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                 Easy Archive Tip


Date of tip: November 2005
Source: Mark Laszlo-Herbert, mark.laszlo.herbert@utoronto.ca
Archive: Bundesarchiv – Berlin (Lichterfelde)

Location: Finckensteinallee 63, 12205 Berlin
How to get there: Take the S1 (S-Bahn) from Friedrichstraße towards Potsdam until “Sundgauer Strasse” (25–30 minutes), then change to bus number 184 towards “Flughafen Tempelhof” until “Bundesarchiv” (4-5 stops). You should be prepared to spend about an hour for each way to and from the archive. Since one ticket (Zones A, B, C) will cost you €2.10, you may want to consider buying a one-day travel card (€6) if you know that you will travel more on that day. A weekly Berlin pass is available at wending machines for €25. Single tickets, travel cards and weekly/monthly passes are (provided that you buy them for the correct zones) valid on the entire Berlin public transportation network, including buses, tramways, subways (U-Bahn), the S-Bahn, and trains.  
Link to archive: http://www.bundesarchiv.de  

Language: German; sometimes English. 

Getting started: When entering through the main gate for the first time, you will get a small piece of paper showing your name and the time of your arrival. When leaving, you will have to return this paper; it will have your departure time on it (the reading room staff will put it on it when you leave the reading room). Note: You cannot leave the archives if you fail to produce this paper at the exit. 

Go to the reading room, which is located in building 901, a five-minute walk from the main gate. Once you get there, hand over that small paper to the reading room staff. They will return it to you, along with your new Researcher Card (Benutzerkarte) when you are done for the day. Next time you enter the Bundesarchiv, you just have to show your Researcher Card at the entrance. You do not need a photograph for the Researcher Card.

You will have to fill out a couple of forms, and sign them. You must also agree to follow the rules of the Bundesarchiv.

You do not need a letter from your supervisor. It is, however, strongly recommended that you contact the archives a couple of weeks before your arrival, by email (for instance, at berlin@barch.bund.de). This can be useful especially if you want to save time: archivists can prepare documents for you so you don’t have to search for them in the catalogue; that is, you can work on a set of documents while your first request is being handled by the staff).
Important: You must bring your passport or other valid photo identification to enter the Bundesarchiv. 

Opening Hours: Monday to Thursday 8am–7pm, Friday 8am–4pm.
General working conditions: There is enough space to accommodate ca. 60 researchers in the reading room. There are two rooms with microfiche/microfilm readers (about 10 per room). You can print your documents directly from the microfiche/microfilm readers. There are only a few computers for ordering documents. The software is not user friendly at all, be prepared to ask for help from the staff that is not always friendly. Not all documents can be ordered online. 

There is no access to the Internet from the reading room.  

Consultation: If the number of requested documents during one pulling session exceeds 20 (twenty), the computer won’t accept further requests unless the reading room staff unblock your account. You can, however, have as many documents (including microfilms, fiches, paper documents) out as you wish, as long as their number stays within reasonable limits. Pulling hours are at 9am and 2pm. For further details about ordering documents see the attached Rules (document in German). 

Policy on technology: You can use your laptop, but cameras or scanners are not allowed. 

Photocopy policy: There is no limit to the number of copies you make, but every copy request has to be approved by an archivist. You must use the Bundesarchiv-approved copy services offered by Selke GmbH if you want to copy documents except when copying files on microfiche or microfilm: you can print microfiche/microfilm documents directly from the microfiche/microfilm reader. One such copy will cost €0.15. If you want to have paper documents copied, you must fill out a couple of forms, including the „Kopierauftrag,” a blue form that has the name of the company which does copies at the Bundesarchiv on it (Selke GmbH), and, one form for each file from which you want to order copies of individual documents (see attached order form). In the latter form you must describe every single document you want to copy as accurately as possible (i.e. „Telegram from Hermann, Ministry of War, to Strauss, Chancellery, Berlin, dated 23 September 1939”). Make sure you have a pen on you (and do take it to the reading room). Pencilled signatures on order forms are not accepted. The staff member I was talking to was surprised to hear that the use of pens is usually not allowed in reading rooms; if you filled out a form in pencil, they will insist that you transcribe the whole thing with a pen, and then sign with a pen.  

You can not usually take home your copies made through Selke GmbH on the same day. I had to wait two weeks for my copies to be ready. The Selke GmbH staff will contact you by mail or telephone (as you agree with them) when your documents are ready to be picked up. They can also mail you the copies (postal charges of at least €3 apply). You can pay at Selke GmbH only with cash. If you insist (as I did), you can pay with your Visa Card by telephone, by phoning Selke GmbH in Koblenz (that’s where the Headquarters of the Bundesarchiv, and Selke, are). The Selke GmbH staff will give you the telephone number (it is also written on the form you have to fill out when ordering your copies, as well as on the invoice you will receive from Selke). Foreigners must pay for their copies before the copies are being mailed out/handed over. Germans can pay after having received the documents. For details about how and where to copy documents, costs and other details, see attached document on copying files, in English.

Particularities: There is an excellent and inexpensive cafeteria that has breakfast (before 8:30) and lunch (until 2:30) in the “Casino” building, right next to the main entrance to the Bundesarchiv, a five-minute walk from the Reading Room. A daily menu costs about €3. Right next to the reading room, down the hall where the lockers are, there are two machines with drinks and snacks (have change on you, as nobody will exchange your money there).  

How to apply for classified files: The Bundesarchiv does not hold classified files, but the documents you receive might be sanitized if the rights of persons named in them could be violated through the unrestricted release of these files. 
Places to Stay: Have your supervisor contact her or his colleagues in Berlin; they will find a graduate student who will host you for a couple of days, or, they can help you rent an apartment if you stay longer. You should expect to pay between €200 – 400 for a room in a shared apartment (Wohngemeinschaft, or WG) in Berlin, depending on location and quality of the housing. Berlin is known to be a relatively inexpensive European capital, and there is (again, compared to other major German cities) plenty of housing available. 

Forms: See attached.

Funding: I am not aware of any funding offered by the Bundesarchiv in Berlin-Lichterfelde.
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