RULES
of the Audio Record Archives of the Institute of Linguistics, Literature and History KarRC RAS

The Institute of Linguistics, Literature and History (ILLH) KarRC RAS provides researchers, including from abroad, access to materials stored at its Audio Record Archives, fulfils requests for copies of audio and video records.

Audio Record Archives abides by collectors’ demands concerning the terms of use of the archived materials: restrictions (e.g. when only listening is permitted, while copying or publication are prohibited) or prohibition of use for the time period defined by the collector. A note thereof is made in inventory entries in the register book and on the box of the laser disc or tape record.
Terms of access to the Audio Record Archives for researchers
A third-party researcher is required to provide a letter of reference from their employer institution addressed at ILLH Director, asking to allow access to materials in the archives. The letter of reference should state the subject of the study and the tasks pursued at the audio record archives – studying catalogues and inventory lists, listening to audio records, making copies. 
After being authorized by the head of the relevant unit and the director, the letter of reference is forwarded to the archives curator to be processed. No special letter of reference is required for working with inventory lists, card files and the digital catalogue. 
Terms of obtaining copies
Obtaining copies of archived materials for a third-party requester is subject to authorization by the director, who negotiates the decision with specialists at ILLH units and collectors, whereupon the application is forwarded to the archives curator to be processed.
Copying can be done only with Audio Record Archives’ equipment and by its personnel.
Permission from ILLH is required to carry the copies across Russian Federation borders.
The customer is entitled to use the copies only for the purposes stated in the application, and is not allowed to transfer the copies to other individuals or institutions. Where such transfer is needed, the customer is obliged to get permission for that from ILLH.
Maximum allowable amount of copying is within 50% of the total playtime of the given unit of storage (magnetic tape, compact cassette, compact disc, etc.). A bigger amount of copying may be allowed in special circumstances.
Providing materials from the Audio Record Archives for publication
The customer is to submit a specific application for the publication to the ILLH Director’s office. The application should include statement of the list of materials requested and the name of the edition where the materials will be published. The decision to permit publication will be based on the interests of ILLH and collectors.
Materials for publication can be provided to third-party researchers only under a written agreement stating the obligations of both parties.

Proper reference to the ILLH Audio Record Archives including all relevant identifiers must be given in the publication.
The customer is required to submit a copy of the edition containing the published materials to the Audio Record Archives.
The researcher granted access to the archives stock is required to observe the following rules:
· materials provided for study must not be taken out of the Institute’s walls;
· equipment and facilities are to be treated with care;
· card files and inventory registers are to be handled delicately;

· assistance from the archives’ personnel should be requested when dealing with digital catalogue.

Researchers are allowed to access the Audio Record Archives on weekdays in the period from 10 to 17 h in the presence of the staff of the Folklore Unit comprising the Audio Record Archives.
