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Rules of the Reading Room

I. ACCESS TO THE HISTORICAL DIPLOMATIC ARCHIVES
1. Italian and foreign citizens are allowed to consult the documentation kept in the Historical Diplomatic Archives of the Ministry of Foreign Affairs and International Cooperation. For foreigners who are not EU citizens, access is allowed on condition of reciprocity and upon presentation of a Verbal Note from the relevant Diplomatic Mission. For all of them, a presentation letter from their university or institution and a photocopy of their identity document are required.
2. To obtain authorisation for consultation, they need to register on the portal, accessible from the website of the Ministry of Foreign Affairs on the page dedicated to the Historical Diplomatic Archives https://www.esteri.it/it/uapsds/archivio-storico-e-biblioteca/archivio-storico-diplomatico/servizi-allutenza/ and follow the procedure indicated. 
Once authorisation has been obtained, it will be possible to reserve a seat in the Reading Room and request the documentation to be consulted (three envelopes requested individually for each day booked).
In order to enable as many scholars as possible to use the Reading Room, please note that, in the event of a sudden inability or impossibility to show up, you must cancel your reservation at least 24 hours in advance. Scholars who fail to cancel their reservation three times, not necessarily consecutive, will not be allowed to reserve a seat in the Reading Room for the four weeks following the last reservation. 

3. By signing the application form, users agree to the digital treatment of their personal data - which will be carried out in the manner specified in the "Information to Users on the Treatment of Personal Data", available on the web portal of the Historical Diplomatic Archives (https://web.esteri.it/ArchivioStoricoDiplomatico/Default.aspx) - and undertake to comply with the Deontological Rules for Archiving in the Public Interest and in the Interest of Historical Research. Please note that consultation of documents containing personal data entails compliance with the Code of Ethics and Good Conduct for the Treatment of Personal Data for Historical Purposes (Legislative Decree No. 196 of 30 June 2003). Please also note that authorisation to consult documents containing personal data does not relieve scholars and researchers of criminal and civil liability for offences or damage caused to people and entities, as a result of the improper quotation of names and surnames and the disclosure of information contained in the documents consulted. 

4. The Reading Room of the Historical Diplomatic Archives is open to the public on weekdays from Monday to Friday from 9.30 am to 2.30 pm. It is closed during the month of August and on major public holidays. 
The Head of the Unit reserves the right to set additional closing periods for special service requirements.

5. Users are requested to leave bags, containers, newspapers and other personal items on the shelves designated for this use. Transparent bags or containers may be brought into the Reading Room. Entry and exit controls are possible; video surveillance is in place in the areas frequented by users.

II. CONSULTAION OF DOCUMENTS
6. Confidential documentation (see Articles 122-127 of Legislative Decree No. 42 of 22 January 2004, Cultural Heritage and Landscape Code, and Legislative Decree No. 196 of 30 June 2003, Personal Data Protection Code) or documents declared to be confidential and concerning the foreign or domestic policy of the Italian State can be consulted fifty years after their date. Documents containing particular categories of sensitive data can be consulted after 70 years (Article 221 of Law No. 675 of 31 December 1996, and Articles 8 and 9 of Legislative Decree No 281 of 30 July 1999). 
Documents that go back over 30 years ago can be consulted with the authorisation of the Head of the Unit, subject to the opinion of the relevant Office (Ministerial Decree 1012/BIS/712 of 22 December 2015). 
Before requesting post-1948 documentation through the portal, users of the Reading Room are required to communicate by email the list of envelopes they wish to consult (archiviostorico@esteri.it).
Once the Archives have carried out the necessary checks, users will be informed of the consultation schedule.
Each request can amount to a maximum of 15 envelopes for documents going back over 50 years ago and 10 envelopes for those dating back to the period between 30 and 50 years ago. After consultation, it is obviously possible to make further requests. 

7. The fonds that have not been rearranged and reorganized or have no sufficient means of identification, as well as documents of very high value or that have conservation problems, are excluded from consultation.

8. Printed and frequently used inventories are available in the entrance hall of the Reading Room. Users can access the text of the inventories available online from the website of the Ministry of Foreign Affairs and International Cooperation, on the page dedicated to the Historical Diplomatic Archives https://www.esteri.it/it/uapsds/archivio-storico-e-biblioteca/archivio-storico-diplomatico/storia-e-fondi/. 

9. A maximum of three envelopes (or registers) per day can be requested through the Historical Diplomatic Archives portal. Requests shall be made 48 hours in advance and, in any case, no later than 11 a.m. on the day prior to consultation, unless otherwise indicated on the website. Envelopes will be made available on the shelves assigned to each scholar by the Reading Room assistant. Up to six items may be kept in storage for a maximum of fifteen days. 
After that period, the items will be returned automatically to the storage units. Scholars interested in continuing their research may renew the storage by notifying the staff in charge.

10. The Reading Room assistant is available for administrative matters, and the archivists for advice on the fonds. 

III. RULES OF CONDUCT
11. Only one envelope at a time may be kept on the table for consultation, taking care to avoid even the slightest damage. In particular, no marks, even in pencil, can be made on the documents. The use of a personal computer and, subject to authorisation requested through the portal, a digital camera or mobile phone for the reproduction of documents is allowed.

12. At the end of their work, scholars shall return the consulted items, placing them where indicated (special trolleys or dedicated shelves), or keep them on their own shelf for later consultation. 

13. Scholars are required to handle the documents with care and to return the envelopes in good order and properly closed. Should they require assistance, they may contact the staff in the Reading Room.
It is strictly forbidden (under penalty of exclusion from consultation and without prejudice to civil or criminal law consequences) to remove documents for any reason, alter the order of the papers and files, or damage the documentary material in any way.

14. Before leaving the Reading Room, scholars shall make their entry passes be signed by the Reading Room assistant. 

15. Scholars are required to wear attire suitable to the decorum of the Institution, and to behave properly both towards other users and towards the staff. In particular, they shall avoid conversations in the Reading Room and mute their mobile phones. Eating and drinking are not allowed. 

16. Users who have used the archival material stored in the Historical Diplomatic Archives of the Ministry of Foreign Affairs and International Cooperation for the purposes of a publication, a dissertation or a doctoral or postgraduate thesis, shall send the Archives a copy of them showing the archival material used and/or published in the said dissertation, thesis or publication. 

IV. RULES FOR THE REPRODUCTION AND PUBLICATION OF DOCUMENTS
17. As a rule, all documents authorised for consultation may be reproduced.  The use of one's own devices is permitted provided that a specific request is made through the relevant section of the portal and that an electronic copy of what has been reproduced is provided. 

18. Documents shall be consulted and, where necessary, selected for reproduction in the order in which they are found in the file and should not be removed for any reason.
In order to avoid loss, dispersion and, above all, mingling of documents, scholars are required not to remove individual documents, but to mark the material with paper strips and reproduce it in an orderly manner. 

[bookmark: _GoBack]19. The text of the documents kept in the Historical Diplomatic Archives may be published only in part. For the publication of the full text, facsimile or photos, authorisation shall be requested by sending an email to archiviostorico@esteri.it, enclosing a PDF with the reproduction of the documents you intend to publish.

20. Authorisation to publish does not exempt researchers and scholars from ascertaining, and if necessary regularising, any copyrights due to other parties on the documents published. 

21. Authorisation to consult documents and make copies is strictly personal and the distribution of reproduced documents for profit is prohibited.

22. Scholars who do not comply with these rules, after being warned, may be expelled from the Reading Room and excluded from consulting the Archives. 

