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

 
Conditional Use Permit (Minor) 

OFF-SITE PARKING and/or JOINT USE OF PARKING FACILITIES 
 

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. Applicability.  This permit covers uses that are considered appropriate in 
some zoning districts if certain standards and conditions are 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. 

 
II. Pre-Application Procedures 
 

A. Pre-application Meeting.  You are encouraged to schedule a pre-
application meeting with DPP staff to discuss the application and 
processing requirements, if you feel it would be beneficial. 

 
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  

https://honolulu.my.site.com/s/
https://www.honolulu.gov/dpp/hnl-build/
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(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: $200 (non-refundable) 
2) Processing fee: $400 

 
*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 
three 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. Written Information 
 

a. Indicate in the Project Proposal whether the application is for 
Off-Site Parking and/or Joint Use of Parking Facilities.   

 
b. Two (2) draft copies of a Parking License Agreement, 

Declaratory Statement, or Declaration of Covenants (The 
Department of Planning and Permitting (DPP) has samples 
of the applicable documents available online.)   

   
i. If the principal use site and parking site are owned by 

different parties, submit a Parking License 
Agreement.  
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ii. If the principal use site and parking site are owned by 

the same party, submit a Declaratory Statement in 
lieu of a Parking License Agreement.  

 
iii. If the parking is needed to support new floor area, the 

Applicant must prepare a Declaration of Covenants in 
lieu of a Parking License Agreement or Declaratory 
Statement.  Following review and approval of the 
document, it shall be filed with the Bureau of Conveyances 
and/or Land Court of the State of Hawaii.  DO NOT 
RECORD THE DECLARATION OF COVENANTS PRIOR 
TO REVIEW AND APPROVAL BY THE DIRECTOR OF 
THE DPP.   

  
 NOTE*:  The applicable document does not have to be signed or 

notarized until approved by the Director of the DPP.   
 

 NOTE**:  No Parking License Agreement, Declaratory 
Statement, or Declaration of Covenants is necessary when use 
of the parking premise is not necessary to satisfy required off-street 
parking requirements on the development premise.  Instead written 
justification should be provided demonstrating that the development 
premise meets parking regulations and use of the parking premise 
is only to supplement parking needs. 

 
IV. 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: 
 

1. Property lines and all existing and proposed easements with 
dimensions, lot area, and purpose of easements. 

 
2. Location, size, and dimensions of all existing and proposed 

buildings and improvements, including the number, dimensions, 
and arrangements of all off-site street parking and loading spaces, 
access aisles, driveways, maneuvering areas, landscaping, and 
setbacks from property lines. 

 
3. On-site traffic circulation patterns and access; 
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4. Details of parking areas including dimensions of parking and 
loading stalls and maneuvering areas;  

 
5. Distance from off-site parking facility by customary pedestrian 

route; and 
 

6. Other setbacks, including shoreline and shoreline setbacks (if 
applicable). 
 

 B. Floor Plan.  The floor plan(s) drawn to accurate scale that indicate the 
following: 

 
  1. All existing and proposed uses and structures on each site; and 
 

2. Floor area and parking calculations for all uses on each site, to 
identify the number of required and available parking spaces. 

 
C. Location Map.  The location map, drawn to practical scale, showing that 

the distance between the front/primary entrance of the principal use and 
the entrance to the parking facility is not more than a half mile (by normal 
pedestrian routes), and that the distance between any off-site bicycle 
parking and the front/primary entrance of the principal use is not more 
than 400 feet (by normal pedestrian routes). 

 
 D. Documentation.  Documentation such as building permits and plans with 

the number and arrangement of parking spaces on each site. 
 
V. 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. 

 
VI. Additional Notes 
 

A. RECORDED FEE OWNER is the person or corporate entity that owns the 
land in fee simple.  The Recorded Fee Owner (s) must sign the 
application or a letter authorizing the application.  

 
 B. APPLICANT/DECLARANT is the person or corporate entity proposing  
  the action.  It may be the Recorded Fee Owner or a lessee. 
   
 NOTE:  If the Licensor, Licensee and/or Declarant is a lessee, the lease for the 

lot must have a minimum unexpired term of 5 years (from the date of filing of the 
application).  The Applicant must submit a copy of the lease with the application 
to verify the remaining term. 
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 C. AUTHORIZED AGENT is the person who is processing the application.    
  This is the person the Department will contact for additional information.   
  It may be the same person as the Recorded Fee Owner, or the Applicant.   
  The Authorized Agent may also be the project architect or contractor.   
  For government agencies, the Authorized Agent is the contact person for   
  the project. 
 
 D. To avoid errors or delays, supply all the required information.  Fill out all 

blanks on the application form clearly, concisely, and completely. 
 
 E. If your project/proposal requires other DPP permits, indicate which 

additional permits are being applied for on the Master Application Form, 
and submit separate plans or other application materials, including filing 
fees, as necessary.  
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CONDITIONAL USE PERMIT (MINOR) 
OFF-SITE PARKING and/or JOINT USE OF PARKING FACILITIES 

 
 

APPLICATION CHECK LIST 
 

1. Pre-application meeting with DPP (optional)  

2. HNL Build Submission  

a. Two (2) draft copies of a Parking License Agreement, 
Declaratory Statement, or Declaration of Covenants 

 

b. Written Statement  

c. Drawings/plans  

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

 

3. Initial Review Fee paid  

4. Processing Fee paid  

 
 
*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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