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CITY HALL EXHIBIT PROGRAM INFORMATION SHEET 

 
Thank you for your interest in the City of San Jose’s City Hall Exhibit Program.  This Information 
Sheet profiles the Exhibit Program’s objectives, guidelines, and exhibit spaces, and explains the 
process for the submittal and review of exhibit proposals.   
 
EXHIBIT PROGRAM OVERVIEW & OBJECTIVES  
The City of San Jose Office of Cultural Affairs accepts proposals from curators, artists, City 
Departments, community and cultural organizations to create exhibitions to be installed in San Jose 
City Hall. 
The purpose, goals and objectives of the San Jose City Hall Exhibit Program are: 
 

1. To enliven and enrich the City Hall environment by incorporating artwork and artifacts into 
exhibits on the following topics: 

 
Our History—exhibits illustrating the history of the City of San Jose;  
Our Community—exhibits providing information on the varied neighborhoods and 
residents of San Jose; 
Our Creativity—exhibits illustrating the visual and performing arts in San Jose and the 
South Bay; the many contributions to technology and innovation from San Jose and the South 
Bay; 
Our Government—exhibits providing information from the City regarding an “Integral 
Government Function,” which includes, but is not limited to, a duty which the City is 
required to perform by law; activities reasonably necessary to conduct the City’s business; 
public educational activities engaged in traditionally by the City; information related to the 
functions and activities of City; official proclamations of the City and transmission of 
information regarding Sister Cities of the City; 

 
2. To enhance the aesthetic experience of persons visiting and working in City Hall; 
3. To increase the awareness of the professional quality artwork produced by artists who live 

locally, with particular emphasis on San Jose and the South Bay, but not to highlight any one 
particular artist or individual; 

4. Provide exhibit space for the City’s art and cultural material collection. 
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Neither the San Jose City Hall nor the exhibit spaces are intended as a public forum; all exhibits must 
conform to stated purpose, goals and objectives of the exhibition program, and address at least one of 
the topics listed. Additionally, exhibits that feature the work of only one artist (solo exhibitions); are 
commercial in nature; tend to endorse or favor any one organization, business, or agency; or engage in 
political or religious advocacy or discourse are typically not approved.  
 
Exhibit spaces are located in the primary passageways and lobbies for City employees and members of 
the public to reach City departments, obtain City services and conduct City business. The artwork, 
materials and exhibits must be suitable for display to diverse audiences. It is expected that the artwork 
materials and exhibits should enhance its setting and help create a sense of place. Therefore, the City 
will not display artwork or other items containing explicit sexual imagery, nudity, graphic depictions 
of violence, or any item that creates a hostile work environment for employees or visitors. 
 
The City does not have funds to support exhibit development, and typically installation and removal of 
exhibits must be done by the individual or organization developing the exhibit. Professional staff may 
be available to assist in coordination of the installation and removal. The City carries fine arts 
insurance for exhibitions and must approve valuation of all artwork and materials to be displayed in the 
exhibition. Loan agreements are required for all materials on display. 
 
EXHIBIT SPACES OVERVIEW 
The San Jose City Hall Exhibit Program is responsible for programming the following exhibit spaces 
in the City Hall complex: 

• The main lobby in the Tower building to the east of the Information Desk. 
• The elevator lobby area outside the Rotunda in the Council Wing building. 
• The four large niches along the main corridor in the Council Wing building. 
 

Other spaces may be made available when and where appropriate, at the discretion of the Office of 
Cultural Affairs, the City Hall Exhibit Program Committee, and the City Hall Facility Manager.  
 
EXHIBIT SPACES: DESCRIPTION & SPECIFICATIONS 

Tower lobby display cases 
Six large glass display cases, each approximately 70” wide, 48” deep, and 59” high, located in the 
main lobby of the Tower building. Although the cases are filmed for UV protection, light levels in 
the lobby are very high—sensitive materials should be displayed with caution. The cases have 
lockable doors on each side for installation access. There are several wall spaces that can 
accommodate large text panels to accompany exhibitions. Note – as of 2015, 2 or 3 additional 
smaller cases will be available in this space. Ask for details 

 
Rotunda elevator lobby area in the Council Wing. 
The primary display area in the Rotunda elevator lobby in the Council Wing is the large wall on the 
east side of the area. As with the Wing Niches further down the same corridor, the wall is sheetrock 
over plywood. A wide array of fixtures are allowable for installing displays; all holes and any other 
damage must be patched and repaired at the close of the exhibition, returning the wall to its 
previous condition, in compliance with City Hall standards and policies. Vinyl signage is 
permitted. There is also room for some display cases with a small footprint. Lighting is a 
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combination of natural and electric, and light-levels tend to be moderate, although there is no direct 
sunlight. 
 
Wing Niches 
The four large, recessed niches in the curved wall of the Wing building are available for 
exhibitions. Each niche is approximately 30 feet long and 5 feet deep. The wall is sheetrock over 
plywood. A wide array of fixtures are allowable for installing displays, and all holes and any other 
damage must be patched and repaired at the close of the exhibition, returning the wall to its 
previous condition, in compliance with City Hall standards and policies. Vinyl signage is 
permitted. Lighting is a combination of natural and electric, and light-levels are high, although 
there is no direct sunlight.  

 
SCHEDULE & LENGTH OF EXHIBITIONS 
In general, exhibits in City Hall are scheduled well in advance. Most exhibitions are installed for a 
minimum of three months and some may be in place for a more extended period of time.  
 
When submitting an exhibit proposal it is therefore very important that it contains clear, specific 
information about the proposed timeline for your exhibit and any restrictions or limitations you may 
have that might affect scheduling. Staff will be able to provide you information on the status of the 
current exhibit schedule in order to help you plan your proposal. 
 
EXHIBIT PROGRAM PROPOSALS & HOW TO SUBMIT  

Exhibit Proposal Submittal 

Exhibit proposals may be submitted in hard copy format, electronically, or both. Please submit all 
exhibit proposals electronically to: 
 

Lynn Rogers 
Email: lynn.rogers@sanjoseca.gov 

 408.793.4339  

Large files (in excess of 5MB) should be sent via a web-based file transfer. 
 
Exhibit Proposal Requirements  

All exhibit proposals must be in written form, and must clearly provide all of the following 
information: 
 

1. The exhibit subject matter  
2. The proposed exhibit content 
3. San Jose City Hall Exhibit Program objective addressed by the proposed exhibit (see 

attached City Hall Exhibit Program Overview & Objectives) 
4. Exhibit space(s) and dates for proposed exhibit 
5. The types of materials (e.g. paintings, sculpture, works on paper, glass, ceramics, textiles, 

etc) proposed for display 
6. The display methods (e.g., display cases, wall hung, pedestals –how many? etc.) 
7. List and resumes of personnel who will create and install the exhibit 

mailto:lynn.rogers@sanjoseca.gov
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8. Budget detailing cost for materials, material preparation, installation and de-installation, 
curatorial costs, insurance, interpretive text panels, label copy and other materials as 
required, as well as the sources of exhibition funding  

9.  Estimated insurance value of materials to be displayed 
10.  Financial partners and sponsors – and any required display of sponsorship logos or other 

recognition 
11.  Any special considerations 
 

If you do not know all the answers to the above questions at the time of proposal, simply indicate the 
information you have available at the time of submittal and an estimate of when information will be 
finalized. For exhibit content, you may submit images of materials indicative of content; more 
information will assist the Exhibitions Committee in making its decision regarding the proposal. City 
reserves the right to review all artwork prior to installation for appropriateness of public display in City 
Hall based on the above guidelines. 
Review & Approval Process 
Staff initially reviews all submittals and may contact the person submitting the proposal to ensure that 
the proposal falls within the Exhibit Program Guidelines, will fit within the exhibit spaces and/or 
schedule and is a viable proposal in terms of budget and proposed implementation. 
Decisions on proposed exhibits are made by the San Jose City Hall Exhibit Program Committee which 
is composed of City staff, arts and exhibit professionals. The committee meets on an as-needed basis. 
Interested parties are welcome to attend meetings.  
 
Accepted Proposals 
Once the San Jose City Hall Exhibit Program Committee has accepted an initial exhibition written 
proposal, the exhibit curator will be provided with details about exhibiting in the space, and will be 
invited to attend an Exhibit Program Committee meeting to present a full proposal, including images of 
all materials that are to be used in the exhibition, as well as the content for the text panel, and a final 
budget with evidence of secured funding.  
 
Information 

Please carefully review this Information Sheet. If additional information is needed, please contact 
Lynn Rogers at 408.793.4339 or lynn.rogers@sanjoseca.gov. 
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