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Budapest City Archives
Research Regulations
1. Any natural persons are entitled to research the documents kept in Budapest City Archives who submit themselves to the terms and regulations of the archival research. In case of minors, a statement of responsibility signed by the guardian is required (Appendix 15) before being allowed to carry out research in the Archives.
2. Research rooms at Budapest City Archives are at researchers’ disposal in 3 departments:
a) Large Research Room, where all the collections and the digitalized documents of the Archives are available
b) Research Room of the Architectural Designs, where the records belonging to the Collection of Architectural Designs of municipal and district Construction Departments (XV.17. d.329.) are accessible
c) Microfilm Research Room, where the microfilm collection of the archives is available
All research carried out in the research rooms are invigilated.
Digitalized archival indexes and e-documents accessible through the website of BCA and other websites can be used by the general public free of charge.
The study and research of digitally unpublished indexes and documents are available for researchers registered in the Budapest City Archives as well as on the Digital Archives Portal (hence DAP), on the storage space provided or the storage space that comes with a Hungarian Client Gate registration. Any expenses of making digital copies required for e-research should be covered by the researcher (see Appendix 17).
3. It is strictly forbidden to eat, smoke or use mobile phones in all our research rooms.
4. Bags (including laptop cases), backpacks and coats are not allowed to take into the research rooms but must be left in the cloakroom (ground floor) where lockers are provided for this purpose. 
5. Research room opening hours
a) Normal working hours
Monday and Wednesday: 9.00 – 16.00; Tuesday and Thursday: 10.00 – 16.00

b) Irregular Duty working hours
Tuesday: 16.00 – 19.00, Thursday: 16.00 – 19.00

During these hours only those materials can be studied which have been already requested and prepared. Also, one can buy photo tickets and make photocopies in the research rooms. It is not possible in these periods to consult specialist archivists or make larger payments (e.g. for digital copies). 
c) Research rooms are closed in August and from 20 December to 6 January.
6. Visitors’ tickets are issued at registration to researchers before they can start their research. Tickets are valid until the end of the given calendar year and must be renewed when expired, which is also possible to initiate on the DAP website. In case of you plan to research in a group or with a guide (e.g. translator), tickets must be purchased for all those wishing to enter.
In order to obtain a visitor’s ticket, researchers are required to fill in the researcher registration form in paper-based format or digitally using the terminals in the research room. Researchers registered on the DAP website can also submit this form online – however, those who registered only online must also check their personal data, sign the registration form and take their visitor’s ticket. (Researchers with client gate registration are exempted from the latter requirement.)
7. In case of issuing a visitor’s ticket, the Archives registers the researcher’s name, mother’s name, date and place of birth and address. These data are stated by the researcher alongside with the required information concerning the subject of research in the forms issued by the archives. (For the forms see Appendices 1, 1.a and 10). Completed registration forms are handed in to the invigilator of the research room, who issues the visitor’s ticket (see Appendices 2 and 11). Researchers completing the registration online using the DAP website are required to give the necessary data by filling in the online forms.
8. Researchers’ personal data submitted to the archives are protected in accordance with the provision on The Freedom of Information and Informational Autonomy of Act CXII of 2011.
9. Issuing of a visitor’s ticket can be denied by the Director or Vice Director General of the Archives, alongside with the written statement of reasons. In case of complete or partial denial of registration, the applicant can seek justice with a court of law.
10. Arms are not allowed into the research rooms, not even for those carrying valid permits. The arms kept safe by the security service of the Archives.
11.  Budapest City Archives retain the right to partially or completely suspend one’s research permit in case of inappropriate conduct with staff members of the research enquiry (rude, aggressive or insulting behaviour) or any other lasting behaviour disturbing the peace and the right to work of the employees and the other researchers (e.g. unhygienic clothing, lack of body hygiene expected of persons in public space, loudness, using prohibited equipment).
12.  In case of performing behaviours specified in (10) and (11) above, our employees can call upon the researcher to stop performing the disturbing behaviour. In case of resistance, they can be called upon to quit the premises, and then the staff member in charge (or the head of department) shall make a record of the events and ceases the research by immediately taking back the material used by the researcher. The suspension of the visitor’s ticket must preferably be furnished immediately but at last within 5 working days. The researcher shall be notified, if it is possible in person or by mail. Until the Director General’s decision on the subject, the researcher is not allowed to use the services of the Archives.
13. In the event of using the research room of the Archives researchers must note the date, the visitor’s ticket number, name, the registration number of the submitted requests in the research room log book and sign the entry. 
14. Researchers having a valid visitor’s ticket are entitled to study the documents specified as researchable in the provision of Chapter IV of Act LXVI of 1995 on Public documents, public archives and the protection of documents in private archives (in the following, Archives Act) and Act CXII of 2011 on Informational autonomy and the freedom of information.
15. Data and media specified as protected by § 23-25 of the Archives Act and the relevant provisions of Act CXII of 2011 can only be researched in line with the quoted provisions of the Archives Act and § 12 of Act CXII of 2011. Requesting the required permissions from the relevant authorities belongs to the duty of the Archives.
16.
 Digital research of data protected by these provisions – except for cases when the protection of these data can be furnished through anonymization (see 16/b) – is only possible in the research room or the researcher’s own client gate storage space.
17. According to the (1) of § 23 of the Archives Act, the Archives gives permission to research archival materials created after 1 May 1990 before the expiry of 30 years from the calendar year when the document was created and records containing decision making preparation with the permission of the organ submitted the document for materials.
a. In accordance with (1) and (2) of § 24 of the Archives Act archival material containing personal data becomes researchable by anyone 
· after 30 years following the year of death of the involved person
· if the year of death is unknown, after 90 years following the year of birth of the involved person
· if neither the year of death nor the year of birth is known, after 60 years following the creation of the archival material
b. Research can be carried out earlier than the expiration of the terms specified above through creating anonymized copies created at the expense of the researcher.
c. Protected personal data are researchable if
· the involved person or his/her successor gives written permission to do so or
· the researcher holds a statement of support issued by an organ performing public duty and carrying out research on a regular basis, issued upon the researcher’s presenting a detailed research plan (Appendix 3) and the researcher specifies the location of data handling in a written statement (Appendix 4) and makes a statement of acceptance concerning the provisions of by an organ performing public duty and carrying out research on a regular basis, issued upon the researcher’s presenting a detailed research plan 12 of Act CXII of 2011
18. In accordance with § 24/A of the Archives Act a researcher of a country providing similar protection to personal data is required to hold a statement of support issued by the relevant department or institute of the Hungarian Academy of Sciences (currently the Institute of Historiography of the Humanities research Centre of the Hungarian Academy of Sciences, 53, Úri u., Budapest, 1014, mailing address Budapest, 1250, P.O. Box 9) and must make a written statement of accepting the data protection regulations of their country of origin. In the event of researching documents under the provisions of Act LXXVI of 1999 on Copyright, the researcher must handle the data found in these materials according to these provisions.
19. The employee of the research enquiry (invigilator) on duty in the research room
a. informs the researcher about the research regulations of the Archives,
b. in line with the given subject provides all the relevant information needed for starting the research,
c. in order to do that, provides for the researcher all the public indexes that can help the study in the material relevant for the given subject
d. if needed, directs the researcher to the archivist specialized for the documentation relevant for the given subject
20. After the explanation given by the staff member of the research enquiry and the study of the indexes, the researcher fills in a document request form, an accompanying form and a guarding ticket (Appendices 9/a, 9/b, 14 and 16), indicating the archival reference number of the requested document
21. A researcher can submit a maximum of 40 requests. New requests above that can only be submitted once the researcher has finally returned the materials requested previously. The Archives provides storage space for 40 request cases or a total of 0.5 shelf meters of documents.
Researchers registered on the DAP website can also submit their requests online, while researchers not registered on the website are not entitled to use this service. Handing over documents requested online is possible after the researcher’s registration as specified in (6) above.
22. The amount of documents requested in this case can not exceed the number specified in (23) above, even if the storage space provided by the online interface makes it technically possible. The staff member of the research enquiry informs the researcher by e-mail about approve or denial of the request as well as the potential clarifications needed or taking the request to the waiting list because of exceeding the limit on the amount of documents requested.
23. The Archives does not bear responsibility for the requests submitted with incomplete or incorrect form or incorrect reference number.
24. The requested material shall be at researchers’ disposal on the third workday after submitting the request.
Requests submitted during irregular duty hours shall be dealt with on the next workday, so the three days (within the requested documents are delivered) should be calculated from that day. Requests submitted online are subject to the same deadlines, specified in the Regulations.
Exceptions from the general rule regarding the deadlines:
a. Microfilms and indexes are handed from 11 am the on the next workday following the day of the submission of the request
b. Volumes (especially indexes) and documents that need no page numbering and are not under research limitations due to their content can be delivered within a shorter term, exclusively with the approval of the specialist archivist, contacted by the staff member of the research enquiry on behalf of the researcher, who, in turn, should inform the researcher of the result
c. Materials which can only be researched in anonymized copies are presented to researchers within 8 workdays.
If there is any derogation from the above terms, the Archives shall explain it in a written form. 
If two or more researchers wish to use the same documents at the same time, access is provided in the order of submitting their requests. For requests submitted online, researchers should be notified in e-mail if they are put on waiting list.
25. The amount of documents requested at any one time should not exceed
a. for documents delivered in storage units
· four boxes
· or 10 volumes
· or 10 rolls of film (whichever is applicable).
b. for documents requested by reference numbers
· 40 files if their overall quantity doesn’t exceed 0.5 shelf meters or, for the Collection Architectural Designs of Construction Departments (assemblage no. XV.17.d.329) items under five specific cadastre number if their quantity doesn’t exceed 0.5 shelf meters
26. Materials requested but not taken can be stored in the transitory storage room in the research room and then they shall be placed in their original location. Researchers can use materials requested and delivered into the research room for 30 days, apart from archival indexes and birth, death and marriage registries (both the originals and their microfilm copies), which are available for 5 subsequent workdays.
Documents sent to online storage spaces will be deleted 30 days after arrival, regardless document type, but the researcher will get preliminary notification.
27. If the requested documents are missing, the researcher must be informed about this fact and the reasons.
28. The peace and quiet in the research room is kept by the invigilating staff member of the research enquiry.
a. Portable computers can only be used without disturbing the other researchers
b. Researchers are allowed to make digital photographs using digital cameras or mobile phones upon purchasing a photo ticket (regarding the regulations in Appendix 7). There are 5 types of photo tickets available at the Archives, for the duration of
· 4 hours 
· 1 day
· 1 week
· 1 month
· 1 year
c. No other reprographic device (analogue camera or scanner) is allowed into the research room. 
d. The researchers are allowed to use only pencil for note-taking. No marks can be made on the original materials, including impressions made through the paper used for note-taking. 
e. Researchers are not allowed to take documents out of the research room.
f. No archival material can be taken to the reading room of the reference library.
g. No image appearing on the monitors of the research room terminals can be photographed.
h. Copying or downloading content published by the Archives on various websites is only possible with the specific permission of the Archives.
29. Researchers shall be asked to confirm taking over any material with their signature. Materials shall be returned in their original condition and order.
30. In the Microfilm Research Room
a. microfilm readers can be occupied in the order of arrival, no preliminary seat booking is possible
b. no other archival material is allowed into the microfilm reading room
c. No photo can be taken of the images projected by the microfilm readers
31. The staff member of the research enquiry has the right to take back any material in case of inappropriate use. It is strictly forbidden to place any papers (e.g. notes) in archival material apart from page marking slips.
32. After the researcher finished using the requested documents, the staff member of the research enquiry shall
a. take them back, check their order and condition and certify the intake by signing his/her name
b. should any part of the original material be missing, the researcher is called upon to restore its original state
c. state what is missing until the original order of the material is restored
d. should the possibility of further damage arise, no more material can be handed over to the involved researcher.
e. Researchers are to return to the invigilator any archival material they are using 15 minutes before the closing of the research room.
The original copy of documents which have been made digitally accessible, have been copied to film for safety or are researchable in digital format free of charge is not researchable. Well-founded requests to this end can be submitted to the specialist archivists and the head of department, who will give their opinion on the matter to the Director General or Vice Director Genereal, who makes the final decision.
33. Following the written request submitted by the researcher, the employee of the Archive responsible for reprography shall make copies of the ordered documents. (See Appendix 17 for regulations)
a. Copies must be ordered by filling in the appropriate form (see Appendices 5, 6, 6/a, 8, 8/a, 12 and 13 depending on document type)
b. Copies and anonymized copies will be made by the research service employee
c. Researchers can get the copies upon payment, for which we issue invoice (for cash payments only). For money transfer, an order must be submitted by the owner of the account.
Researchers registered on the DAP website can fill in and submit copy requests and ask for quotes online. Copy requests are confirmed by e-mail. Orders placed for greater amount of material are only dealt with upon payment of a deposit, while copies are delivered or sent in e-mail only upon payment of the full copying cost.
34. If the requested material is in such poor state as to make it impossible to hand it out to researchers, the request is furnished by making a copy at the Archive’s request, if
a. making the copy doesn’t entail any potential damage or
b. the potential annihilation of the original,
c. or the cost of copying doesn’t exceed 5 times the usual copying cost.
In the latter case, however, if the researcher is ready to pay the extra cost, the Archives will make (or order) the requested copy. (See (3) § 25 of the Archives Act)
35. The Archives can deny making the requested copy if the reprography procedure or its frequency endangers the survival or physical integrity of the material. The decision rests with the head of the department keeping the given document based on the opinion issued by the Conservation Department. For reprography services performed in the research room, the staff members of the research enquiry will decide, having consulted the Conservation Department.
36. Copies made of archival material using any technology can only be used by the researcher only for academic purposes. Publishing copies is only possible in possession of the written agreement of the Archives, having paid the relevant publication fee. Publication fees are calculated for each specific document, on the basis of the table of fees, taking into account the type of publication and the number and quality of copies.
37. In case of repeated or serious breach of research regulations the leader of the research service team will notify the Director General, who, in turn, will decide concerning the suspension of the research and any other potential measure to be taken.
38. These Research Regulations have been drafted on the basis of the provisions of enactment 10/2002.(IV. 13.) of the Ministry of National Cultural Heritage. For issues not dealt with above, the terms and conditions set forth in that document shall be concerned.
39. Regarding conservational considerations, the following types of documents can’t be subject to photocopying.
a. volumes
b. parchment based documents
c. wax sealed documents
d. documents whose overall size exceeds A3
e. stitched or clamped documents that can not be undone without risk of damage
40. The deadlines for the reprography services provided by the Archives
a. Photocopying – 3 days
b. Making anonymized copies – 5 days
c. Digitizing – 5 days
d. Transferring data from digital documents – 3 workdays
e. Making paper-based copies of material on microfilm or digital format – 5 workdays
For copies ordered online, the terms above are calculated starting from the researcher’s making a statement that he/she will pay for the copying costs as set by the Archives.
The Research Room Regulations comes into force on 2 January 2014.
Budapest, 19 December 2013
Dr. Kenyeres István 

Director General 
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