











Dates flowchart Videos

N | Give the date of VIDEO DATES FLOWCHART
Pub— __p| creation
lished? (A 7.41:‘3)
. Add the
Give the PUBD
PUBD of the ed. COPD
present? (A 1.4F1) (A 1.4F5)
Give as
COPD
(A 1.4F6) >
Give later as
guessed, add
COPD
(A 1.4F7)
% 4 A
v
Guess a PUBD, Add as Edition
e.g., latest date #HkR e and History note
available or best release? --Release
guess (L 7.7B7)
(A 1.4F7)
PUBD: Publication date of video Add
COPD: Copyright date of video as
Publication note
* COPD of VD: is the COPD for the whole --Production
video itself, e.g., from video label, NOT just (A 7.4F2)
the film or the package & design ©

**Later date: is there a later date available,

e.g., accompanying material © Add as Edition
and History note

***Re-release: does the resource give an --Production

original release date (not © date) (L 7.7B7)

***Prod date: does the resource give an

Or%g%nal production date or © date of the y L 7.7B7 Add as Edition and History note--Release
original DONE 260 $cl981.

500 S$aOriginally released in 1979.

. K 008 r 1981,1979 (content/medium

A 7.4F3--Give the date of creation unchanged)

260 $cl1984. 008 s 1981, (content/medium changed)
500 $aFilmed in the producer's
backyard, May 24, 1984.

008 s 1984,
A 7.4F2 Add as Publication note--Production
260 $c2001.
A 1.4F1—Give the PUBD of the ed. 500 $aMade in 1986.
260 $c1998. 008 p 2001,1986 (content unchanged)
008 s 1998, 008 s 2001, (content changed)

A 1.4F5—Add the COPD
260 $c1986, c1985.
008 t 1986,1985

L 7.7B7 Add as Edition and History note--Production
260 $c1990.
500 $alOriginally produced as a motion picture in 1988.

008 p 1990,1988 (content unchanged)

A 1.4F6--Give as COPD 008 s 1990, (content changed)
260 $ccl988.
008 s 1988,

Give later as guessed, add COPD (A 1.4F7)

260 19911, c1989.
A 1.4F7—Guess a PUBD 008 :301[991,1198;

260 $c[199-]
008 s 199u,
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Serials

QUICK MATCH CRITERIA

Basis of these guidelines:
e "When to Input a New Record" in OCLC Bibliographic Formats and Standards. 3rd ed.
2003. Online document. August 31, 2005. http://www.oclc.org/bibformats/en/input/
e Differences Between, Changes Within. 2004. Chicago: ALCTS.
http://www.ala.org/ala/alcts/alctspubs/catalog/catalog.htm
e AACR2 2nd ed. 2002 rev.--21.2 and 21.3 and Ch. 12 rules on changes for individual
areas of information.
e LCRI1O
Remember to take the information that you are trying to match from the appropriate prescribed
source of information (see italics in column on left). If no source is listed, the information can
come from any source. In this table, ¢p., efc. = title page, other preliminaries (incl. t.p. verso and
covers), and colophon.

Field Criteria

008/34 S/L If the record is 'latest entry' (1) you may create a 'successive entry' (0) record. (OCLC)

245 $anp Not OK if:

Title * a word other than an article (e.g., A, An, The), preposition (e.g., of, over, under, with), or
(title page) conjunction (e.g., and, or, but) is added, changed, reordered, or dropped within the first 5

words (or 6, if there is an initial article) of the title ($a$n$p)—but see below. (A21.2)

» a word is added anywhere in the title ($a$n$p) that changes the meaning of the title or
indicates a change in scope—but see below. (A21.2)

» a different corporate body is named anywhere in the title. (A21.2)

» the title is given in multiple languages and the title that was in the language that was given
as the title proper is dropped. (A21.2)

» the serial is given a completely different title. (A21.2)

OK if:

» a word is added, changed, reordered, or dropped after the first 5 words (or 6, if there is an
initial article) of the title ($a$n$p), as long as the meaning of the title or scope of the
material is not changed (A21.2/0OCLC)

« the only change is in the representation of a word or words: spelling; abbrev. or sign or
symbol vs. full form; Arabic numbers vs. Roman; numbers or dates vs. spelled out;
hyphenated vs. not; one-word compounds vs. two-word compounds; acronym or
initialism vs. full form; change in grammar (e.g., singular vs. plural). (A21.2)

* an article, preposition, or conjunction is added, deleted, or changed anywhere in the title.
(A21.2)

+ the name of a corporate body, or its subordinate unit, or the grammar connecting the name
to the title is changed anywhere in the title, e.g., a variant form of the name of the same
body. (A21.2)

* punctuation is the only change, including initialisms with or without separating
punctuation and words with or without hyphens. (A21.2)

« the order of parallel titles changes, as long as the title that was chosen as the title proper
still appears as a parallel title. (A21.2)

* later issues have a parallel title that was not on the first issue or do not have a parallel title
that was on the first issue. (OCLC)

*» words linking the title to the numbering are added, deleted, or changed. (A21.2)

« different titles are used on other issues of a serial according to a regular pattern. (A21.2)

» a title fluctuates unintentionally (OCLC)

» a word in a list is added, deleted, or changed in its order, as long as it does not change the
meaning or scope of the resource. (A21.2)

 a word is added or deleted anywhere in the title that indicates the type of resource that it
is, e.g., magazine, journal, newsletter, etc. (A21.2)

In case of doubt, consider changes to be MINOR and make notes and (if useful) added
entries for them.
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Serials

Quick match criteria

Field Criteria
245 $h OK if: the absence or presence of, or difference in the GMD is the only difference in the
GMD record. But usually if there is a difference, then other fields are different too; so GMD is a
very quick indication of a problem; check 300$a. (OCLC)
245 $b OK if: a parallel title or subtitle is added, deleted, or changed; make a note if considered
Par / Subtitle important (A121D3 and A12.1E2).
(title page)
245 $c¢ Not OK if: the corporate body or person that was the main entry is no longer responsible.
Responsibility | (A21.3)
(title page) OK if: the statement of responsibility is added, deleted or changed (except above); make a
note if considered important (A12.1F5)
1XX Not OK if:
Main entry * the same corporate body remains the main entry, but the heading for the corporate body
(title page) changes (i.e., the name of the corporate body changes). (A21.3)
» there is a change in responsibility that means there will be a change in the name of a
corporate body that is used as a qualifier in a uniform title. (A21.3)
* single responsibility for the entire serial is different
OK if: there is a change in a place used as a qualifier in a uniform title. (OCLC)
250 $a Not OK if: there is any variation in statements re content, abridgment / enlargement,
Edition number or language or geography. (OCLC)
(t.p., etc.) OK if: added or deleted on later issues, or if change does not require a new record (e.g., '1st
ed.', 'Pbk. ed.") (A 12.2F1), or if statement is really numbering (362)
500 Not OK if: a note about edition changes, e.g., condensed, is needed and not present, or
Edition note present and not applicable. (OCLC)
260 $b Publ OK if: there is a change in publisher, as long as it is not also the main entry or a used as a
(tp., etc.) qualifier in a uniform title. (A12.D2 / OCLC)
260 $a Place | OK if: there is a change in place of publication. (A12.4C2 / OCLC)
(t.p., etc.)
260 Sc Not OK if: there is a true difference in beginning or ending publication date, or © date used
Date as publication date.
(tp., etc.) OK if: the difference is due to cataloging interpretation. (OCLC)
300 $a Not OK if: there is a change in the physical format of a serial, e.g., paper vs. CDROM or
Extent microform, or if LP vs. RP, etc. (OCLC)

(whole) OK if: other physical details or dimensions change; if important make a note. (A12.5D1-2)
310/ 008Freq | Not OK if: there is really a difference in frequency (e.g., annual vs. quarterly), look for
Frequency other details too. (OCLC)

OK if: there is a change in the frequency of a serial. (OCLC)
362 $a OK if: numbering system changes or if it begins over in the same form, with or without
Numbering wording such as 'new series'. (A12.3G)
(whole)
4XX OK if: a series statement is added, deleted, or changed; either add as additional 4XX or
Series make a note. (A12.6B2 / OCLC)
(whole)
546/500 Not OK if: the language of the item is different to the language(s) given in a note in the
Language note | record. (OCLC)
500 Physical | Not OK if: a note about difference in physical format that affects use is needed and not
desc. note present, or present and not applicable, e.g., cloth vs. plastic pages. (OCLC)
533 Not OK if: this field is absent, or present, or different (OCLC)
Repr. note
008/23 Form | Watch out for 008 Form of item codes: ‘a’, ‘b’, ‘c’ (Microform), ‘d’ (Large print), ‘r’
(Photocopy), ‘s’ (Electronic); look for confirming indications. (OCLC)
010 OK if: an LCCN is present on the item and absent from the record or vv. or if it is different
LCCN in either.
022 OK if: an ISSN is present on the item and absent from the record or vv. or if it is different
ISSN in either. (OCLC)

If a serial changes enough to need a new record, and you have the old record in your system, you

must 'close off' the old record:

8-12
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Editing/cloning/creating records cheatsheet

Serials

Field R|I112 |Sre Page no.
SubF | EOF A: AACR
Hints {Related}
000 N Src: n/a EOF: none |p. 3.0-1
Leader Coded information about the record. 06/Type code must match 300$a
EDIT: change 05/Rec stat to "¢"; upgrade 17/ELvl to "#" (LC-Full) or "I"
(OCLC-Full); upgrade 18/Desc to "a" (AACR)
ORIG/DE: make 05/Rec stat "n"; 06/Type "a"; 07/BLvl "s"; 17/ELvl "#"
(LC-Full) "I" (OCLC-Full); 18/Desc "a" (AACR)
001 N Sre: n/a EOF: none |p. 3.0-6
Control No. Should identify one record in one database; should be an LC no. (001=010) or | {003}
an OCLC no. (prefix "ocm" or "ocn") or your system's unique record no.
EDIT—M21: do not change LCCN or OCLC 001; change others to your own
system number and prefix; OCLC: ignore
ORIG/DE—M21: enter your unique system number & prefix; OCLC:
supplies unique OCLC number (& prefix) upon export
003 N Sre: n/a EOF: none |p. 3.0-9
Control No. Identifies whose number is in 001; if 001 is LC's or OCLC's or yours, 003 {001}
Identifier must be LC's (DLC) or OCLC's (OCoLC) or your code to correspond
EDIT—M21: if 001 is unchanged—ignore, 001 is changed—change to your
MARC code to correspond; OCLC: ignore, "OCoLC" inserted upon export
ORIG/DE—M21: enter your MARC21 code to correspond to the new 001;
OCLC: ignore, "OCoLC" inserted upon export
010 N| e« < |[Src:any EOF: none |p. 3.0-71
LCCN Supposed to identify one specific LC record, so the same number should not |A: 9.7B19
be valid ($a) in different records
Valid LCCN |N| $a|For LCCN on resources that exactly match records in the LC database
Invalid LCCN |R| $z | For LCCN on resources that do not exactly match records in the LC database
EDIT/DE/ORIG: add if on resource; use $z if the LCCN on a resource brings
up an LC record that does not exactly match the resource; ignore suffixes
M21: normalize LCCN, see 010 for details:
pre-2001 (3,2,6): $a 99123456
2001 on (2,4,6): S$Sa 2001123456
OCLC: do not normalize, OCLC does it for you
EDIT: do not delete 010 if the LCCN is not on a resource; ignore suffixes
DE: delete 010 if the LCCN is not on a resource; if an LCCN on a resource is
already in the record used for cloning, check LC re using 010$z for LCCN
020 ISBN DO NOT ADD TO SERIALS
022 R| e« «|Srec:any EOF: none |p. 3.0-82
ISSN Should identify an individual publication of a work, so the same number A: 128
cannot be valid ($a) in different records; it is ok to have two valid ISSN ($a)
in one record, but it is not ok to have one ISSN valid ($a) in two records
Valid ISSN  |N| $a | For ISSN that are unique (can be found in $a in only one record)
Incorrect R| 8y |For ISSN that are not unique (can be found in $a in more than one record), or
ISSN that have a check digit that does not compute
Canc. ISSN  |R| $z | For ISSN that are cancelled by the ISSN Center
EDIT/DE/ORIG: add if on resource; normalize (4 digits hyphen 4 digits); use
$y if the same ISSN is in $a in multiple records
EDIT: do not delete 022 if the ISSN is not on your resource
DE: delete 022 if the ISSN is not on your resource
035 R| * «|Sre:n/a EOF: none |p.3.0-91
Old Ctrl No. Contains the previous 001 for a copied record {001}
Number N| $a|(MARC21 code) + number, e.g., 035Sa (OCoLC) 12345678
EDIT: keep 035, esp. OCLC #s—beginning with "(OCoLC)", "ocm" or "ocn"
DE: delete 035 since it applies to the other record
037 R| « ¢ |Src:any EOF: none, unless the final word ends with punctuation |p. 3.0-92
Source of acq. Stock number, source, terms, etc.; optional to add
Stock no. N| $a|Enter number as given, with spaces, punctuation, etc.
Source of no. |[N| §b | Full or abbreviated name and/or address of supplier
EDIT/DE: change if changed on later issues
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Serials Editing/cloning/creating records cheatsheet
Field R|I112 |Sre Page no.
SubF | EOF A: AACR
Hints {Related}
040 N| ¢ <|Src:n/a EOF: none |p.3.0-94
Cat'g source MARC21 Organization codes or names of agencies (DLC = LC)
Cat'g agency |N| $a | Agency that did the cataloging {008Srce}
Input agncy |N| $c | Agency that input the record into MARC (usually the same as $a)
Modifagncy |R| $d | Agency that has changed a record {000RecSt}
EDIT—M21: add your code in $d; OCLC: enters your OCLC code
DE—M21: change codes in $a$c to yours; OCLC: enters your OCLC code
ORIG—M21: enter your code in $a$c; OCLC: enters your OCLC code
049/852/etc. |R| * <+ |Src:n/a EOF: none |p.3.0-103
Holdings Enter holdings information in whatever field your local system requires
050/ 082 R|  |[Sre:n/a EOF: none |p. 3.0-104
Classification Contains an LC (050) or DDC (082) classification number
number EDIT: retain all class numbers, even if you do not use any of the schemes
DE: retain all class numbers, even if you do not use any of the schemes;
change 12 to 4 (not assigned by LC); adjust date in 050 $b; delete if unsure
ORIG—OCLC: add either 090/050 or 092/082, etc., for other catalogers
090 /092 R| * «|Sre:n/a EOF: none |p. 3.0-106
Local class. Add a local call number in an appropriate field
number ORIG—OCLC: add either 090/050 or 092/082, etc., for other catalogers
245 N| _ _ |Sre: First issue or first available issue: print—title page or title page p.3.2-5
Title area substitute; non-print—see the appropriate type of material A: 121
EOF: period, even if other punc is present, unless last word has its own period| {500 Srce}
11=0 (title is indexed as main entry, so needs no added entry), 1 (title is not
indexed as main entry, so needs an added entry); 1XX=1, no 1XX=0
12=0-9 (non-filing characters to skip, e.g., for initial articles)
Title proper |N| $a | The title from the title page or substitute {246}
Numb. part |R| .$n | A part number when multiple works have the same common title
Name part R| *$p | A part title when multiple works have the same common title; * preceded by a | {246}
period (.$p), but by a comma if a part has a number and a title (.$n, $p)
GMD N| $h[ ] | What the material IS; for print mat.: [text (large print)] or [microform] {008Form}
Parallel title |N| =S$b | The same title in another language, from the title page {246}
Other title N| :$b | Usually a subtitle (clarifies/narrows a title), from the title page (usually don't |{246}
add for serials, but see 2458b for exceptions)
Next title N| ;8b | Subsequent title(s) by the same author, from the title page {740}
Statement of |N| /$c | A statement from the title page or substitute saying who is responsible for the |{1XX; 500;
resp. intellectual / artistic content of the entire serial; must be responsible for the | 7XX}
entire serial, e.g., an issuing body; rarely a person; NOT an editor; separate
statements for different functions with space-semicolon-space
EDIT/DE/ORIG: check inds; field contents must match resource exactly
Changes: may add a note for minor changes to titles, parallel titles, other {246;
titles, and statements of responsibility 500 Resp}
1XX N| _ +|Sre: First issue or first available issue: print—title page or title page p-3.1.5
Main entry substitute; non-print—see the appropriate type of material A:21-25
(100, 110, EOF: period, question mark, exclamation mark, hyphen, or closing {24511, S$c}
111, 130) parenthesis, but ending punctuation precedes $4
The established heading for a person or corporate body solely or primarily
responsible for a work, or the first named person or body in a list of 3 or
less, or if none of these, then a uniform title
I1=type of name or non-filing; 12 = blank
Heading N| $a|The name or uniform title; additional subfields may be added to differentiate
between names or titles
EDIT/DE/ORIG: main vs. added entries—main entries for serials: corporate
bodies possible, people seldom; establish headings—choice of name/form of
name/coding; verify against authority files
240 N| _ O/[Sre: any EOF: none |p.3.2-1
Uniform title [1=0 (don't display), 1 (display); [2=0-9 (characters to skip, e.g., for initial A:25
articles—always 0 and omit initial articles)
Title N| $a | The uniform title, when a personal, corporate or conference main entry (1XX)
is present; additional subfields may be added to differentiate between titles
EDIT/DE/ORIG: add if needed; verify against authority files
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Editing/cloning/creating records cheatsheet

Serials

Field

R

1112
SubF

Src
EOF
Hints

Page no.
A: AACR
{Related}

246
Variant title
note and a.c.

Display text
Title proper
Numb. part
Name part

Rem. title

zZ R”RRZZ

$i
$a
.$n
*$p

:$b

Src: any EOF: none

Different titles on a work (e.g., spine), or alternatives to words in a title (e.g.,
spelling out a number, or ampersand), or portions of a title, or changes

11=0 (display but not index), 1 (display and index), 2 (not display, not index),
3 (not display but index); most often 1 or 3

12=# (no display constant), 0 (portion of title), 1 (parallel title), 2-8 (display
constants); SE: usually # (no display const.), 4 (cover title), 8 (spine title)

Text to display when 12 display const. (2-8) won't do, e.g., "Container title:"

The variant title; omit initial articles unless they are to be filed under

A part number when multiple works have the same common title

A part title when multiple works have the same common title; * preceded by a
period (.$p), but by a comma if a part has a number and a title (.$n, $p)

Usually a subtitle

EDIT/DE/ORIG: add if useful

Changes: may add a note for (and possibly index) minor changes to titles,
parallel titles, and/or subtitles

DE: delete any 246 that do not apply to the different edition

p- 3.2-38

A: 12.7B4-6;
21.30J

{245}

250
Edition area

Edition
Resp.

$a
/$b

Sre: First issue or first available issue: print—title page or title page
substitute, other preliminaries (incl. verso and covers), colophon; non-
print—see the appropriate type of material EOF: period

Edition statements found on the resource and sometimes special responsibility
for a specific edition; transcribed as given, but App. B for abbreviations
(e.g., ed.) & App. C for numbers (Arabic and ordinals as, e.g., 1st); rare for
serials, generally use 362 instead, unless regional, language, etc.

Look for ... "edition" "issue" "version", and words implying different versions

Responsibility for the edition, not the original work

EDIT/DE/ORIG: add if on resource

Changes: may add a note for minor changes to edition statements

DE: delete if not on resource

p.3.2-56
A 122
{500 Ed.}

{7XX}

{500 Ed}

260
Imprint area

Place
Publisher
Dates

AR~

Sre: First issue or first available issue: print—whole resource; non-print—see
the appropriate type of material

EOF: period, hyphen, parenthesis, bracket, or angle bracket

Publication information found on the resource; transcribed as given, but App.
B for abbreviations; use 500 note for change in publication information
(SE—someday use multiple 260—I1= # (earliest publisher), 1 (intervening
publisher), 2 (current/latest publisher))

Give first place, or guess, or "[S.1.]"; add place in your country if not 1% (;$a)

Give first publisher, or "[s.n.]"; add other publishers on chief source (:$b)

Give publication date ($¢1990), add © date if different ($c1990, c1989); if no
publication date give © date ($cc1999); if no publication or © date, give
printing date ($¢2003 printing); if no date, guess ($c[1989?] or $c[19--] or
$c[199-], etc.); if printing very different can add ($c19458g(1995 printing))

1™ &/or last issue—give 1% &/or last date or guess; no 1 or last issue—no $c

Changes: may add a note for changes to place &/or publisher

p. 3.2-66
A: 124

{008Ctry}

{008GPub}

{008Dates;
008DtSt;
362}

{500 Pub}

300
Physical desc.

Extent

Other phys.
Size

Accomp. mat.

$a

:$b
;$c

+$e

Sre: First issue or first available issue: print—whole resource; non-print—see
the appropriate type of material

EOF: period, question mark, exclamation mark, hyphen, or parenthesis, but
period after others if 4XX follows

Use terms allowed by the rules but use App. B for abbreviations; description
must match coding given in 000/06 Type of record

Print: enter no. of "v."; if incomplete, just "v."; Nonprint: see the appr. type of
material

Print: enter "ill." &/or "map(s)"; Nonprint:: see the appr. type of material

Print: enter height in cm. to next highest cm.; smallest-largest if size varies;
Nonprint: see the appr. type of material

Enter a valid SMD or if none, a generic term; OPT. add (physical desc.); must
apply to all issues; do not add number of SMD unless serial is complete

Changes: may add a note for changes to 'other physical details'

p. 3.3-25
A: 125
{000Type}

{006; 007
500 AccM}
{500 Phys}

Cataloging with AACR2 and MARC21 (12/12/2006)
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Editing/cloning/creating records cheatsheet

Field R|I112 |Sre Page no.
SubF | EOF A: AACR
Hints {Related}
321 R| < <« |Src:any EOF: none |p. 3.3-31
Former freq. Make notes on previous frequencies; free text, but see 310 for suggestions A:12.7B1
Frequency N| $a|Use separate 321 for multiple frequencies—earliest to latest; spell out {310}
beginning numbers, e.g., "Five issues yearly"
Date N| ,$b | Always add the dates of former frequencies
DE: delete 321 if no former frequency for new edition
310 N| + ¢ |Src:any EOF: none |p. 3.3-29
Current freq. Always add a current frequency note; free text, but see 310 for suggestions A:12.7B1
Frequency N| $a|Spell out beginning numbers, e.g., "Seven issues yearly" {008Freq
Date N| ,$b|Add a date to current frequency if frequency has changed (if 321 present) 321}
362 R| _ «|Srec: First and last issue or first and last available issue: print: whole resource; |p. 3.3-33
Numbering non-print—see the appropriate type of material A: 123
area EOF: period, question mark, exclamation mark, hyphen {008Dates;
Use abbreviations from App. B and numbers from App. C (Arabic, and 260%c; 515;
ordinals as, e.g., 1; see also CONSER 8.4) 500 Desc}
Designation |N| $a | A numeric/alphabetic/chronological designation (e.g.,1st- or 1992-):
- is added if you have the first or last issue (formatted—I1 = 0),
- is added if you do not have the 1st or last, but know when a serial began or
ended (unformatted—I1 = 1), with a 500 'Description based on' note
- otherwise 362 is not added, but a 500 'Description based on' note is
Source N| .8z |Source of information is only added to unformatted 362 notes (I1 = 1)
Changes: add new sequences of numbering, even if they start over (add "new |{500 Series}
ser." or "[new ser.]" or other wording as appropriate)
440 R| « _ [Src: First issue or first available issue: print—series title page, analytical title |p. 3.4-7
Series page, cover, caption, masthead, editorial pages, colophon, rest of the A:12.6
statement + resource; non-print—see the appropriate type of material
added entry EOF: none
The series statement and added entry when indexed exactly as given on a
resource; be consistent in indexing or not indexing; 440 are indexed
12=0-9 (characters to skip, e.g., for initial articles)
Series title N| S$a | A series title transcribed exactly as given
Numb. part |R| .$n | A subseries number, not for series numbering ($v)
Name part R| *$p | Subseries title; * preceded by period (.$p), or comma if no. and title (.$n, $p)
ISSN N| ,$x | Rarely known, but can be added if known
Series no. N| ;8$v [Use App. B for abbreviations, App. C for numbers (Arabic, e.g., One = 1)
EDIT/DE/ORIG: transcribe exactly as given; verify against authority files
Changes: for changes in series statements, make all series statements 490 {8XX; 500
with dates (with or without 8XX); or explain in a note Series}
490 R| < |Srec: First issue or first available issue: print—series title page, analytical title |p. 3.4-13
Series page, cover, caption, masthead, editorial pages, colophon, rest of the A:12.6
statement, resource; non-print—see the appropriate type of material
diff. or no EOF: none
added entry A series statement exactly as given on a resource when indexed differently
(need an 8XX for the series added entry) or not indexed at all; be consistent
in indexing or not indexing; 490 are not indexed, 8XX are indexed instead
[1=0 (not indexed), 1 (indexed differently—need 8XX)
Series title R| $a | A series statement transcribed exactly as given incl., if necessary: subseries
number, subseries name, subtitles, parallel titles, statements of responsibility
ISSN N| ,$x | Rarely known, but can be added if known
Series no R| ;$v | Use App. B for abbreviations, App. C for numbers (Arabic, e.g., One = 1)
EDIT/DE/ORIG: transcribe exactly as given
Changes: for changes in series statements, make all series statements 490
with dates (with or without 8XX); or explain in a note
5XX Src for all notes: any p. 3.5-1
NOTE AREA EOF for all notes: period, question mark, exclamation mark, hyphen, but A:12.7
period after closing bracket or parenthesis, unless otherwise specified;
ending punctuation precedes $5
In all 5XX fields, $a contains the note itself, and so will not be listed below,
unless other subfields are also needed
EDIT/DE/ORIG: add useful notes
DE: delete notes that do not apply to the new edition
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Editing/cloning/creating records cheatsheet Serials
Field R|I112 |Sre Page no.
SubF | EOF A: AACR
Hints {Related}
546 R| « «|Make a language note unless the language is apparent from the rest of the p. 3.5-74
Language description, e.g., add if multiple languages are present or if a resource isa  |A: 12.7B2
translation; used to use 500, change it to 546; if 546 is present, 041 should |{008Lang;
also be present 041}
041 R| _ <|Sre:n/a EOF: none |p.3.0-98
Language Enter codes for languages when the 008Lang is not enough, i.e., when mult. |[{008Lang;
codes languages are involved in a resource; if 546 is present, 041 should be added | 546; 580;
except 'closed captioned'; can have an 041 without a 546; repeat subfields; 765/767}
code in $a must match code in 008Lang unless 008 Lang = 'mul' or blank
11=0—no translation; I1=1—translation involved
Code of text |R| $a | Codes for multiple languages associated with a resource, except SR ($d)
Code of summ|R| $b | Codes for language(s) of summaries, abstracts, or subtitles
Code of SR |R| $d | Codes for language(s) of sung or spoken content of a sound recording
Code of libret |[R|  $e | Codes for language(s) of librettos, e.g., lyrics in multiple languages
Code of TOC |R $f | Codes for language(s) of tables of contents in multiple languages
Code ofacem |R|  $g | Codes for language(s) of accompanying material
Code of transl [R|  $h | Codes for language(s) of the original work
500 R| « < |Make a note about the source of the title proper, if it is not from the chief p.- 3.5-28
Source of title source of information, e.g., "Title from cover."; can combine with a A:12.7B3
proper 'Description based on' note, but not with a 'Latest issue consulted' note {245}
500 R| + | Use this note for general wording about title changes, variant titles, parallel  |p. 3.5-21+34
Variant / titles, and/or other title information, e.g., "Subtitle varies." A:12.7B4-6
parallel / Use 246 instead for wording that includes an actual change of title, variant {246}
other titles title, parallel title and/or other title information, e.g., "Title on cover: ..."
500 R| < < |Make a note for statements of responsibility that are not given in the 245%c,  |p. 3.5-30
Statement of e.g., the fuller form of a name that is abbrev. elsewhere; add a note about an |A: 12.7B7
resp. editor only if he or she is an important identifier, e.g., "Editor, 1960- {245%¢;7XX}
1999:..."
Changes: may add a note for minor changes to general statements of
responsibility, e.g., changes to editors
550 R| <« < |Make a note for responsible corp. bodies not given in 245$c; current and p. 3.5-77
Resp-Issuing former issuing bodies, and that a resource is an official organ of a society, |A: 12.7B7
body etc., e.g., "Official journal of: ... "; use wording from resource {7XX}
Changes: may add a note for minor changes of issuing bodies {245%c}
580 R| « «|Make a free text note about the bibliographic history of a serial (e.g., p- 3.5-81
Linking entry "Previous ed.: ..."), or about important relationships for a serial if no linking|A: 12.7B8
complexity / 76X-78X is available or if a note cannot be generated from 76X-78X to {76X-78X}
Bibliog. express the relationship between any immediately preceding/succeeding, or
history simultaneously issued resource (e.g., "Issued also in a German translation.")
525 R| « «|Make a note when supplements are irregular, informal, numerous or p- 3.5-59
Supplement unimportant and not described separately, or a free text note if there isno  |A: 12.7B8
note linking 770/772 or if a note cannot be generated from 770/772, e.g., {770/772}
"Numerous supplements."
500 R| ¢ < |Changes: may add a note for minor changes to edition statements, e.g., "Ed. |p. 3.5-12
Edition statement varies: International ed., 1998-" A:12.7B9
{250}
515 R| + «|Make a note to explain periods that are not calendar years, or irregularities or |p. 3.5-50
Numbering peculiarities in numbering or publication patterns, e.g., "Report year ends  |A: 12.7B10
peculiarities June 30." {362}
500 R| < «|Make a note about publication details not given in 260, e.g., "Privately p- 3.5-25
Publication, printed." A: 12.7B11
etc. Changes: may add a note for changes to place &/or publisher (260 someday) |{260}
500 R| <« < [Make anote about physical description details that could not be given in 300, |p. 3.5-22
Physical e.g., "Printed on hand-made paper." A:12.7B12
description Changes: May add a note for minor changes to 300$b info. {300}
500 R| + < |Make anote instead of 300$e to provide more details about accompanying p- 3.5-7
Accomp. material for all issues, e.g., location, different titles, etc., e.g., "Accompanied|A: 12.7B13
material by slides in pockets."; also use this note instead of 300$e if accompanying | {006; 300$¢}

material is irregular, or becomes available for all later issues or to indicate
the frequency of the material, e.g., "CD accompanies every 10™ issue."
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Editing/cloning/creating records cheatsheet

Field R|I112 |Sre Page no.
SubF | EOF A: AACR
Hints {Related}
500 R| « «|Make a note about series details that could not be given in 4XX, e.g., "Also  |p. 3.5-27
Series issued without a series statement." A:12.7B14
Changes: May add a note for changes to series information that are too {4XX}
frequent or too complicated to express with 490/8XX
521 R| _ < |Make a note for brief information about the intended audience for a work; this |p. 3.5-57
Target note should only be added if the information is stated on the item A:12.7B15
audience I1=# (Audience), 0-4 (other display constants), 8 (no display constant)
Note N| $a|E.g., "For nurses and health care practitioners."
Source N| $b | Name or abbreviation of the source of the note if it is not from item
530 R| < «|Make anote, if desired, for additional physical forms in which the work has  |p. 3.5-61A:
Add. forms been issued 12.7B16
Note N $a | The other format of the resource, e.g., "Issued also on microfiche."
Source N| ;$b | Where the other format is available from
Conditions N| ;$c | Cost, etc. of the other format
Order # N| ;$d | Stock no., etc. of the other format
URI R| $u |Link to an Internet site {856}
555 R| _ «|I1=# ("Indexes:") p- 3.5-78
Cumulative Make a note about cumulative indexes [same publisher]; use 500 for an A: 12.7B17
index "Includes index" note.
Cumindex |N| $a E.g.,"Vols.1(1917)-10(1944)inv. 11, no. 1."
URI N| $u | Link to an Internet site {856}
520 R| _ ¢ |Make a note for a brief objective summary of the content of the work, p. 3.5-54
Summary preferably with good keywords (for indexing to provide additional access) |A: 12.7B18
I1=# ("Summary:"), 0-3 (other display constants), 8 (no display constant)
Note N| $a|Brief summary note
Expansion N| $b |Longer summary note, if necessary
URI R| S$u |Link to an Internet site
EDIT/DE/ORIG: check for typos
504 R| <+ < |Make this note in the standard LC format: p. 3.5-38
Bibliography "Includes bibliographical references"—if references are scattered (references |A: 12.7B19
will always be scattered across issues of serials) {008Cont: b}
500 R| + «|Combine this note with 504 if one is present p- 3.5-13
Index Either "Includes index." or "Includes indexes." A:12.7B19
500 R| < «|Use this note for a vague note on contents, e.g., "Contains excerpts of song p- 3.5-32
Unformatted lyrics." A: 12.7B19
contents
500 R| < < |Use this note for numbers you don't know what else to do with p. 3.5-19
Numbers E.g., "10003." A:12.7B20
{010/020/...}
590 R| < < |Contains details about a particular copy of a resource; do NOT use in a shared |p. 3.5-83
Copy describ. system, use an item record note instead A:12.7B21
EDIT/DE: delete 590 found in a record
506 R| + «|Legal, physical, etc. restrictions on access to resources that apply to every p. 3.5-44
Restrictions copy produced, usually assigned by the publisher/creator of the resource A:12.7B21
{540}
Note N $a | The restrictions imposed, e.g., "Classified."
Jurisdiction |R| ;$b | The agent imposing the restrictions, e.g., "Secretary of the Treasury."
540 R| < - |Ifimportant, use this searchable note for special permissions or restrictions re. |p. 3.5-68
Terms govern. the use or reproduction of a resource; if the information does not need to be |A: 12.7B21
use/reprod. searchable, you could use a note in an item/holdings record instead {506}
Note N| $a | The local restriction or permission, e.g., "Permission granted to copy freely."
Jurisdiction |R| ;$b | The agent imposing the restriction or granting permission, if available
Institution N| $5 | Code for the institution to which the special restrictions or permissions apply
500 R| < «|If Istissue is not available, must add a 'Description based on' note; enter p. 3.5-15
Description numbering as per 362; e.g., "Description based on: Vol. 3, no. 3 (May/June |A: 12.7B23
based on 1975)."; if earlier issue becomes available, change description and this note;
if 1" issue becomes available, change description and remove this note
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Logos, Publisher's. See Publishers, distributors, etc.: Logos
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Machine matching, 3.0-7, 3.0-71, 3.0-75, 3.0-77, 3.0-81
Main entries
Choice of. See Access points: Choice of
Definition, 3.7-2
MARC (1XX), 3.1-1
Sources of information, 3.7/-1, 3.1-3
Types of
Corporate main entries, 3./-4
Personal main entries, 3.7-4
Title main entries, 3.1-4
Uniform title main entries, 3./-4
Versus Added entries. See Access points: Choice of
Main entry headings
In Linking entry fields (76X-78X8$a), 3.7-27
Make and model of computer information
In System details access to computer files (753), 3.7-24
In System details notes (538), 3.5-65
Manufacturers in Publication, distribution, etc. (260$f), 3.2-112
Manuscripts, Uniform titles, 3./-54
MARC (Cataloging tool), 2-1
MARC?21 Bibliographic (Cataloging tool). See MARC (Cataloging tool)
Married names
Additions to headings for, 3.7-30
Entry under, 3.7-28
Matching resources to records. See Quick match criteria
Materials specified
In Added entry fields (7XX$3), 3.7-11
In Additional physical form available notes (53083), 3.5-64
In Awards notes (586%3), 3.5-82
In Cumulative index notes (530$3), 3.5-78
In Date/time and/or Place of an event notes (518$3), 3.5-53
In Language notes (530%3), 3.5-76
In Publication, distribution, etc. (260$3), 3.2-114
In Restrictions on access notes (506%3), 3.5-46
In subject added entry fields (6XX$3), 3.6-6
In Summary notes (520$3), 3.5-56
In System details notes (530%3), 3.5-65
In Target audience notes (521$3), 3.5-58
In Terms governing use and reproduction notes (540$3), 3.5-70
Matrix numbers, In Publisher numbers (028), 3.0-88
MAX (Cataloging tool), 2-7
MCAT (Cataloging tool), 6-2
MCB (Cataloging tool), 6-1
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Medium of performance
In Nature, scope, or artistic form notes (500) for sound recordings, 3.5-18
In Uniform title headings
AACR (25.30B), 3.1-54
MARC (X30/240/6 XX/7XX/8XX$m), 3.1-58
Meeting name headings, 3.7-47
Additions
Dates, 3.1-48
Numbers, 3.71-47
Places, 3.1-48
Additions to, 3.1-47
As added entries
AACR (21.30), 3.7-3
MARC (711), 3.7-16
As main entries
AACR (21.1B), 3.1-4
MARC (111), 3.1-46
As series added entries
Established by LC, 3.8-3
Established locally, 3.8-4
MARC (811), 3.8-10
As Subject added entries (611), 3.6-11
Choice of name, 3.1-47
Entry element
AACR (24.7), 3.1-47
MARC (X118a), 3.1-48
Form of name, 3.7-47
MARC (X11), 3.1-46
Omissions from, 3.7-47
Meeting names in corporate name headings, 3.7-41
MeSH. See Subject added entries (6XX): Medical Subject Headings
Miscellaneous information
In Formatted contents notes (5058g), 3.5-42
In Uniform title headings, MARC (X30/240/6XX/7XX/8XX$g), 3.1-56
In Varying forms of titles (2468$g), 3.2-55
Mixed responsibility, Choice of main entry, 3.7-13
Modifications of works, Choice of main entry, 3./-13
Modifying agency, In Cataloging source (040$d), 3.0-96
Monographs
Definition, 2-3
vs. serials decision, §-2
MOUG homepage (Cataloging tool), 6-1
Music Cataloging (Cataloging tool), 6-1
Music Cataloging Bulletin (Cataloging tool). See MCB (Cataloging tool)
Music Coding And Tagging (Cataloging tool). See MCAT (Cataloging tool)
Music Subject Headings (Cataloging tool), 6-2
Music videos
Added entries for, 3.7-8, 3.7-9
Choice of main entry, 3./-6

1-22 Cataloging with AACR2 and MARC21 (12/12/2006)





