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CITY MANAGER ORDER 2025-003

Issued: September 18,2025

CITY HALL EXTERIOR LIGHTING POLICY

In 2025, City Hall’s exterior lighting was upgraded making it easier for staff to illuminate
City Hallin celebration of holidays and special events. In anticipation of requests coming
from both City leadership and external partners, staff have developed the following City
Hall External Lighting Policy & Procedure to manage City Hall’s exterior lighting program.

This City Hall Exterior Lighting Policy establishes operational procedures for:

e acentralized coordination structure;

e special lighting request permissions and restrictions;
e conflicting requests resolution;

e maintenance of correlating webpage and calendar.

1. City Hall Exterior Lighting Webpage

1.1

The Office of Marketing and Communications will maintain a webpage on
the City’s website to inform the public regarding City Hall’s exterior lighting
program. This page will include:

. the CityHallAnnual Lighting Calendar (see AppendixA);
. announcements regarding approved and scheduled special lighting

events;

. the process and form for requesting a special lighting of the building.

2. City Hall Annual Lighting Calendar

2.1

2.2

2.3

City Hall’s exterior lighting will first be scheduled according to an annual
calendar that includes national and City holidays (see Appendix A: City
Hall Annual Lighting Calendar).

The Annual Calendar includes specific days and months the lighting
system will be pre- programmed for, including the colors for those dates.

Calendar will be published on the City Hall Exterior Lighting Webpage.

3. Special Lighting Requests (see Appendix D: Workflow Chart)

3.1

Savannah-based nonprofit organizations, for-profit organizations, and City
Council members are eligible to submit requests (individuals and families
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are not eligible)
3.2 Requesters are limited to one approved request per calendar year

3.3 Organizations whose requests are approved will be required to pay the
following fees to finalize their requests:

a. Nonprofit organizations: $100.00 for 1-4 night events

b. For-profit organizations: $500.00 for 1-2 night events; $1,000.00 for 3-4
night events

c. Collected fees will be deposited in the City Hall Restoration Fund to help
supportthe ongoing care and maintenance of Savannah’s historic City Hall
building

3.4 Requests will be reviewed and evaluated in the order in which they were
received

3.5 Requests must be submitted per the deadlines indicated on the City Hall
Lighting Request Submission & Review Calendar (see Appendix B)

3.6 All requests must be submitted through the online request form (see
Appendix C for City Hall Exterior Lighting Request Form) available on the
City Hall Exterior Lighting Webpage

3.7 Allrequests mustinclude (see Appendix C):

Requesting organization

Primary contact information

Title of lighting event

Starting date of lighting event

How many nights requested (maximum 4 nights)

Color/s requested

Supporting information including significance to Savannah Community

000 T

3.8 Per the City Hall Lighting Request Submission & Review Calendar (see
Appendix B), requests will be reviewed monthly by the Information & Public
Affairs Office (IPA) and a recommendation will be forwarded to the City
Manager for final determination. IPA staff will review each request for the
following:

Adherence to City Hall Exterior Lighting Policy

Conflicts with City Hall Annual Lighting Calendar

Overlap between requests

Sufficient spacing between lighting events to ensure exterior lighting

oo oo
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events remain special

3.9 Once approved by the City Manager, IPA will notify the requester, the
Communications Office, and Facilities Maintenance of the scheduled
lighting.

3.10 All approved special lightings requested by an organization will be
presented in all communications as “City of Savannah in partnership with
[name of organization]”

3.11 If multiple organizations request to light City Hall for the same event, if the
event is approved, the City will determine if the first requester or all the
requesters are listed as the partner in communications

3.12 Requesting organizations will be required to provide draft press releases to
the City’s Communication Office prior to release

3.13 The Communications Office will update the City Hall Exterior Lighting
Webpage monthly with the approved special lighting events for the
upcoming month, and release press releases and social media posts in
advance of each special lighting event

3.14 The Facilities Maintenance Department will ensure the exterior lighting
system is programmed to reflect the approved special lighting events

The City Manager, or his/her designee, reserves the right to modify any of the provisions
as circumstances may warrant.

The new City Hall Exterior Lighting Policy is now in effect.

(WMA’ M@m——- September 23, 2025 | 2:12 PM EDT
. 4 -

Ordered By Signature of City Manager Joseph A. Melder Date




Docusign Envelope ID: 34D70971-6294-4F3B-980C-9647A2B84890

Office of the City Manager

Appendix A: City Hall Annual Lighting Calendar

January, 3@ Monday, Martin Luther King Day: Red, Black and Green
February, 3@ Monday, President’s Day: Red, White and Blue

February 14, Valentine’s Day: Pink

March 17, St. Patrick’s Day: Green

May, 1 Sunday, National Firefighters Memorial Service Day: Red

May 15, Peace Officers Memorial Day: Blue

e May, first week, Public Service Recognition Week: Dark Blue and White
e May, last Monday, Memorial Day: Red, White and Blue

e June 1%, Pride Month: Rainbow (or Pink, White, Light Blue, and then Red,
Orange, Yellow, Green, Blue, Purple)

June 14, Flag Day: Red, White and Blue

June 19, Juneteenth: Red, Black and Green

July 4, Independence Day: Red, White and Blue

September 1°* Monday, Labor Day: Red, White and Blue

September 11, Patriot Day (National Day of Service and Remembrance): Blue
October 31, Halloween: Orange and Green

November 11, Veterans Day: Red, White and Blue

November, 4" Thursday, Thanksgiving: Yellow, Orange, and Brown
Determine each year, Hanukkah: Blue and White

December 24-25, Christmas: Red and Green (or Red, White and Green)
December 31-January 1, New Years Eve: Multi-color
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Appendix B: City Hall Lighting Request Submission & Approval Calendar

To support sections 3.5 and 3.8, the following is an example of the calendar to be created,
managed and maintained by IPA annually and published on the website per section 2.3.

. IPA Notify Website
Deadline . Updated,
. IPA Forward City Manager Requester,
Month of Submit . . Comms
C to City Make Final Comms,
Lighting Request . - Scheduled,
. Manager Determination Facilities
Online . System
Maintenance

Programmed
January 3-Dec 8-Dec 13-Dec 15-Dec 21-Dec
February 5-Jan 10-Jan 15-Jan 18-Jan 23-Jan
March 5-Feb 10-Feb 15-Feb 18-Feb 23-Feb
April 5-Mar 10-Mar 15-Mar 18-Mar 23-Mar
May 5-Apr 10-Apr 15-Apr 18-Apr 23-Apr
June 5-May 10-May 15-May 18-May 23-May
July 5-Jun 10-Jun 15-Jun 18-Jun 23-Jun
August 5-Jul 10-Jul 15-Jul 18-Jul 23-Jul
September 5-Aug 10-Aug 15-Aug 18-Aug 23-Aug
October 5-Sep 10-Sep 15-Sep 18-Sep 23-Sep
November 5-Oct 10-Oct 15-Oct 18-Oct 23-Oct
December 5-Nov 10-Nov 15-Nov 18-Nov 23-Nov

Appendix C: City Hall Exterior Lighting Request Form

The special request form is a Smartsheets form accessible on the City Hall
Exterior Lighting Webpage that routes to the Special Projects Coordinator in
the Information & Public Affairs Office (IPA) to begin the review process.
To ensure continuity, the form will also route to the Archives & History Officer
who will serve as backup when the Special Projects Coordinator is
unavailable.
The first step of the review process, managed by the Special Projects
Coordinator, will allow for three responses:

o “Recommend approval as requested”

o “Recommend approval with adjustment-see staff notes”

o “Recommend denial-see staff notes”
The “Staff Notes” field will allow the Special Projects Coordinator to
recommend approval with adjustment or conditions (for example, altering the
requested date based onthe annual calendar orrecommending combining the
request with another request for the same topic/event), or explain why they are
recommending denial.
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e Once all the requests for the month have been reviewed, the form will allow
the Special Projects Coordinator to route them to the City Manager for final
determination. The City Manager will have the following options:

(@]

@)
©)
©)

Approval of staff recommendation

Override staff recommendation and approve request as submitted
Deny request

The City Manager will also have a “City Manager Notes” field for
any added comments, including reasons for denial

e Once the City Manager has selected the final determination, the request will
route back to the Special Projects Coordinator, and they will notify the
requester of the outcome and the requester will be required to submit the fee
to finalize the lighting event in the calendar.

e For approved requests, the Special Projects Coordinator will notify the
Communications Office and Facilities Maintenance so they can implement
the special lighting events.

e Form Fields:

O O O OO0 O OO0 0O o0 OO0

o

Name of requesting organization

Organization website

Organization address

Primary contact name

Primary contact email

Primary contact telephone number

Title of lighting event

Starting date of lighting event

How many nights requested (maximum 4 nights)
Color/s requested

Please describe the significance of this lighting event to the Savannah
community

Acknowledgment of required fee if request approved
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Appendix D: Workflow Chart

Requester fills out online
Smartsheets form

Office of the City Manager

s dl Recommendation routes
to City Manager to

IPA staff reviews and )
review

makes recommendation

City Manager makes final
determination within
Smartsheets

IPA staff notifies
Requester of final

Final determination .
determination

routes back to IPA staff

If approved, requester
submits fee for lighting
event

If approved, IPA staff
notifies Facilities
Maintenance (program
lighting system)

If approved, IPA staff
notifies Communications
(website update; press
release; social media)

Documentation of
outcome of request is
maintained in
Smartsheet system

IPA/Communications
staff review lighting
webpage annually in
January to ensure up to
date
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