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OFFICE FOR DIVINE WORSHIP

ARCHDIOCESE OF PHILADELPHIA

PROTOCOL FOR ARCHDIOCESAN CELEBRATIONS

OF THE SACRED LITURGY

AT THE CATHEDRAL BASILICA OF SAINTS PETER AND PAUL

AND OTHER LOCATIONS

1. PLANNING OFFICE OR PERSON
· The planning office or person receives all information for a celebration of the Sacred 
Liturgy from the Office for Divine Worship and maintains contact with the Office.
2. RECTOR OF THE CATHEDRAL BASILICA
· The Rector approves the availability of the Cathedral prior to a commitment to the event.  The request for dates and times can be made electronically with a formal memo to follow immediately.  Once the availability is confirmed preparations may begin for the event.
· The e-mail and formal memo should include a listing of the following possible needs: staff, folding chairs, TV monitors, possible use of the Neumann Room, Chapel, Chapel Hall and the approximate number of participants.  The list should also identify special assistance for persons with disabilities.  [The planning office or person contacts the Office for Communications for the use of the TV monitors.  This request accompanies the memo to the Rector.]

· Any change in the date, time or requited needs for an event should be communicated to the Rector and the Office for Divine Worship as soon as possible.
3. OFFICE FOR DIVINE WORSHIP
· The Office for Divine Worship provides the liturgy planning guide for the liturgical celebration.
· Prior to the completion of the liturgy planning guide, the planning office or person meets with the Director of the Office for Divine Worship with regard to the liturgical music.  The Office for Divine Worship typically arranges for organists and leaders of song.
· The Office for Divine Worship arranges for the assignment of deacons and servers.  The planning office or person arranges for ushers and greeters, lectors and gift bearers.

· All worship aids, prepared by the planning office or person, are to be approved by the Director of the Office for Divine Worship before printing.

Office for Divine Worship Phone:

215-587-3537

E-mail:

worship@archphila.org
Website:
http://www.odwphiladelphia.org/   
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