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Rules for the Safe Reproduction of Materials

Permitted devices:
e (Cameras
e Smartphones
e Tablets
All devices must be set to silent mode to avoid disturbing other users.

Not permitted:
e Portable or pen scanners
e Flash or any other portable light sources
e Tripods

Additionally, users are kindly asked to:
e Hold their device with both hands while photographing, to avoid the risk of dropping it
onto the materials.
e Avoid using one hand to hold the book or document open.
e Do not move items to different areas of the Library in order to improve lighting conditions.

Do not take photographs of the Library spaces, staff, other users, or their computer screens without
prior and specific authorization.

Handle books and documents with care during reproduction. Do not endanger the integrity of the
materials in an effort to obtain higher-quality images. Always use the provided book cradles.

Please observe the following rules:
e Do not press pages flat with your hands
¢ Do not force books open
e Keep loose materials in strict order
e Do not fold pages
e Do not remove sheets or plates from any mounts or passepartouts
e Never hold books or documents suspended in the air (e.g., to reproduce watermarks)
e Do not stand on chairs or place materials on the floor
e For oversized items, request assistance from Library staff.
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