INSTRUCTIONS FOR THE CONSULTATION AND REPRODUCTION OF
DOCUMENTS FROM THE GENERAL AND HISTORICAL ARCHIVE OF THE
UNIVERSITY OF BARCELONA (AGHUB)

The AGHUB is currently reorganizing its collection to improve the service
offered to researchers at the UB.

While the improvements are being carried out, all researchers are kindly asked
to follow the instructions below prior to sending requests for the consultation or
reproduction of documents.

Consultation

* Unless Express authorisation is given, all documents must be consulted
at the AGHUB. Please bear in mind that we are only able to attend users
on Thursdays (excluding public holidays) between 9 am and 2 pm. We
will notify users of those Thursdays Turing Easter Week, Christmas, and
the months of July and August on which the office will be closed for staff
holidays.

* Notify us of the request by e-mail prior to your visit, which will enable us
to prepare the documentation required.

* Do not come to the AGHUB until you have received confirmation that
your request has been arranged, as the space available to researchers is
limited.

* When requesting documentation related to personal records, please
specify BOTH surnames (where applicable) and the first name if
possible.

* Pending system updates, the locations of documentation not included in
personal records can only be retrieved manually. We regret that we are
unable to perform this service for you.

* You may consult a maximum of 10 separate documents or sheaves of
documents in one day.

» Consultation of personal records is restricted by privacy and data
protection legislation, according to which the information may only
accessed after a period of 25 years following the death of the individual
concerned. If this period has nor elapsed or the individual is alive, you
must obtain express authorisation from a direct family member and
submit this to the AGHUB together with a copy of his/her official identity
document.



Reproduction

Complete the on-line reproduction request with your details and the type
of work for which the research is being carried out(publication, academic
study, exhibition, etc.)

You should also include the area of study to which the research is
related, as this will help us to compile comprehensive statistics and
improve our service.

You may reproduce up to 10 sheets of DIN A3 or DIN A4.

Requested reproductions will be provided within 30 days with the
exception of some digital reproductions, which may take longer to
prepare. The AGHUB will contact you by telephone or e-mail to arrange
collection and payment.

For digital reproductions, please specify the desired format (TIFF or
JPEG). TIFF files will be provided on a CD as they are too large to be
sent by e-mail.

Until further notice, all reproduced documents should be collected from
and paid for in cash at the Reserve Library, from Monday to Friday, 8:30
am to 8 pm. Information on rates is available at:

http://www.bib.ub.edu/serveis/tarifes-serveis/#reprl

In exceptional circumstances, reproductions may be sent by certified
post. Payment must cover postage costs and should be made by postal
order.

If you intend to use the reproduced material for publication or public
presentation, you must cite the reference given in the authorisation
received from the AGHUB.

The AGHUB shall not be held liable for any use that the researcher may
make of the reproduced documentation outside the standard terms of the
authorisation.
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The AGHUB kindly requests that researchers provide a copy of the final
product of their research, in any format.



