessarily limited to: 
 

 Refuse collection; 
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 Fire protection, and related occupancy 
requirements; 

 

 Police services; and 
 

 Schools. 
 

ii. Physical environment, including, but not necessarily 
limited to: 

 

 Natural landforms; 
 

 Public views; 
 

 Natural habitats; 
 

 Historic sites; and 
 

 Flood hazards. 
 

iii. Housing and population; 
 

iv. Employment; 
 

i. Parks and recreation; 
 

ii. Community concerns; and 
 

iii. Potential nuisances, such as noise, lights, dust, and 
odors. 
 

1. Drawings/Plans.  Please note that all submittals are through the online 
portal HNL Build, however, DPP staff may request hard copies to aid 
in their review.  Submit fully dimensioned, to-scale plans by a 
professional. Use black line prints.  All plans and drawings must 
include a graphic (“bar”) scale in addition to or in lieu of a numerical 
scale. 

 
a. Site Plan.  The site plan should indicate the following: 

 
i. Property lines and all existing and proposed easements 

with dimensions, lot area, and purpose of easements. 
 

ii. Existing structures to be removed and/or modified and 
proposed improvements; 
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iii. On-site traffic circulation patterns and access; 

 
iv. Details of parking areas including dimensions of parking 

and loading stalls and maneuvering areas; and 
 

v. Distance from off-site parking facility by customary 
pedestrian route. 

 
b. Building Plans.  Detailed plans for all new structures, including 

the following: 
 

i. Building elevations and section drawings which show 
finish and existing grades, and setbacks from property 
lines; and 

 
ii. Floor plans, including the dimensions of rooms/habitable 

areas and activity areas. 
 
c. Landscape Plans.  Landscape plans indicating the following: 

 
i. Sizes, locations and quantities of existing and proposed 

landscaping, including plantings to be removed; 
 

ii. Type or kind of plant material by typical name; and 
 

iii. Details of a permanent irrigation system. 
 

2. Photos.  Submit labeled photos of the project site showing street 
access, adjoining property uses, and building setbacks. Include 
distances to neighboring buildings, parking, and site uses. All photos 
must be keyed to a general site map.  All photos should be labeled 
and keyed to a general site map. 
 

3. Supplemental Information.  Additional information which may be 
required to successfully process the application by the DPP may be 
uploaded.  Other studies or plans that may be required, such as traffic 
studies, parking management plans, and wind or sun path studies for 
high-rise developments. 

 
4. Environmental Assessment.  Documentation proving compliance with 

Chapter 343, Hawai‘i Revised Statutes (HRS), the Environmental 
Impact Statement (EIS) law. Review the DPP instructions for 
preparing and filing environmental disclosure documentation on the 
DPP website at: honolulu.gov/dpp/permitting/zoning-permits/.   

 

https://www.honolulu.gov/dpp/permitting/zoning-permits/
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H. Public Notification.  In the event that the Director determines that a public 
hearing is justified, then the Applicant must comply with the public hearing 
notification requirements of ROH Section 21-2.40-2(c)(3), which requires the 
notification of owners of property within 300 feet of the site. 

 

 
Revised 11/25/2025 



 

 CONDITIONAL USE PERMIT (MINOR) 
 COMMUNICATION TOWER OR COMMUNICATION SUPPORT STRUCTURE 

IN THE P-2, AG-1, OR AG-2 DISTRICTS 
MEETING FACILITY (SMALL OR MEDIUM) 

CHILD OR ADULT DAYCARE 
PreK-12 SCHOOL  

MINOR HOTELS WITH UP TO 180 DWELLING AND/OR LODGING UNITS IN THE 
BMX-3 DISTRICT. 

 
 APPLICATION CHECK LIST 
 

Pre-Application Tasks  

1. Pre-application meeting w/DPP (optional)  

2. Neighborhood Board (NB) presentation (letter or meeting minutes 
attached; or copy of Applicant’s request to NB and NB response if 
no presentation opportunity provided) 

  

Application Submittal Contents (HNL Build)  

1. Affidavit (confirming notification of adjoining property owners of NB 
Presentation, and list of those notified) 

 

2. Written Statement  

3. Neighborhood Board Meeting Minutes  

4. Drawings/plans  

5. Photos (labeled and keyed to general site map; include, when 
possible, panoramic photos of site) 

 

6. Compliance with HRS Chapter 343  

7. Supplemental Information, if any  

Additional Submittal Contents  

1. Initial Review Fee paid  

2. Processing Fee paid  

3. Upload proof of public notification to property owners within 300 
feet of the project site, within 10 days of Notice of Acceptance 
date. 

 

 
*Note: This list is intended as a general reference for Applicants.  The adequacy/completeness of 
application submittals for acceptance will be determined by the DPP within 10 working days of submittal. 
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