In view of the Regulation concerning rules for state public libraries (Presidential
Decree of July 5, 1995, No. 417), the internal regulations of the Biblioteca Riccardiana
are structured as follows:

TITLE I
INSTITUTIONAL DUTIES

The Biblioteca Riccardiana is a public library: it is classified as a special library within the fields of
literary, philological, historical disciplines, and retrospectively also theological, artistic, and scientific
disciplines.
It preserves, protects, and promotes its ancient and modern bibliographic heritage by implementing
policies of prevention, restoration, and digitization.
It expands its collections of manuscripts and rare or antiquarian printed materials through acquisitions
from antiquarian booksellers, both in Italy and abroad. It also acquires and expands modern printed
collections as a tool for the study of ancient materials.
The library accepts donations of bibliographic and documentary materials, as well as historically and
artistically valuable relics or works of art, in accordance with bibliographic, economic, and
management criteria.
Access is primarily reserved for those engaged in research, with particular regard to the study of
manuscripts.
TITLE 11
PUBLIC ACCESS
Art. 1

Calendar and Opening Hours
The Library is open to the public on weekdays during the following hours:
Monday and Thursday: 8:15 AM - 5:15 PM
Tuesday, Wednesday, and Friday: 8:15 AM — 1:45 PM
The Library is closed on Saturdays and Sundays, as well as on public holidays recognized by law.
In accordance with the Regulations of State Public Libraries (Presidential Decree No. 417/1995),
the Library is closed to the public for two weeks, usually in August. During this period,

bibliographic information services remain available.

Art. 2
Admission Procedures
Access to the Biblioteca Riccardiana is granted to researchers, scholars, and university students

preparing their theses who need to consult manuscripts or rare printed works held by the Library.



Applicants are required to provide appropriate documentation or a letter of recommendation to verify
their status.
Art. 3
Access Regulations

To access the consultation of manuscripts and rare or valuable editions, first-time visitors must
complete an identification form with their personal details at the reference desk and provide
appropriate documentation demonstrating their research activities.

e An annual renewable access card is issued, which requires the following:

e Being at least 18 years of age;

¢ Providing documentation of the need for consultation and research;

e Presenting a valid photo ID;

e Completing and signing an application form (provided by the institution);

e Submitting documentation of professional qualifications and declared activities.
Professors, researchers, and PhD candidates are authorized to access the collection. University
students may also be granted access for the duration of their research, provided they submit a letter
of recommendation from a faculty member. Independent scholars may be authorized as well, if they
can document the necessity of consulting the materials.
Manuscripts held in the restricted section (""riserva") may be consulted only with prior authorization
from the Director, and only when such consultation is deemed necessary.
The access card may be requested by letter or email; however, the applicant must always collect it in
person, presenting a valid ID.
Readers aged 16 and above are also admitted for orientation purposes and school-work experience
programs. The access card is issued upon presentation of a valid personal ID. At the time of
registration, minors must be accompanied by a parent or guardian, who must authorize the minor’s
entry into the Library, the use of equipment, and the consultation of books, journals, microfilms, and
multimedia materials, and who assumes responsibility for the minor’s actions.
The parent or guardian must also consent to the processing of personal data pursuant to Article 10 of
Law 675/1996 and Article 26 of Legislative Decree 196/2003, as well as to Internet use.
Those visiting only the monumental areas of the Library must leave a valid ID at the reception desk

at the building's entrance and simply sign a dedicated register located at the Library entrance.



Art. 4
Consultation
After depositing bags, envelopes, and other types of containers in the designated lockers, the reader
must sign the entry and exit register.
Upon presenting a valid ID to the security staff at the entrance of the building, the reader will receive
an access pass. Both the pass and the admission card must be handed over to the reading room
assistant and will be returned only after the consulted materials have been returned, prior to leaving
the Library.
The user must then complete individual request forms for the materials to be consulted and sign the
reading room register upon receiving the materials.
Library staff are available to assist the public with bibliographic information.
Manuscripts and rare or valuable documents are provided for consultation one at a time, unless
specific research needs justify otherwise. No more than ten requests per day are allowed for this type
of material. Requested items may be kept on hold until the last working day of each month.
Consultation must be carried out using a reading stand, and readers may use the paper markers
provided in the reading room as placeholders.
It is strictly forbidden to leave the reading room, even temporarily, without returning the consulted
material to the staff.
Use of ballpoint or fountain pens is not allowed; only pencils or computers may be used for taking
notes. It is forbidden to make marks or write, even in pencil, on the Library’s books or documents.
Tracing of images (drawings, miniatures, watermarks, bindings, etc.) is prohibited.
Consultation of bibliographic materials kept on the reading room carts is free, while materials stored
in the stacks are distributed without interruption from 8:15 AM to 1:00 PM on Tuesdays,
Wednesdays, and Fridays, and from 8:15 AM to 5:00 PM on Mondays and Thursdays.
Distribution of modern works kept in the Palazzo Neroni deposits takes place at 11:00 AM each day,
upon reservation or request made by 10:30 AM.
Public access to the stacks and book storage areas for direct consultation of documents is prohibited.
Art. 5
Return of Materials
Before leaving the Library, users must return all documents they have received for consultation. If a
user has not finished reading an item, they may reserve it in storage until the last day of the current
month; the reservation is personal.
Materials must be returned to the staff in the reading room at least 15 minutes before closing time.

Before leaving the Library, users must sign out in the designated register at the reception desk.



Art. 6
Code of Conduct
Readers must take the utmost care of the materials provided for consultation and must not disturb
others’ study activities in any way.
Users may bring photocopies or volumes they own into the Library, but only after obtaining prior

authorization. It is forbidden to bring or consume solid or liquid food inside the Library premises.

Art. 7
Consultation of Document Reproductions
For reasons of protection and preservation of ancient and manuscript materials, a reproduction of

the original document may be provided for consultation instead of the original.

Art. 8

Use of the Cloakroom
Users must deposit bags, briefcases, and other containers - including laptop cases - umbrellas, and
any other items not strictly necessary in the designated lockers. Jackets and outerwear may be
placed on the coat racks available at the reception desk.
The Library is not responsible for personal belongings brought in by users or left in the cloakroom
lockers.
Due to space and security reasons, it is not possible to leave suitcases or bulky bags in custody.

The use of transparent bags for storing and carrying personal items is allowed.

TITLE III
PUBLIC SERVICES
Art. 9

Services Provided by the Library
The Library offers the following services:
e general catalogs by author and subject;
e bibliographic records on the collections held by the institution and other libraries;
e access to online databases and directories;

e reproduction services.



Art. 10
Information
A librarian is available to assist users with information about the Library’s services, collections,
bibliographic consultation, and research assistance in the Library’s catalogs and directories.
General information is available on the institutional website. Bibliographic information can also be
requested by letter or email at the addresses indicated on the website. Only general information
regarding opening hours and services can be provided by telephone.
Users are responsible for any costs incurred by the Library for the provision of special information
services that involve additional charges.
Art. 11
Suggestions

A register is available to users for purchase proposals, reports, and suggestions.

Art. 12

Reproductions
On-site reproductions using personal equipment.
In compliance with current legislation (Art. 108 of Legislative Decree 42/2004 as amended by Art.
1, paragraph 171 of Law 124/2017), reproduction for personal use related to study, research, or other
non-profit activities of works owned by the Library is permitted. The dissemination by any means of
images of cultural heritage items, lawfully acquired, is also allowed, provided that they cannot be
further reproduced for profit.
Free reproduction is allowed only:

e in compliance with current copyright law (Law No. 633 of April 22, 1941, and subsequent
amendments), within the limit of 15% of volumes or issues of periodicals available
commercially. This limit can only be exceeded in the case of a "rare work or one not listed in
commercial catalogs," subject to acceptance of the Library’s guidelines, which is granted upon
registration at the Library.

e In ways that do not involve any physical contact with the item, nor exposure of the item to
light sources, nor the use of stands or tripods. Users are required to carefully read the
Regulations for the Protection of Material Reproduction available in the reading room and on
the institutional website.

Reproductions by External Company
Reproductions requested remotely for study purposes by those who do not wish to use their own

equipment are carried out on-site by an external company, according to the current fee schedule and



with prior authorization from the Library in compliance with current regulations. The cost is borne
by the requester. Requests can also be submitted directly on-site. Telephone requests are not accepted.
Reproductions for Editorial Purposes
In compliance with Article 108 of Legislative Decree 42/2004 and copyright law:
e reproductions for editorial purposes without profit are free, subject to prior notification to the
Library, including by electronic means, of the intent to publish.
e Editorial and commercial reproductions for profit must be made on-site and authorized by the
Library’s Directorate. Telephone requests are not accepted.
In both cases, whether for study or publication, it is always necessary to:
e cite the source of the reproduced work and its location;
e provide the Library with a copy of the publication, in addition to the copy required for legal
deposit;
¢ include the statement “by permission of the Ministry of Culture / Riccardiana Library” as well
as an explicit warning prohibiting further reproduction or duplication by any means.
Art. 13
Loans
Direct loans and interlibrary loans of works are not permitted.
The Library lends manuscripts and rare and valuable materials for exhibitions and displays of high

scientific relevance, both in Italy and abroad.

Art. 14
Guided Tours
Guided tours of the Library are offered subject to staff availability and the institution’s
commitments. Tours are available by reservation only, which must be requested through the
Directorate office, and according to the internal regulations for guided tours available on-site and

online on the institutional website.

Art. 15
Conduct and Sanctions
Users must comply with the provisions of DPR 417/1995 and this regulation.
Anyone who violates the above regulations, without prejudice to any civil or criminal liability, may
be temporarily or permanently banned from the Library. In particular, anyone found guilty of theft

or damage of any kind will be excluded from the Library and reported to judicial authorities.



Users who make marks or write, even in pencil, on books or documents, or who disturb study and
work activities in any way, may also be excluded from the Library.
Users are reminded that, under Article 76 of Presidential Decree 445/2000, "false statements,
falsification of documents, and the use of false documents in cases provided for by this law are
punishable under the Penal Code and special laws on the matter."
Users must maintain behavior appropriate to the decorum of the premises. In particular, the
following are prohibited:

a) Smoking, drinking, or eating;

b) Speaking or studying aloud;

c) Using mobile phones where not permitted;

d) Improper use of furniture, equipment, and facilities (e.g., sitting on tables, stairs, etc.);

e) Using Library computers for purposes other than study or research, and altering, removing,

or damaging in any way the software or hardware of the computers in use;
f) Entering without authorization areas where staff offices are located, and using equipment or
materials assigned to staff.

The same rules, as applicable, must also be respected by all those admitted for temporary visits to
the Library with authorization.
Library staff, who must be always identifiable and available, are required to intervene directly or
upon user reports to enforce the rules set forth in this regulation, taking necessary preventive
measures and proposing any sanctions provided for by DPR 417/1995.
For matters not expressly mentioned, reference is made to the Regulation of State Public Libraries,

DPR 417/1995.
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