Internal Regulations for Guided Tours

Art. 1 — Guided Tours

Access to the Library remains free of charge for purposes of reading, study, and research, in
accordance with Article 103, paragraph 2, of Legislative Decree 42/2004.

Guided tours organized by schools, universities, or non-profit Italian cultural associations are free of
charge if scheduled during the Library’s opening hours.

Guided tours organized by third parties are subject to the payment of a flat-rate fee.

In both cases, if the tours are scheduled outside regular opening hours, the organizer is required to
cover the cost of staff compensation in accordance with the rates for services rendered to third parties.
The Library management reserves the right to determine the number of staff required based on the
size of the group.

Art. 2 — Tour Format

Guided tours consist of explanations—provided either by Library staff or accompanying guides—of
the Library’s monumental spaces: the reading room, exhibition hall, and director’s office. Based on
staff availability and subject to prior agreement with the Directorate, rare manuscripts or printed
works may also be shown.

Guided tours conducted during opening hours must take place in a manner that is compatible with the
study and research activities of library users.

Art. 3 — Group Size

During the Library’s opening hours, guided tours are accepted for groups of up to 20 people, plus the
guide. During closing hours (no later than 6:00 PM), groups of up to 30 people plus the guide are
allowed. The maximum number of participants may vary depending on legal requirements or safety
considerations.

Tours outside of regular hours must be arranged with the Library management, which reserves the
right to approve the request after confirming staff availability and consulting with the Metropolitan
City to identify alternative access routes, in accordance with safety regulations.

Art. 4 — Flat-Rate Fee

Payment of a flat-rate fee is required whether the guided tour is conducted by an external guide or by
Library staff, except in the cases specified in Article 1.

If the tour takes place outside regular opening hours, in addition to the flat-rate fee, the organizer
must also cover staff compensation costs, in accordance with the rates applied for third-party services.

The number of participants must be communicated by the organizer at the time of booking; no refund,
even partial, will be issued in the event of absence of one or more participants after the fee has been
paid.

The payment receipt for the flat-rate fee must be sent to the Library at least five days prior to the visit,
and only after prior agreement with the Library management.



Fee Schedule for Guided Tours Opening Hours Outside Opening Hours

Groups up to 10 people da 200 a 300€ per group | 400€ per group
(excluding group leader or guide)

Groups up to 20 people da 300 a 500 per group 600€ per group
(excluding group leader or guide)

Groups up to 30 people Not permitted 800€ per group
(excluding group leader or guide)

Art. 6 — Payment

Payment may only be made after receiving written confirmation from the Library. Payment is
processed through the PAGOPA portal: https://pagonline.cultura.gov.it, by selecting the institution
and the reason “Visite guidate” (Guided Tours).

Alternatively, payment may be made via bank transfer to:
Monte dei Paschi di Siena — Florence Branch AG. SEDE-1800
Account number: 68542.22

Account holder: Biblioteca Riccardiana di Firenze

IBAN: IT72 U 01030 02800 000006854222

BIC: PASCITMMFIR

Payment reference: Guided tour, followed by the group name.

Art. 7 — Booking
Requests for guided tours must be sent to the Director of the Biblioteca Riccardiana by email at:

b-ricc.direzione@cultura.gov.it.

Telephone bookings are not accepted.

The Library management reserves the right to assess each request individually, considering the
compatibility of the tour with the Library’s institutional duties.
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