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

Temporary Use Approval (TUA)

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 [LUQ]). For further assistance on how to complete the application,
please call the DPP at (808) 768-8015.

l. Overview.

A.

Applicability. Approval of temporary uses and structures is determined by
the Director of DPP on a case-by case basis, and may include the
imposition of conditions pursuant to ROH Section 21-1.60. Such
conditions shall be based on impacts upon the surrounding area, and may
cover hours of operation, duration of the activity, and the general manner
of operation (including mitigation of impacts from noise, dust, etc.)

Typically, uses of a non-permanent nature which are or can be authorized
as permitted uses or through the approval of a discretionary land use
permit, such as a conditional use permit, will not be eligible for
consideration through the TUA process. Such uses and structures are
normally required to comply with all ROH regulations.

Timeframe. There is no stipulated time frame for the processing of this
approval; however, it has been interpreted to be essentially the same as a
“minor permit,” and is processed pursuant to the provisions of ROH
Section 21-2.40-1. As such, the following time frame is followed:

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.

. 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


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

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.

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. For sales office —
1) Initial review fee: $50 (non-refundable):
2) Processing fee: $50

2. For other than a sales office —

1) Initial review fee: $100 (non-refundable):
2) Processing fee: $100

*Note: When an Applicant applies for a special district permit after being
cited for taking action without having obtained necessary approvals, the
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 made 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.

Several documents must be uploaded before review can proceed. Upload
all necessary files separately under the appropriate category.

1. 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. Other Impacts. Describe any other expected project impacts
and proposed mitigative measures to address such impacts
including the following, if applicable:

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.

1. Site Plan. Preliminary site plan, which includes the following:

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

b. Location of all existing and proposed improvements and all
ground level open areas. Indicate if existing structures are
to remain, be altered, or be removed;

2. Floor Plans. Preliminary floor plans and area calculations, showing
all dimensions used in calculating proposed floor area and building
area. Indicate the elements used in the calculation of these areas
for each floor and include the tabulation of total proposed floor area
and total allowable floor area.

3. Building Elevations. Exterior elevations and sections with
dimensions and existing/proposed finish grades, including all
building heights and envelopes measured from these grades, all
setbacks from property lines as well as any dimensions between
structures.

4. 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. Include
panoramic photos when possible. All photos must be keyed to a
general site map.

5. Environmental Assessment. Documentation proving compliance
with Hawai‘i Revised Statutes (HRS), Chapter 343, the
Environmental Impact Statement (EIS) law. Review the DPP
instructions for preparing and filing environmental disclosure
documentation on the DPP website at: www.honolulu.gov/dpp.

6. Supplemental Information. Provide any additional information
required for DPP processing. Ensure all necessary permits,
approvals, and supporting materials are submitted.



http://www.honolulu.gov/dpp

TEMPORARY USE APPROVAL (TUA)

APPLICATION CHECK LIST

1. HNL Build Submission

a. Written Statement

b. Drawings/plans

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

d. Compliance with HRS Chapter 343

e. Supplemental Information, if any

3. Initial Review Fee paid

4. Processing Fee paid
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