r

Y - ) ‘ ") .

In the case of a llbrary that does not’ use* Libranry
.of Congrgss5c 11 numbers, it would De appropriate.to
request. & unit card from OCLC at the time the book:
was ordered, providing that the LC card’ ‘number began
with a "7".. If the LC card number c(oes' npt have  an
initial £7", the book would be processed according’
to‘kheillbrary s present cetaloging procedures.

x

Permanent * Recordq at O"LC R - .

_,requested by a Member. .

] —
Information received on punch cards’ frOm Members -
will be stored im the OCLC master file. A record will,

-

"be kept py, holding library 'of each book catalogeds -

these récords to include the additions or changes
Therefore, 1lbrar1es need tc
report an addltlon er change to OQLC only énce.

[y

Pour Requlsltlon Procedures ,

-

.0wn reguirements.

’ 22—p051tion area on theeoottonu

o These\Membere will request catalog card
\»Iﬁ( blue punch card, which requests productlon of complete,
packs.

—

ioned above, there are four basiec eall
stems, each having different request proc*dures

A
numbery

As eachl{of these procedures lS explalned, certain options

will be discussed. ,These optdons ‘permit each Member
to alter the cataloging and ci3ll number to satisfy its

On unit Gards, as '

icted 1n Flgure ¥, LC call
numbers or Dewey class

mbers aré located in a
i1e that is called the
"uger's option area”.,. ‘i library may- insert information
in this. space on ‘cards' ¥n catalog paeks. For- example,
an acceSSLGn,number could be ‘placgd in the user option

area.. ‘ i
." ‘For each set of’ procedures thére l&gﬁ correspondlng
flowchart (Figures 2, 3, 5, 6). These

the various optlons,avallable to a Mémber when reques

* gatalog cards in accordance with one of the four basic

precedures. . ST .
1 3

Users of LC Call Number (Pig 2)

EY

ra
<

f]owchaﬁfs\negresent

ompietf%g

There ‘are four options in maklng this type of request.

¢
I

1 s

s {0

Pt A 0 0 O oo o 9 ot g o 110

A

’

-

-+ Case,1. 1
made to descr1p1
record ‘as a nott
send ofily .the b!
- to be part of t]
the box in the .

. card (Flg 8)

" class

Cage 2. I:
modifications t«
tion into the u:
-use the brqwn c:
~Case‘3. Wi
holdings statem:
call numper, -the
card as weli' as

. +Case 4, T
Member library -
holdings as-not
librarian will
card -as\well as
é s\ of L

mbgr su:
the -alterndte ¢
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The purpose of this Instruction Manual is three-fold.
Section I, DEFINING THE PACK, delineates the objectives of |,
the ‘Catalog Frofile Questionnairé and'describes how to '
complete it. Section 1I, REQUEST- PROCEDURES, provides the
Membership with various "procedures to follow when askihg

. for catalos ¢ards from OCLC. Section III, DESCRIPTION OF
PRECODED PUSCH CARDS, contains a detailed explanation for
completing precvded punch cards.. ) -

The ,0hio College Library Center will produce cards
weekly when each new MARC tape is received.

¢ L

Y -

-

-

~~SECTION I: DEFINING THE PACK /

%
-

Purpose of the Catalqg Profile Questiohnaire
L 4 ] =

_ThHe Ohio College Liﬁrary Center has developed a Catalog

Pfodgction System capable of handling the individual needs
. .'of a Member library, which|is likely to have a number of

receiving catalogs, such a ‘public catalog, offiecial catalog,
. op shelf 1list within its system. To secupe from the Membership

information about catalog kards to.be produced for each
" catalog, OCLC has devised /a Catalog Profile Questionnaire,

. #

A separate Catalog Profile Questionnaire must be completed

[

" for'each receiving.catalog, since typés of cards wiyl'vary

~for each catalog. Catalog cards produced for any one receiving

‘cataleg are called a packy When a Member library has more
,than onq,receiving catalpg, the entries produced for, all of
its rggewving catalogs_aﬁﬁ referred to as complete packs.

= 3 ‘
/ X

Catalog cards ggﬁ ising a pack can be nine different
types. They are: . e : g

T§pes of Entries ..

»
‘

A
Topical Subject Entry" C o/ r

Name gs Subject Entry - N
< \,/Géographic Subject Entry

. _Personal or Corporate Addeﬁ Entry
. T ]

v Title Added Entry’ . - / o

- ." . .
Main Entry to be Arranged by Call Number (Shelf List}.

2 7 | ;’ ‘

Y
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packs.
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“ Title-Type Series Added Entry

LY ) }

- Author—Type Serles Added Entry, .

A ' " -
SOme 11brar1es’ma1nta1nQspec1a1,c:\élog f11es 1239 !
boeks;having certgin characteristics, such.as a pﬁ%venance
catalog for books bearing-marks of previous owneérship.
The Catalog Froduction System, possédsses, the capability of -
producing "extra caprds"Tor such spec;al files. Those
" Mebers maintaining specral cataldgs, should 1nqu1ré cf
OCLC fpr thc procedure to employ for péquestlng an éﬁtra_
card dr cards.

B

R
Complethg the Catalog Profide Questionnaire ; s

. »

A Catalog Profrle Questlonnalre should be filled out -
for eachﬂcatalog ~ for each systematlcally arranged group
of cards®listing contents of -a Ji rary or’ collection. -

- If a public.catalog has been divided into two. systematic-. e
1lst1ngs one by author-and fitle. and the other by r
subject, a questlonnalre should be fllled out for each.

Only collections that possess their own catalogS‘ - ’
should be despribed on questlonnalres. “Fpr example, a
refierence collection recorded in a separatﬁ%ei;%%og shg(}d
.be\reported on questlonnalyes. However,' a reference
collection listed only in a general catalog and deslgnated
by & stamp such as "Ref" over call.numbers should not have’

a questionnaire. In tHis’ case, the stamp should be 1n§1uded
on the blue or yellow punch card fbom whlch complete pacxs

will be produced, g ) )

There dre two parts to. the Catalog Profile Qhestionnaire.

The first part contains three questions,. the first of which
asks for the.name of the "holding llbrary br collection".

.The holding Iibrary is the library in which the book is to .
be shelved, regardless 6f where it is to be processed or the |
lpcation of cétalogs.lnto which cards are tp go. * For example,
a bbok*may be shelved in a chemistry library, ‘although
processed in the central library, and represented by cards -~
In'a catalog in the chemistry library, and-in the public -
catalog and shelf. list of the central libMary. The second
question reguests a Member llbrary to designaté the receiving
catalog to which the questlonnalre is, referrlng. The thlrd .
questlon asks for the stamp to appear over call numbers on-*

cards: in catalogs that are not loacated in the holding llbrary
' . . L] .

1
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Headings Poslt%On,/Indentlon 6f Hegdings at ,Top of Cards, ’A,
N Capitalization of Headings at, (Top of Cards. / Thede L
. * componentss should be defined for types-of entrles‘to be °
> in a pack:. R .o . .° ‘.
. ,Some likraries recdrd holdlngs information’ on ¢
conly shelf 1list cards or.main entries, while others list
"holdings @n all cards.‘ Chec¢ks in the "Yes" and "No"
‘ colunmns under'“HoIdJngs Information" will yield the
* formula that. each Member wishes to apply. If trac1ngs
$. - are desired. at' the bottom of cards; check "Yes".” If no

A -

N
- . . . . - L
\.\ . a , , R , L]
. "The second™part of the form consists of a table S
whlch should Dbe compIeted accordlng to, the character- -

.istics desired- for each of hlne fypes of entries- that
may be included in|a pack. . The types of entries are "
found .in the left-side of Flgure l. Across the top of
the table ‘are five|variable- componenis assor ted with
types .of entriés. |[They are, fropm left to right on

'L Flgure 1: HoLdlngsIInformatlon, Tragings, Subject .

»

traC1ngs are needed, mark "No". Subject headings can be
. positidbned at either the top or the bottom of the cards.
.ZA check should go into one of the two p051t10ns desxred.

2 = pr—

"” — The fourth variable contains ‘information coneerning

at the -top of 4 card may begin at one of four places‘
« left edge of the card,” first indentidn, secdnd indention,
* third indention. Mark the box 1nd1cat1ng the preferred
indention for each type of .added 2ntpy in a pack. Segond
and third lines of a heading will always begin at third
. . 1ndentlon.i The last variable refers to.capitalizatiowm
used in headings at the top of cards, the Member can have
headlng either fn all capitals or in a combination of
L. 1n1tlal capital and lower-case letters. .
" After recelv1ng a completedyquestloﬁnalre from each
, Member, OCLC will devise a unique, three- -symbol code for
» ' each holdlng library or collectloa "These three- -symbol
) codes will beé used by the Member henever "Local Locationf"-
is reguested on punch cards, A llSt of these tAree-symbol

"~ codes w111 be sent to each Member Elbrary < 4
\ = i s i -
[ - 1 *
N,
hal -G .
o - S -
- Q .
2 §
' .
. | 2
. ~ v
- _»’ - %
= Ve \ .
\ -
- ™ L] ¢

indentien of the heading. The first line of the heading * :(“'
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SECTION I1: REQUEST PROCEDURES

[ .
/

' +« . Thi$ section of:the Manual contalns directions for T
u51ng‘punch cards to obtain_catalog cards ‘from MARC | .

" ‘records., The Catalog Production System provides for. ) : . .
four basic call number schémes: namely, use of LC | . : ’ UL
cataloglng data plus LC call number, use of LC data ‘with :
.alteration of LC call number; use of LC datﬁ‘aﬁﬁ ‘Dewey
class number, and use of LC cataloging data with a local , /s

)cal] number. Most libraries now employ two intermeshed ' . o on
procedures for cataloging? The primary procedure employs -~ -
LC cataloging data, and the second&ry prdcedure utilizes T i
original cataloging whén LC data is not'available. . - "xgg
Thé OCLC Catalog Production 3ystem will 1ntegrate\w1th e
preﬁent primany procedures. - - ' , R

" When to Request ‘' . L ‘ . © ) o

A

In a library that obtains its LO.cataloglng data . o c
from the NUC catalog, preofslips, or depository carnds, .
‘proceédures could be somewhat as follows. When a book ' .
is received, the cataloger would check the verso of tt T
title page to see if the LC sard number began w Tth a "f1". —
If it.did, he would write thqﬁ LC eard ,number dn the h : .-
- appropr;ate OCLC punch card ( etails B qglow) and that R
- card would be sent to OCLC #o produce the desired ca lcg , ;o

cards. . . -
If the card numbér did not begln with a "7", tﬁi L

. cataloger would search the -book in files of Lcucataloglng . - Fa
.data such as the NUC catalog, proofslip file, or depositorv . C
‘card file. When he located an LC catalog record describing ST
-the book and bearing a card number with tHe .designation R -

YMARC", he would write the card number on the appropriate -~ .
punch card to go to OCLC. - . . - :

.

vy

Bocks:.not bearing an LC card number with an initial : ) .

"7" or not having a tatalog record with the MARC dea;gnatlon‘ TE

) would be processed according to the library' szpresent .
B cataloging system. " ;. L ’ C

. A library doing its cataloglng Hlth LC catalog data :
- -and ysing.LC call numbers, but rot using the NUC cataldg, . :
proofslips, or-depository cards, would alsu request packs S
of cards from OCLC at the time the book arrived. If pagks - B
were to be requested earlier, some catalog cards would be - R
in the ca%alog before the book would be an the shelf. ] .
G ) - - : L

\ B ) , J{' - ) . ..
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“requested by a Member... Therefore, ‘libraries need tc

. area.. P

 gatalog cards in accordance with one of the four basic

In the case of a library that does not’ use* Librany

_.of Congrgschall numbers, it would e appropriate.to

request. a unit card from OCLC at the time the book ,
“was ordered, prbviding that the LC card ‘number began
with a "7".. If the LC card number d(oes’ npt have  an
initial #7", the book would -be pvoceséed according” .
to‘kheillbrary s present cetaloging procedures. : :

Permanent ¢ Recordq at O"LC ' G ' .

) * -
Information received on punch cards” from Members -
will be stored in the OCLC master file.~ A record widl, ’
"be kept py. holding llbrary ‘of. each book cataloged;

these récords to include the additions or changes

-

report an addltlon or chance -to OQLC only once.

* a

Pour RequlSltlon Procedures

L4

-

- As 1oned above, there are four ba51c call '
number sfstems, each having different request proc*dures
As edchlof these procedures 15 explalned certain options

will be discussed. ,These opidons ‘permit each {ember

to alter the cataloging and call number to satisfy its
own requirements. N

On unit &ards, as‘ icted 1n flgure 4, LC call v‘

numbers or Dewey class mbers ané located in a

L
Ly

22-p031t;on area on the bottom+Tine that is called the %
“user ‘s option area'.,. 1% libkrary pay-insert information

in’ this. space on ‘cards' ¥n catalog pagks. For.example,

an acceSSLQn&number could be placgd in the user option

,-' “For each set of- procedures thére Lsga carrespondlng
flowchart (Flgures 2, 3, 5, 6). These~ ~flowchartsre resent
the various optlona avazlable to a Member when requegrrn&
procedures. e .
7 “ .
Users of LC Call Number (Fig. 2)

a

\\Iﬁ(/ TheseuMamberb will request cafalog cardaﬁhg,;ompiethg

blue punch card, which requests production of complete

packs. There are four options in maklng this type of request.
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) ‘ : "3._ . © 7+ Case, 1. 1f there are no modifications to be )
. r v made to degcrlptlve cataloging ang no holdings to
£ i 5 tecord s a note, then the Member library would T
. z - . send only .the blue card-to OCLC. Holdings 1nformatlop ) -
' = * - to be part of the, call number -shduld be written in
_ %“i? ~ 7 the box in the lower, right-hand corner of the blue: . L ’
- A S card (Flg 8).. . ‘ SR . >
¢ - I % Case 2. If the !brary does want to make i .
: 5 ‘E’ modlflcatlons to the LC data or to 1nsert informa- - .
R - =5, tion into the user's/qption area, the librarian wbuld R ~
: f - use the brqwn card with® the blue card. )
- . % - ‘. Lase‘B. When a Member- wishes to record a o 3
’ : ’ holdings statement as a note instead of with the
¢all numper, -the Member would fill out the orange -
. .- card'as‘wel? as the blue card. ' >
‘ :' . -Case &4, Flnally, there may ‘be tlmes when a S .
_ -~ ) ‘; Member llbrary ‘wants to make mddifications and report & ’
. o e holdings as-notes. When both -are desired, the % '
. e © 1librarian will complete the brown -card and the orange
. card -as\yell &s the blue card. .
| i . '_ - Usé s\of LC call numbers that employ the alternate’ . -
- class mdmbdr supplied by LC for-Yiterature.can obtain
. \ - the -alterndte class number by filling out a green card
L. ‘. . . ~ . labeled "LITERATURE" (Fig. 40). . f
» : ) :‘ . . b a N
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I oo L R Useﬁs of LE Class Number (Ilg. '3) e e - S
S ) " Member librarles sxng the LC class number but, 2 . < )
s ) not book number will ask:-for’ catalog cdrds by, cempieting . *
B . e ' a green' purch card and forwardlng Jdt to OCLC., "The ) (.
. N gheen card Tequests OCLC to cend a, unit dard. (Fig. 4) ST -
‘ e o the Member. - The -green_card labeled "LITERATURE! = =~ " &' = g
’ -, . - ) . N should be used to obtain the LC alternate 11terature o 3
S I 1\\‘ ‘class number. After a ¢all .number has been, constructed - ‘ s
: DR B ~ .for tM book, the library may order complete packs, . IR L -
H ' doing sb by fllllng out theJyellow punch card with the. . . o
’ ’ O : » desired call number, i.e. LC class number»plus lpcal .7 . MK
S B book number. A Member llhrary~requ151tlon;ng complete B - -
i Y . .. " _packs w1th_the yellow card has four alterpatlves,_‘, ’ - ) i
Y e SN I ) . Qase l.. If there are no modlflcatlons and nd o .
. R holdings as notes, the library will send Only the !
‘ . LT e yellow eard to OCLC (Fzg. 12 and 13). - ] ’,/
- 4 N B - . w ot ' £ .
) L B Ease 2: If the library wishes to make modifications o -
. ] - "~ to” the LCLdescrlptlve cataloging or to insert information - !
- s - -7 . into the user's option area, the-librarian will employ ]
R IR 7 ~th€ brown card w1th_the yellow cqrd. : R T ] .
\ T X . Gase 3. T If a Memner ‘wants to record hdldlngs'ﬁ ' \f ‘ .
N, T . .. iR a note, the lihrarizn will use an orange punch card : . :
. ) ) with the yelIow punch card. - - ) L !
- . . . y - / v B N .
) . ! : -+ Case 4, A library can s;nd hoth, modificatjons C |
N PR . and- hQldings ‘notes to OCLC at’ the same time. IhA this ‘ L
oy . l -case, the!brown card plus: the .orange.card would be 5 .
ST " used in:.conjunction with the yellow card. S0t ' s : f
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\\ Dewey Users (Fig. 5) : o ) SN \\ iy
- .. . ] \ ) 1
oo Members of OCLC using the Dewey class number: : d

/.,

-~

follow the same request. procedures as do libraries
employing the LC class riumber with one exception..
Dewey,users regpest a unit card by sending a. cdmpleted

.

red ‘punich card’ to OCLC. L

- .

-

- To obtaln complete packs a Mamber will £ill oGt

mJgpe«yé&low punch card and’exerc1se one of the follow1ng

optlons. , ’ , o
CaSe 1. When there are no modifications and no

holdings note to be reported, the labrary will send

only the yellow card. ¥

~_ ~
- Case 2. When a Member- needs modlflcatlons or'
w1shes to insert .information in the user's -option
‘ area,| the .librarian completes a brown punch card

L]

and gends 1t to OCLC, w;th the yellow>card.,h$ .
. :
Case 3. To add a holdlngs note, .an orange card
sbould’be sent w1;h.tha yel}ow card Lo e
Case y,- 'Modlflcatlons*and holdlngs notes can "
be produced by compléilng a bpown—card and orange-. .,
card, bpth to be sent to OCLC w1th»a comp;eted ) '
yellow [card.- ) oo . g ae .
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P Users of Local Call Numbers (Fig. 6) ' .
: ;- . ' Members. whog utilize their own local call numbers’ ‘
Fo, either for a special collection or for the eptire R
L - _collection may réquest catalog cards by filling out
H %: the yellow card with the call number. One of four
. + alternatiyes may be exercised. -
Casé 1., The yellow card will be used to obtaing
cards bearing a "local :call number plus holdings. (Fig. 12).
* 3 i . '3 @ R
o ) “Case.?. 'If a modification or pldcement of data
in the user's option area is desired, the librarian
should send a brown card with the yellow card. )
- -
) ¢ * . . »
: ’ Case 3. To record a holdings note, the librarian
I - would send an orange card with the yellow card. =
B k{} "Case 4. Modifications and holdings notes may
" be reported simultaneously by completing both the
~ “brown card and the orange card, and sending them to
. .OCLC with the yellow cagQ\ ’ \ s I
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A -, catalog to which the questicnnaire is referrihg. The third . -
- {; question asks for the stamp to appear over call numbers on'’
i cards-in catalogs that are not logated in '

; | : : ‘ o the holding l%braby:
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: Modifications and Multiple Hollings lotes RN -
. The brown card and drange card do net request catalog
cards from OCLC. These two punch cards only request. .
- _ OCLC to alter the .machine readable cataloging récord . — }
, : . ) *.for card production to be achieved by a Blue or yéllow -
. _— . - card. ‘Becawse jpstances mdy-occur 'in whizh a library Iy .
: 3 wishds to record modifications or holdings to the.. ' \
machine riadable record without gards being produced; ? Lo
a Member may send either the-brown card qr the orange: "o .
" card to OCLC without a card reguesting card production. ’ / -

: . . - ‘ ; . /

SECTION III. DESCRIPTION OF PRECOD®™® PUNCH CARDS . /’
e ) B , .- ) N
T ; : This sectgon of the Manual explains ;the function 2 /"
' ', - of seven precoded punch cards used in’ the-Catalog T
T . Production System. Fach punch card has a unique
) .t IEE function, and- except for the green "LITERATURE" .card, !
) . . . each is a different color. A detailed: éxplanation of . o
' = ~ i~ - - the proper method to use in completing each punch card- S =
e ’ ;“{g ‘ is.also given. Figures 7 through 1§ contain repradudtions D
- T i of the pugch cards.  Imitial activa ion will not be ’ ' ]
full ractivatidn. Therefore, the Manual does not describe

o usage of some card boxes that will be utilized at a later
. date. . : x S

{A ) MARC records corresponding to ¢ard numbers on Dblue, ‘ -
: green, and red cards will be squght in tke MARC data '

—

"AR D N
ile
ole.

base weekly- for six weeks, and Xf not found, the original
request card will be returned to\the Member. Since
libraries customarily arrange books awaiting processing by’
main entry, the first significant word of the main entry
should be written in the box 4t the top, right-hdnd énd -
pffgach blue, green, and red.card submitted. Thereby, it
will bhe possible for a library to-Tgecate readily a book- - =
J . for which a™ARC record is apsent ih”the data e. ;

A

=S

- Wy
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) ) Blue Punch Card (Fig. 7).
ber. e : . - .

[ 4 .

. ‘ The bluc“ecard is.used to request complete packs of , i3
. catalog cards with the LC gall number. To complete this )
. - punch card, one should type or ‘print the LC card number

in the box in the middle 6f the blue card. ‘
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‘proofslips, or.depository cards, would als

: i re .
of cards. from OCLC at the time the book éf;iveg?QSt Pabk
yerehto be requested earlier, some catalog cards would be
in the cataleg before the book would be an the shelf.

LDUL POT UG.NE Lhe NUL Cdldlog,

If pagks -
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To list multiple copies of a book or, volumes on a
catalog card directly below the cdll number, place the
desired information in the box at the, right-hang end
of -the blue card bélow the level cf the box for card, ]
numbers. If a "stamp" is required above the call number, =

. put the stamp in the middle box at the right-hand.end
of the card. Figure 8 goqtaihs,twc;gxamples. .

L3

‘§reéh Punch Card (Fig. 9).

. The green card should be used by a Member:for
“péquesting-a unit card; this catalog card carries the ]

. LC call number in the bottom line (Fig. #). . Members <
should use the green card labeled "LITERATURE" (Fig. 10} -
to obtain a unit card bearing an LC alternate literaturas
class number. By frecording the LC card numbexr in the
box#found in 'the g§ddle of the green card, as in Figure 8, _

and Férwarding the card to OCLC, the Member will receive ¢
a unit card. ! . /

Red Punch Card (Fig. 11).
Like the previous card, the red card is used to
request a unit card. However, thé red ‘card requests
a unit card bearing a Dewey class number. By plaging
the LC card number in the box in the middle of the
red card, as in Figure 11, the Member will receive

the desired unit card. - ]
N

Yellow Punch Card (Fig. 12). oo e

. " This punch ¢

ard permits each Membaer-1O request
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‘complete packs of
number. That is to say,

if ‘a particulay Mem

.catalog cards with its, local call

ber library

has its own classification system the Member can have
catalog cards made with its own 1' number. If a
listing of holdings with the call -njmber is desired when
" requesting catalog production with the yellow card, the
‘ Member should put the information in the larger box '
directly below the local call number. Figdre 12 illustrates
this technique. "o ' '
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The LC card number should be.placed in the box,
to.the right and the local call number, exactly as
it is to appear on the catalog card, should be
placed, left-justified, in the larger box to the
left (Fig. 12). Since each call-number -lire will
accommodate up to eight characters, no mére ‘than._
eight characters including decimal pcints.and blank
spaces should be arranged on one lines. If a listings
of holdings with the call number is desired when -
réquesting catalog production with the yellow card,

. the Member should put the information in. the larger --

box directly below the local call number. Figure 13
illustrates this technique.
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Use this YELLOW ‘CARD to request

Type or print your -
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Brown Punch Card (Fig. 14).

X

upper-righ
the LC car
in Figure 14.

" A Member library requests modifications to LC : o
descriptive cataloging or insertion of information C
into the user's option area cn the bottom line of

a catalcg card, using a’ brown ‘punch card® In the ° . .
t corner of the card is a box within which
d number should be typed or printed, as

- Immediately below the LC card nuffber

there is a longer box for the modifiation. The

change to the descriptive cgtaloging should "be typed
or printed in this box exactly as it is to appear

on the catalog cards. Only one line of text to be
on a catalog card should be placed in the modificatior
box of any brown card. If the modification requires

more than one line to ccmplete, then two, three, or

. mere additional brown cards should be used. Similarly,

if there are a number of different.modifications. for

one book, then each modifigation should be reported .

on a separate brown card.

Directl& beneath the moaification Box is a box |

labeled "Tag". The tag is 4 three-digit number uséd ° ]

+o designate

the catalog element to be modified : .

(See Subscriber's Guide to the MARC Distribution ’
Service, pp. 41-67). This tag number can be selected -
from Table 1. o
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Fér example,.the modification given in Figure 14

identifies the book as the author's- annotated copy,
which is a genéral note and bears the tag "500"..
In the lower-right.eorner of the brown card are
three sepap?te boxe labeled "Add","Delete", and
"Replace". 'Norm vy, only one of the three boxes
would be checkgd. ' However, the, only -modification
to LC catalogZng that can be made at.initiation of
the CatalogfProqduction System is "Add". I

Finally, there is a short phrase found in th&>
lower-middle section of the -brown card that reads,
"Brown card no. of .~ ". The Member -
library will complete.this statement according to
the number of brown cards used and in the order thgse
cards are to be processed. For example, if four
brown cards were necessary to modify the cataloging,
the -phrases on the punch cards would be completed
as follows: : , + : B

"Browg card no. 1 of 4" --- First Card .

"Broén card no.'g of i" ~=--_. Second Card

"Brown:éé}p no. 3 of 4" --- Third Card
r )
"Brown card no. 4 of i" --- Fourth Card

Thé four brown cards would .then besproceésed by OCLC in
the numerical érder designated by the Member. ‘

- -

R -
Orange Punch Card (Fig. 15).

The function of the orange card is similar to that
of the brown, card; the orange card  enables a library to
record holdings as a note in the OCLC master file.

The LC card number should be placed in.the box found in
the upper-right ‘corner of the orange card. The holdings

,'statgmeg%, exactly as it is to appear in the note on

the catalog cards, should be typed or printed in the
longer box in the middle of the punch card: Heldings

. should be listed positively in the form "Library has
: vl 2cop; v2; vk 2cop". ‘ :
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Orange Card.
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. The orange card has a brief statement in the :
lower-right corner whlchureads, "Orange card no. ]
of ", Because only one line may be typed in ) 3
the holdlngs box, and because only one holdings state- . £
. ment may be placed on asingle orange card, more than - g S £
. one’orange card may be needed to catalog a-book - :
satisfactorily. " If for example there were four §
different holdings statements for a book, then it ) . & 1
’ would be necessary to use four orange cards. 'The first %
of the {four cards would be cgmpleted like that in i
.Y Figure/15 --~ "Orange card no. 1 of 4". The remaining N -
. three/punch cards would be compIeted as follows according 3
, e desired order of processing: s §
"Orange card no. ¥ of _1{" -~~ Second Card ‘ « ‘ ~ =
g ’ "Orange card no. 3 of 4" ~«- Third Card é .
' "Orange card no. 4 of gfcn—~ Fourth Card e :.f
. B N
a e . :
‘;EEE Use this ORANGE CARD to record °
ST yowr HOLDINGS in te : ,
z?%ggg s Type or_print LC CARD NUMBER in this box .
L OCIC cotalog , )
528 79- 13274 ,
-_— - - . M - b 2
a = = ) .. ) .
g‘,a; ‘f in_this box. typs ¢ print HOLDINGS satement os it & _ - 3at_on catalog cards j
= F E : . _
© 52 ° Ltbrary ‘10.5 vl Zcop; v3
S = 22 N . LY § | Ehd ] tocal :
pr— 5 = *f _ location & - %
[ —J - - ¢ . - N * g
a9 ; - . tZ
= ———y . ) i |
ﬁ ;' .e Orange turd No. - of.,fl_ {;

[pep——
gt 1t ot 14



“~
-

s oo
‘lm\mw«mml ~
) 1

.
e
P 5
.
L]
t
-

i
t
D
-
—

: (ORANGE CARD] . .
ot for multiple .

hddings note

T
P
L 4

IES:
~o
DW

4

Mnmmm
‘11,
(8

o

(4]
apy
[¥H
o
2
o1}
3
<
c

0

[FH

.3

1]

o ey
ERp
i

)
J
]
v
.

S
.
.
an - . :

+

e I IR o

MANUAL 1'OF 0CLC «CATAL®G CARD PRODUCTION

.
. . . .
‘ id

.
B
£
=
=
5
z
£
£

u‘ i
Reviaed and enlarged |
‘ \‘ ‘ - . : 9\

by S . . o . »

[

Judith Hopkins ‘ . ) . "
“ “i . . - . ~ N )

.

(O S R~ .

“
*

Ll |1 0 o bt
YA s

!

L Nt S -
s gl ot o e ek
b

t
.

J’

IUMBER in this box . R

TH -

*

i

~z

wocal = -
Location Z b E

e greier
I

Ohio,Collépe Library Center
1314 Kinnear Road
"Columbus, Ohio 43212
February, 1971

pf
.
i g

I |
/

|
!
b MNW . Wm W




rd
.
1
el

ot g Tt

e \‘ ’ T W
" - !
[ ——n L R R R
[— A N | m I*! i o
R
’
.

ift
¢

>
i
A s s 14y 0
| .
P . ,
1
-
v
"
-

i

INTRODUCT ION

I. Backéround of OCLC : 1

II. Rurposeq,of Shared CgtaloginéiSystem . 3

. ‘A. Catalog-card production

B. Uninn catalog

C. Interlibrary loan

L )
o A A 8,90 10 R et o R N

- ’ ’ Lo : } ‘ ITI. Data base used.” Creation of master file _ 3

- A. MARC II fi.e .

B. RECOQ\Project'

é C. Original éataloging done by>Members o P
, : ) ] IV. Definition of terms ’ 4
, . V. Procedures to be followed in case of error - 7
’ l% ' VI. Bibliographical history of this manual ' 8
¢ . veo.
oot é * ) } /'1 . .
4 | : ) .
- ' £ °
S i




‘o - Fig., 6. Library Using Local Call Number. .
i
~ ! " o m‘, - 14
} .
. ir ' ’ S ‘Page N\ )
) 7 ) S B -wi?arit I.© CATALOG CARD PRODUCTION: OUTPUT 0O .
Page s - . ° A. Physical description of cards , 9
¢ :1. Card size : ' ) L
1 : . : :
¢ 2. Card stock . ’
3 ] i . . . -
’ e i . ) 3. Number of lines per card
, ) , 4, Number of characters per line " v ) .
. e ? 5. UCLY ‘prin}: train 4
. ) . i i '/' . . .
3 5 S ‘ 6. Ribbon-° | ,
- B, Descrip;tion, of card format \ : 11
- é _ B . t
-1.. Types -of entries T 11
7 2. Options o . . .12
" ‘- ; 3 a. Difference between manual and ‘
- H ‘ computer-based systems S 12
i % N
7. -~ , . b. Summary of options available 13 )
[ T e e s
8 E 3. €all numbers - 7 15
g -, a. TFormats’ available - 15
- - - ' b. Primary and sec&ndary call numbers 17
| £ ) c. Position of call number on card ' 17
d. Location symbols and hold{ng ‘\, . .
£ information \ 19
£ . . \
e. Oversize gymbols \,‘ - 19
- g’g E / ' 4. Headings .22
o; ? Code 'l‘ypes\"’/ . 22 =
7 15 = w . ] n
E E . b. Factors for which there is choice '
) -~ ’ . of options : 27
R ] L ' (1) Placemen?}iﬁeubject headings
g e 1 o L (2) Indention - 7
= I ] E . . N ) " R . }
. ESTS Y ii ‘ ~
- 2 o .,ﬁ,_ . N .
, E . -\ - . -




enr, L ' - - . M . - - \
" The blue‘eard is,used to request COmpl>¥e packs of / st
) catalog cards with the LC gall number. To complete this

. : punch card, one should type or ‘print the LC card number
in the box in the middle o6f the blue card. .
* . . - ' o — — -~
. -
« . L
. » . ) .
’ . | . i .
& . | ! ) (S .
g * - N ) -
"Page ™\ ) g ~ - ' : = Page
. - § . {3) Form of letters used i
9‘ % . T(8) Abridged-title added entry
. H - e o "~ headings .
- % ) -
- : 5. Main entry . . : 24 :
- 3 - . -
] a. -Position ,
, : L b. Availability of extra main entry ) "
. ; ‘ . card ax . <
/ ‘é P 6. Unifonm title . 25
. = - - v -
P - * .’ - N
] ‘ - é 7. Title paragraph * - . 725
11 . N P 8. Collation - , o 25 g B
: . : ' o - .
11 R S . 9. Series statement . : ’ .. 26 -
12 R F © w .10. fNotes ’ ' 26
19 ’ . , ‘ a. Placement - S 3
" 13 ‘) : - o B ,L'p: .LC notes ) o R ' ;
15 - . c. Member library notes’ , : ' L )
. .gi /?# ) . . B . -
‘95 7 ‘?; - ) 11. Tracings 26 .
17 T E a. Position ¢ .
17 . - b. ‘Options as to which cards they appear
] E EE . on ) : v
19 . E 12. Bottom line : - ;28‘ 7'{ -
19 i E . , a. NUC‘symbcl . .
59 . b. User option area A
29 7 E | c. * Pack identification symbol ’
N ¥4 =2 ® ¥ - -
. 1 d. Unique machine-readable catalog-
. i record number = . ) L E
27 L _ . 4 .,
' ST B 513, Extension cards . _ 29
s A - s a. Maximum number permitted .
} , I b.  "See next card" statement P B
v ‘ - . ¢. Format ‘'
v g iii A




Vis kD i
~ . , . =* -~
\ B!
N 7% E}K B ¢
B B | v -
z' | ,,
Page £ ! ‘ . ' ;
( . g \ Page Y =
{ £ 3 - . ~ It 2
£ . C. Catalog production costs | .3'( «
. i 7 1. Compa’rison of cataloging costs L L
24 : - .
- : S 2. Variability ofy OCLC costs .37 N
’ - ,’ ‘ i - 3. Cost'; to Hnmbeps per title ‘ 38
y ’ . . :
. 5 E Part IT. CATALOC' CARD PRODUCTION INPUT TO OFF-LINE SYSTé '
R : I
o . 2 A. Dt.@/plupuu.ut phases - - ' 39
. v . K . 1.° Order cards by LC card numbers
2 : : : ‘
" 2. Order cards by LC card numbers or . i
.26 s N authon/title . \
. 26 ) ' in . : . 3., Original cataloging by Members '
1 : B. Catalog Prof\ilelQuestionnaire . 39 .
- ﬁ - ' 1. Purpose of C.P.Q.: To define‘the pack 39 o
o 1 2. Completing the C.P.Q. 43 DR
26 . E O E C. Request procedures 45 ‘ ?
- I B 1: ,Introduction ' T 45
appear ; & 2. When td requeét us
A R
‘ £ E N 3., Permanent records at OCLC 47
28 N _ R g
.t E B % 4, Request procedures u7
‘ D A . N i
E i ) / a.' Users of LC call numbers : : u7
E e ¢ b. ' Users of LC class numbers 52
= (1) Alternative literature class
N ‘ iy - number
‘ L (2) To obtain unit cards for any
29 N = »ptmpose ’
L 4 c. ‘L‘se{rs of Dewey class numbers .- 82
K e d. ,User local call numbers & 53




39
39
43
45
45
45
47
47
47
52

52
53

' e sty

o= S L B L B

h "
e ol
.

s

i
Gl
,

L3

g e b T

(1] e

28 &9

.e s ——
se soae

1t2368¢€C78 sunmiuununnnmnmnnnnu;ﬂx:nnnstw

( B N |

<

i -
NWHEHODHGHE lll!',uﬂSlﬂ!lﬁ%!'ﬂﬂﬂﬂﬂﬂuﬂiiﬂ““ whnnHBR AR

R

AN .

/5

D. Description of przcoded punch cards

[ "

[

g

Fig. 8. Blue‘Cards; Multiple Copies.

= -
Foy
‘:‘ ’
- =-
/ NP —
<
. -
a -
A} A
*
- .-
e
' -
.
~E .
.

[}

Introductiop; .
B e
a. L@ card number

b. Cycling schedule

¢. Temporary shelf placement box

d. Mailing protedurcs, ‘
Blue punch cards .
Green punch card§ g "
Red ‘punch cards = o -

Yellow punch cards }
' T
Brown punch cards

FH

Modificéﬁions and holdings notes

E3
~
\
\i Page
I 53
‘ o5y’
\ 54
] 54
iﬁ .5y
Ao
§5 *
L s
i 59




Vi Aty

[
¢

a -
NI MORARBUBREING

i

Page
53
54

e——————.
e e
i Lo

S Memper should put ithne LLWLRAL LY & Ay s T e 270 4 oy
dlrectly below the local call numBer. P;gure 12 llluqtratear

thlo technlque. .

- oy

-

[ 4

»
N

-,

o ST AN AR
.

\ Ny o = * -
2 \ ) s
\\ ¢ 4
) N .- 4
i ‘ \ o ILLUS(}ATIO\} C 3 7
. " Page - Ve
’f ' Figure 1 DlaCPlth&la, anctuatlon, and other I
i oo special symbols available on OCLC ) .
7 w/’:> prlnt train . e . 10
= - * a2 N .
i = Y
b Eﬁ' Figure 2 Examples of eall number formats .. 18 - .
= - . s : ' _ -, *
- “Figure 3 Call number placement : .18 \ .
R :; H ngure y POQifioné of call number, location .
CELL : stamps and holdinags.information : .. 20 )
3 § * Figure 5 Heading placement ‘ ‘ 21
& g ' Figﬁre 6 Cards showing iracinh variations 27
| : Figure 7 Extension cardsg j ‘ T 30 . ¢ "
e Pigureﬁ@j Unit cards, showing' construction of .
: - bottaom line , .- . 31 " -
. B . . ¥
3 - Pigireq Variable field tags ' AS ' »
' Figure 10 Chart showi%g what CPQ's have to-be b . - 7)'
- o completed . N . 41 . ‘
N . ~ _' -
Figure 11 Catalog Profile Questidnnaire L 42 . R
. = Figure 12 Flowchart for llbrary u51ng LC call . ) .-
A B , number . .. © o -al8 )
- 'Figure 13 Flowchart for llbrary using LC class .- e -
Bl .. - number ‘ . Jhe .,
E Figure 14 Flowchart for library using Dewey N B )
3 S class number . 50 . .
1 . 'Figure 15 TFlowchart for library using a local , -
.E ‘e call number . 51
r Figure 16  Blue card - - . , 56 -
[ : o
= . Figure 17. Red card ' . 50 *
Figure 18 Green card . - 57

' Figure 19  Green literature .ard




oy

‘ .. i
A Ay

”

f

R s K L
i

-
Ll
.1 mmwwp: no M

Aruitoxt provided by Eic:

poy

d = A= P—
SE = )
H =! s
(-]
=
B
e o
oo oo -
(1] on
a8 goes =

t:a'll1!iunnuuuuununnnuauununan»nuuunrnu«uuuauuuuanuuuusnuu

AU RHSBHUBNNTINIHTRN NN

Green "Literature" Card. _ .

e e

H =

‘Fig. 10.

. ‘ ' : )
R
* . r .
) - ) ‘e ;‘g‘
Figure 20 Yellow card: . ‘
. 2 .
‘Figure 21 Brown car-
0 * - - (‘
M“‘T‘ﬁf
- -
- L 4
. . .
- . .
ig:;‘
t o
. * ) -
- - o
T :
_—/
- b -
i
- “a L
¥
é -
1
A 4
‘ a
‘ “l‘ " )
. . . .
) vii
> . -
o~ . )
- , " ~ . 2

L

.
.
’ .
Page
58 £
58 >
- .
«
"
.
) 4
.
o
.
: -
L 4
. T
,
.
.
. ..
t .
.
.
.

M W9

o

poasy

N

MY

o e

T A TR

-

My

W
[}

" - T
oy ! [ ' i

1

|
|

—— —
e " Lo



- . t.
. _ .
F ' ‘
. -
. x

.e Alternote
. \ Colt No. Tog

sa3 the |

13345467890 “ﬂﬂ!‘IS!Ol‘lﬂ'.203222}}13552”.””3‘u”!‘”ll’”)‘“ﬂﬂﬂ““h,‘lCNQHQ'9!13‘55“5150”“0‘“““5!“&1““19”'HJ it rqm'nnuo

IRHBANNNN

» Va .o .
B

“‘“‘“'F\‘WWW\“W PR
-
y feiu g
lw m\” Miu : o R e

Fig. 12. Yellow Card. o [

= * -

2

o f

Ara—
" P
»
]
\

he 14
.

* = 1 ‘ v x

‘ P : MANUAL FOR OCLC CATALOG CaRD PRODUCTION T \
. : ; » . ., : LT i
N H ) . T . ) ) Bl ' . R .of
. , ' INTRODUCTION o . ) © su
; E ’ ) - ) . . Th
. g . I. Background of OCLC . . . E2 . . we
B . - — F) c'/ \ B -~ cc
: {-r Ohio's acaddmic librarizs have Been interested in - . at
N . E . . co-operative enterprises since.the early fifties. The : ‘ &L
: period legding to the formation of the Ohio College.- N T ;O
\\ Y - { Library Center began in late 1962 when Wyman Parker, h e
. Librarian of Wesleyan College in Middletown, .Connérticut, ©o4an
E was appointed by the Ohio Colllege Association to otudy ) SR f1
e and report on the practicality of an extensive program ) '+ Th
v : l, of inter-academic library.cgoperation. The Parker rcport, . . Ce
} : entitled. The Possibility of/Extensive Academic Library . : KQh
B} Cooperation in Dhio: a Sunyvey; was 1ssued in April, 1963 ] : . ;co
; after being presentéd to the Executive Board of the Ohio . . i @
e t College Association aon March\28, 1963. The main recom- N B !s¥
{ e . m&ndations &f the report werethe establishment of a . . ‘ :t
- b Bibliographical Center to facilitate inter-library lend- : E IOh
. C ing among Ohio libraries and cooperative purchase of - : ' gt
. CE ] + “microprint by the Center. . - ot . ou
. 4 For the next three years the Committee of Librarians. -:2
/ of the Ohio College Association was particularly concerngd ' ir
with implementing some of the Parker recommendations. The «» : |
i . principal project developed was for a union catalog of *
: holdings of Ohio college libraries. Three corporations . ) or
= {later four) were asked to submit proposals for the pro- ; of
z ject and the Committee gave serious consideration to two -
- £ of them. one for the construction of a uniorycatalog
= N using microform technology and the other usi a central
z £ computer store. - Since the Committee memberd could not .
= : § - unanimously decide in favor of one or the o her of +the
& ! . proposals, the Committee decided on July I%, 1965 that
. = . the alternative proposals for « Library Center and auto-
. R | it mated funion catalog should be critically examined by a
e N . : team of library ccnsultants with extensive experience in
% ; 1 ! data processing. Dr. Ralph Parker, Director of Libraries, .
= H - . University of Missouri, and Mr. Frederick G. Kilgour, =
- i Et Associate Librarian for Research and Development, Y.lc ’
: University were invited to serve as consultants and bhoth
= % !; agreed. ‘ .
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- ‘ In their report, which was endorsed.by the Committee
.of bibfarians at its meeting of March 11, 1966, the con-
) & sultants rejected both proposals and proposed their own.
They did this é&n the grounds that the commercial proposals
werovconcerncd only with mechanizing present’library pro-.
- c¢dures and that such an approach could not be justified
. at & time when it was possible to organize a regional
| " group of libraries into ene total information system using .
computers .and their associated équipment. Moreover, they
felt that the classical union catalog has been an expensive
and relatively inetficient tool for' facilitating the ’
flow of biblinpgraphic information in a library -network. .
-+ They thepefore cugpeated establishment of a cooperative
- computerized regiondl network inewhich most, if not all,
’ ’ : Ohio college librapies would participate. Such a central
T compulerized netWork would have many fupctions, of which
la union catalog would be.one. The first godl of such a
3 jsystem was to be the establishment of ‘an effective
. . shared cataloging program based on a central computer
. : (store‘containing a catalog of  the current holdings of
‘R Ohio college libraries. As a by-product, the central
’ * store would supply union catalog information on these-
o current holdings. The heart of such a system was to be
s _an Ohio College Library Center (OCLC) to plan, design, - '
’ : activate, and operate the Ohio academic libraries regional

information system. .
. 4

vy

- hd

OCLC was incorporatéd'as a non—profit.corﬁor&tion
on July 6, 1967. Its purposes, as .Stated in the Articles
of Incorporation are: . e

"to establish, maintain and operate a computerized
. regional library center to serve the academic
- . libraries of Ohia. (both state and private) and

! : designed 8o as to become-a part of any natioﬂﬁ%
electronic network ‘for bibliographical communika-

‘tion; to develop, maintain and -operate a shared -

cataloging program based upon a central computer
: store; to create,. maintain, and operate a .
. . computerized central catalog (inventory) of books
: . * and journals in the particjipating librariesy‘and
to Jdo sucl peccarch and development related to //
“the above asaare necessary to accomplish and
to extend the coneept", )

o in_shdrt, to iperdase and make more efficient use of thg -«
bibliographital resources of the state's academic libraries.
After considerat’on of some eleven candidates for the
position of Direcior, M. Frederick G. Kilgour, one of

the consultant~, was appointed to tQ}s post and he began
work in September, 1967.° ’ . :
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o, 'y TroLuotTLer. 1347 the Director presented a program o,

i Of Gubrio,iwsiit e $ee Lombers ar tbeir first annual : i
me<tin - ind tiio yéd*pgm was adopted by the board of
Truste 5«1 Cuw'” o program had five major components:
1) caured watdiersing, 79 bibliographic information retrieval, ' -
3) ciprceuiationl ¢wunirel, 4) serials control, and 5) & AU : i
technical processing system. ) ‘ : ' -

II. {Purposes of, shared cataioging system 3

Thc\bhared cataloging sub-system, based on a contral - o .
computerized catdlog, is “he first component tosbe -+ o .
implemented. It speeds cataloging and reduces catalogiiy,

g i costs in Member libraries 1) by taking advantage of cataloy- . ' n:
- ) ing performed elsewhere and tnerefore minimizing duplicute :

effort, and 2) by employment of iabor-saving machines. - ' : - :
L4 - - - H

o .
“It has three main objectsgﬁ}) production of catalog -
: cards, 2) performance as a uni catalog, and 3) facilita-- . . A
- ticn of inter-Yibrary lcans. The catalog card production R . '
o segment is-now operational in an off-line mode. When it 5 : )
goes on-line in Summer, 1971, it will offer, at no extra
- . cost to Member-libraries, a central union catalog through
.- which they can rapidly.identify the location of materials . -
)y - ' in the data base in all other Member libraries. Once . !
) : locations have been determined, the sfared-cataloging sub- . : :
. : B system will also be used to facilitate inter-library loans
{i by rapidly transmitting requésts fop materials from one"
institution to another via on-line~cathode ray' tube (CRT)

terminals. .

I = 3 -
N - = - . 3 =
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III. Data base used. Creation of master .file
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E ’ Creation of a master file of catalog records is basic to I
' operation of the shared-cataloging system. This master file
is ‘needed for produgtion of catalog cards and other outputs

that will follow, such as accession.lists, spine labels,
book cards and book pockets, etc., as well as for the union
catalog activity. ; :

e

i

4

based is the conversicn of a Membar library's current cata- -
logifg into maching-readable forn. This prooess 15 acconm- i
plished by adding ¢all -rrumber-and Member library holdingsj/
information ‘to an existing machine-readable record. OCLC - ,

. computer . programs then produce catalog cards from the master
record for the' Member library.

’ : i " . “The principle on which the card production system i :

The computer programs, presently operating off-line,
produce catalog cards from Library of Congress MARC II

13

i
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: £ - peccards wWhich constityte the OCLC mastdg file. At pres=nt
~ - o 2 MARC II covers English language-monographs cataloged by L7
since the beginning of 1969. All 1969-cards and cards in
the "7" series are available. Some books with LC card
i numbers beginning with "68" or less are in the MARC II file
. beeause LC is cataloging+®books whoge. LC card numbers were
- « -2 assigned tos the books prior to publication. LC has begun
: g' work on Project RECON whose purpose is, to convert retro-
- . pective cataloging datd to.machine-readable form. By
. August, 1971, it hopes to complete the conversion of cards
.. T for 'English lunguage monographs cataloged in 1968. The
. : RECON Iroject will also contain a 5,000 title sample of ‘
- : older English lanpguage monographs and foregin language mate- \
n. 5 rial in the Roman alphabet. Therefore, during the tirst i
B & year ol OCLC's on-line operation there will be an average o
- of four years of MARC data availab.e to Members, 1968-1971. \\
Data on hand indicates that a very high percentage of the AN
. acquisitions of Member libraries is published in the pre- I
. .- . ~°  vigus four years. . . ;\‘
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When the on-line system becomes operational in Summer, .

1971, the cCata base will be enlarged to contain cataloging . E

information contributed by Member libraries: In the on-line :
.system a Member }ibrary that is unable to find a cataloging

record for a particular title in-the data base will do the . :

-0 * original cataloging. This data will then be available to ) L

‘- o ) other Members which wish to catalog. the same title. In ' - \ -

: g . X' ~ addition, several Members are working on the conversion of ) :

= I E . their retrospective holdings, and these records wi}l also o -

be added to the data base.- ) .

: = " IV. Definitions of terms .

Since ‘a number of specialized terms are used throughout
this manual, defipitions-of the most commonly used terms are
given here in the Introduction for ease of reference.

"Added Entry: A‘secondary non-subject entryy vsed for joint
authors, .editors, ‘titles, series, etc. T
F £

0

Dropped heading: A heading placed at the bottom of a catalog
. Ccard=1o specity the guide card behind which that particular

~ =

catalog card s to be {iled. )

1 A, R 10 g 8

Entrz: A record of a bibliographical -entity 1n a catalog_ér
ist; any approach through which & work can be located in a
catalog. -

L

Ll

Heading: The name, word, or phrase placed on a catalog record
to provide a point of access to .that record in the catalog.
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the catalog cards, should be typed or printed in the -~ e
longer box in the middle of the punch card: Heldings ]

. ! EI . should be listed posxtlvely in the form "Library has C ) H
- » vl 2cop;, v2 vk 2cop ‘ ) 1
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’ Holdi-¥ 1otravry: The 11Hrar1 in which a book' is to be shelved, y B .

. regirdlcﬂ: ot where it is processed or the location of catalogs :
into which cards for that beok are to be filed. By extension,
a holding library cam be any logical ccillection which requlrcs
some «ort of special treatment, e.g. , fiction, religious

. material, etc. . - ' ‘

Fomald
%

e

T*oldine Thc volumes, pdthJQOF copies of a work in the
possession of a librarys; the statement describing such volumes,
parts, or copies. Partial holdings are incomplete subscts of
what is described in-the catalog record. Multiple holdinp° . T
are complete sets, even if in only one ¢opy, of what i« de-
scribed in the catalog record. Both types are determincd on
the Holding library level. Thus, if a Member library contains
one complete copy of a multi-volume work with the volumes dis-
tributed among two or more Holding libraries, each Holding
library has partial holdings.- If one Holding library has all

" the-voluvmes that the Member' possesses of a multi-volume work,
but such volumes dre only a part,of the set described in the

- E - -cataldg record, this is another example of partial holdings. :
E -+ F Open-entry re S are treated as partial holdings.
7 _ Indention: Thehposi jon the first character in a line in
: - relation to the left '‘édgg of\a card. OCLC produced cards use
) - . _ four indentions: : . - : -
red B \ . - . L4 .
n ; 1. Left edge of card: This 1ndent10n may be used
R 7 Lot 1; Yor, all or some lines of headings.

- 2. Fiprst indention: The card column where the first
line of the mein entry begins. First indention
is also used for. the second and subsequent lines
of the title paragraph, collation, notes, and

. tracings paragraph; it may also be used for all
_or some lines of a heading. The exact location
of first indention is determined by each Member’
library. -

T o

i 3. Second ihdention: The card column used for the
first line of the title paragraph, and of the
collatlnn, notes, and tracings paragraphs. When

i the malwentry is a title, the second and nuc-

4 . ~ ceeding lines of the title pdragraph begin ay

second indention. ° Second indention may also be .
used for all or some lines of a heading. The ~ -
exact location of second indention is determined

by each Member library.

‘ 4, Third indention: The card column used for the - :
B . second and subsequent lines of name main entrles. B
' Third indention may also be used for all or some -

i
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helved, lines of a heading. The '‘exact location of third

atalogs - indention is determined by each Member library. .,
nsion, :

Locatfdn: The place where a work is shelved. " This place can
he name of a Holding library or of a special collection
#thin.such a library. The contents of such a collection can

e determined by use, e.g., Ref., by size, e.g., Quarto shelf}

quires |}

.
-

PRI )
Pain] gy ey e
\
:

e ) etc.

olumes, i E .o ' . :
ts of : : Main entry: ‘The principal entry used,, usually an author

ngs . < 8 entry.’ .
e - ) : 'I . : . .

d on ) " . Pack: A group ot finished cards arranged in filing order that

ntainsg H is destined tor a specific receiving catalog. Shelf-list pache

5 dis- 1 ;: are arranged in call number order while packs for other recciv

ng i & ing catalogs are in alphabetical order. The alphabetical sort

s all ' - is on the first fifty-five characters of the first field and
work, : H the: first 'thirty characters of the second field, including
the : blanks but not punctuation. When the first field is a main -
ngs. : o ’ entry, the title is the second field. When the first field is z -
) = a subject or added entry headlng, the main entry is the second
| field. !iembers will soon be given the option -of haV1ng this
e in ~—— sub-sort be done on the title ratfier than on the 'main entry.
s use : ' .- Most common abbreviations, such as Dr. (Doctor), ar. (Mister),
and & (and) are Tiled as if spelled out. The sort field will
contain the expanded form of words although they will be ) N .
printed’ 1n thelr abbreviated form. -

L=

[ET—

- At present the sort key is unable to distinguish between
st ‘ ~ . names.as authors and names as subjects so that a card with a

‘ ' = name as main or added entry will no% necessarlly come before .
[ a card with that same name as subject.

. : Production of catalog cards: The cneation of finished cards .
) e E "for a specific receiving catalog in a specific holding library
from a generalized record, as opposed to neproductlon which is
the maklng of dupllcate copies of only the basic unit card via :
a copying or prlntlng process. In OCLC's production system, ! . //
cards are produced in packs conforming to the individual re-
quirementg of each respectlve Member and 1ts varlous rece1v1ng
catalogs.

O URAIRT e 0 )

I

i ‘Receivifig catalop: A systematically arranged group of canrd: S
! such as a shelf list or dictionary catalog, listing the con-
i‘ tents of a library or collection. If a public catalog huo .

been divided into two systematic 1iatinnu, e.g., one by author
and title and the other by subject, it is cons;dered to be
. two receiving catalogs. The existence of a separate flllng
~'  sequence is what determines the existence of a rece1v1ng
3 catalogy not physical location. Two seguences filed in the
same drawer would be considered two rece1v1ng catalogs. )

L S A

gl




] H
t é:

Fvnﬂlnnﬁntﬂ!n \ :i
N

[

in

in
1

hat
ek
21V
srt,

is
ond

r),
11

via

ing

hor

1 AT 9 T 1 A, G i e ﬂ‘\d‘ﬂ'\lm;wm‘f 01 A, 04, NP e e 10 o

i

T L

L

A T AT P

1

e Y AN

A T
"

»

~

-
S
B

=

.

Ohio, College Library Center .
1314 Kinnear Road ' s

"Columbus, Ohioc 43212

February, 1971
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Couraceemo oo % gooonlary entry made to provide access to
4 UM L. cwerna words deseribing the concepts with which it
‘J"Eil.‘: * \ :
Tri:nivr-: & rersrd of all subjeet and added entry headings
unler wnicn a work is represented in a cacalog.
. . . ‘. - : . . ) F)
Or-=tiner An used Lw-OCLC, this is a progedure that accu-
wilates 1 rroupcof records, submits them to a computdr as a

batch tc be processed as a 51ngle job, and later also gets
the output as a batch. There is no interaction betwcen the
computer and the individual user. .

On-line: A method of computer operation ir which each record
ic presented directly by the individual user to the computcr
and immediately processed. This mode of 'operation permits
immediate 1nter-act1vn communlcatlon between the computer .
and the user.

V. Procedures to be followed in case of error

It sometimes happens that incor¥gct catalog cards are
received by Member libraries. If thisWoceurrence happens
because a wrong LC card number was obtained from'the book
or from some other standard source -such’as NUC, proof slips,
ABPR, etc. (this happens with less than one percent of MARC
Recordg), the Member should return the incorrect cards to
OCLC f8r credit. Since the Library of Congress.does not,
at this time, include references from incorrect card numbers
to corract ones on the MARC tapes, Members will be unable to
get catalog cards from OCLC until they have learned from some
source what the true ﬁumber is. Once they have done so,
another colored pre-puncﬁed card with the correct card number
should be submitted. Pakt II of this manual contains the
procedures to. be followed in requesting cards.

CIf a Member suspects that an error resulted from some

- actlon of OCLC, it should notify the Center so that the source

of the error can be corrented. The cards in question or a
Xeroxed copy of them should be returned’'to the Center along:
with the notification and any other relevant matcrial such ag
a facsimile of the title-pag- of the work concerncd. The
*fembér should then re-submit its request on new colored pre-
punched cards to receive correct cards. Erroneous cards must
Le returned to OCLC if .the Member ‘wishes to receive credit
for them.
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VI. Biblicgraphical history of this manual

This manual revises and expands the information in two
previous manuals issued by the Ohio College Library Center,
the Preliminary-Deseription of Catalog Cards Produced from
MARC IT Data, I;uucd 1n September 1969, and the Instruction
Manual for Catalog Production, issued in February 1370. The
minual alco call: upon material in various memoranda issued
by the Center. =

#

Part T of tliic manual is a detailed description of the
catalog cards produced. While subject to continuing revision
to better sdlisly user needs, it describes the output that

'‘will be avdilable Lrom the on-line system which will be im-
‘plemented in Summer, 1971 as well as from the present off-

line system. Part II, which describes the procedures for
requesting catalog cards, is applicable to the off-line
system only.
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" cards contain 17 rows and 48 columns.

d. Types\\\—”’ . o 2?

b. Factors for which there is choice '

of options ) . 27
) Placemen:§3$~subject headings
\ (2) 1Indention
. \ .
ii ‘ -

OUTPUT OF SYSTEM

Part I. CATALOG CARD PRODUCTION:

-

A. Physical description of cards

The catalog cards used by:-OCLC are standard 75 mm-by-125
mm size and are on Permalife card stock. An acid free card
stock, Permalife has a life expectancy of more than 300 years
and conforms o the USA Standard for Permanent and Durable
Cataleg Cards (785.1-1969). The cards are medium-weight and.
cream white in color. )

P

! 3

Catalog rards may-be considered a matrix in which lines, .
whether printed or’.hlank, are rows, and the number of charactger
positions avAilable on each line constitutes columns. OCLC
The print characters
that fit on/this-matrix are pica.size (10 characters per inch).
Since catalbg cards are 4.92 jinches wide, this allows for 43
columns, of which. 48 are utilized.

Plans’are being made to use characters of a smaller point
size. This will allow up to 23 rows or lines to fit.on & card,
thus necessitating fewer extension ecards, Line length will
not be affected by this change so card lines will continue to
contain 4§ characters. ) ' .

The print train used to print catalog cards was created -
by the University- of Chicago and modified by OCLC. It con-
tains upper- and lower-case Roman letters, Arabic numerals |
(including a set of superscript numerals), and the diacriticals,
punctuation marks, and other special characters shown in : :
Figure 1. ) : <

OCLC uses a mylar ribbon on the printer. Mylar is a thin
plastic film with ink on the back; it gives a sharper, better~
defined impres$idn than do fabric ribbons such as those used

_in typewriters.

-
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Unique machine-readable catalog-
record number ‘< -

413, Extension cards

Bolle "o", or Angstrom
. Breve

Cedilla

Circumflex.

Hacek

Macron

Tilde

Umlaut, or Dieresis

1

PUNCTUATION

.Apostrophe, Prime, or

Single quote
Colon
Comma
Exclamation p01nt
Period; or Point '
Question mark \
Quotation marks
Semi-colon

) s emw s -

-
=

>

SUPERSCRIPT CHARACTERS-

Asterisk

Minus .
Parenthesis, Left
Parenthesis, Right
Plus
Virgule, or Slash

~

14

Figure 1.

L

¢

]
¥
/

:l'(.).(o/\

&

Brace, Left

Brace, Right

Bracket, Left

Bracket, Right

Cent sign

Commercial "at" 31gn
Daggar T

Degree symbol

Divide by sign

Dollar 51gn

Equal sign

Greater. than sign
Greater than or equal sign
Large middle dot

Less than sign

Less than'or equal sign
Lozenge

‘Minus, or Hyphen, or Dash

Multiply by sign
Not sign

Not equal sign
Overstrike slash-
Parenthesis, Left -
Parenthesis, Right
Per cent sign

Plus )

Plus or minus

Pound sign o o

Seript &
Undegpscore

Ver al line
Virgule, or Slash

==
.
LS

available on OCLC prlnt train

. (xi

I

a. Maximum number permitted
b.  "See next card" statement
R ¢. Format
f iii
- i -
-10-
Name . Graphic Name Graphic
"“DIACRITICALS SPECIAL SYMBOLS
Accent acute ° Ampersand
Accent grave Asterisk

el b R mAnBNL K CAADN WV of(ad$hﬂﬁtﬂﬂ‘*60

~ —{

29

Diacriticals, punctuatlon, and other special symbols

v
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L (1) Alternative literature class

- ' | ot - number ‘
. — 1 . ‘
‘ [% ’ (2) To obtain unit cards for any
29 § = ) pﬁﬁgose ’
X t%. 1 - qs%rs of Dewey class numbers . 82 .
o e d. UsefEfof local call numbers N 53

e e

.
A I PP R L AT

-11-

!

P

B. Description-of card format

sraphic :
1. Types of ‘entries

°

This section describes the format characteristics of
the data elements which appear on catalog cards, both those

which are fixed and those whose appearance the Member'ﬁebrary
controls.

*There are nine basic types of entries that can be
included in packs of catalog cards. They are:

Main entries arranged by call number (Shelf-liust) <f—

" o S CF ad P71 e O 3 (D
»
Lt

E = Main entries . . )
B Topical subject entries

gn T ’ Personal and corporate name subject. entries

- . Geographic subject -entries

. - Pers é al and corporate name added entries

“Title added entries oo o °

===

Autﬁdr-type series added entries
- Title-type series added entries

These basic types of entries can be further divided to
the point where each variable field in the MARC format caa
be considered and treated as a different type of entry.
(See Figure 9) Thus, under the general de31gnatlon. Main
< entrles, the follow1ng types can be differentiated? Personal '
name main entries (Field 100), Corporate name main®entries
(Field 110), Conference or meetlng name main entries (Field
111), and Unlform title main entries (Field 130) Similiar
distinctions can be made under each of the other basic types
of entries, except for the shelf-list.

ol ++ P~ I X | CAAY VWV ? |
~—
|
|
-
‘WW

| m——

\—-'

s

: One or more types of entries may be included.in a pack
Y 0 destined ifor a spec1flc receiving catalo% Obvioutily, howevér,
11 symbols ‘ shelf=1list entries can never be included®in the game pack as
‘the others. TLach Member library dccides ‘on the format options
desired for cach type of entry card in each receiving catalog.
See Part Il for instructions on how to specify options desired.
*
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& 2. Opgions ,
istics of - N a. Difference between manual and computer-based systems '
both those : : . . *

mber Wibrary '

The ctatalog card production system of OCLC is an open=-
ended one. Options are available that not only permit each
E Member library to choose the position and format of most data
elements on a catalog card but also enable it to choose differ-

L LR LRIRCLILT,

can be

- S S ent options for each different. type of entry in each individual
| 3 ‘ 3 E’ receiving catalog. )
Shell-1ist) <T— . i - . \ . N 5
- ’ ' ] \ This flexibility, characteristic of computer-based systems,
) manual systems where each additional option requires a greater
expenditure of processing time and therefore increases costs.
This.time differential has two causes. One cause is the sheer
H other is that in manual systems alteration of bibliographic
- data produced by a central source must be done on a title-by-
s H title basis. . )

W d

is an important difference between such systems and traditional
1itries . ) B magnitude of computer speeds as compared to human speeds; the

ies - : ,
: : In computer-based systems, however, variations in the -
g . : - T format and placement of the bibliographic data elements can

) ‘ be programmed for particlillar data élements on all or —cértain
selected types of entries for all or certain selected receiving

catalogs. .

ﬂw
|

. &
. - _ : . This is not to say that permitting options does not :

* divided to : . increase costs in computer-based systems. The bringing into

‘ormat caa _ . ) B existence of a decision point does increase ¢osts. This in-

entry. a crease is a ~“ne-time cost associated with programming. In-

ion: Main Tyl creasz in production cost due to the existence of a decision

d}  Personal ' : point is insignificant. Once a decision:-point has been set .
n*entries R | up, howeper, the number of optional variations available 2
ies (Field ° S there for users to choose among does not increase cost of card Fad

Similiar ° ' ' production. 3

basic types ) . :
Since variations in manual systems are ‘done on a title-

by-title basis, manual systems, in order to cut processing
costs, tend to promote yniformity and make a virtue of this
necessity by confusing uniformity with standardization. Stand--
ardization, however, is something different. Standards dre s
dociuments which set down conditions which are to be fulfilled; :
they are rules or tests by which something can be measurcd or
~ judged. The LC Rules for Descriptive Cataloging acts as a )
T standard defining the order in which data elements on a catalog
§ card should be given. The spacing between the various elements,
: ‘however, is a matter for individual choice. The Subject
Headings Used in the Dictionary Catalogs of the Library of

rs

dein a pack
usly, however,
e pack as
‘ormal options
ving, catalog.
tions desired.

x

Congress acts as a standard by specifying the cholce and order
of words used to express particular concepts. .

-

- -
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The OCLC computer-based system complies with all existing
relevant standards such as the ASCII code for information ex-!
change, the ANSI standard for a fcrmat for bibliographical in-
s formation on mignetic tape of which the MARC II commnunications
format is one implementation, the standard for permanent and -
durable card stock, a standard library character set, a stand-
ard print train character set, and'standardized unit cards. It
does not rcquire uniformity of output. Thus, the order of in-
formation on o catalog card is fixed: heading, main engry,a .
’ title, . Wthor <tatement, edition atatement, imprint, collation,
series statement, notes, and tracings. The indention of ‘these
various clements; the spacing between them; the question of )
whether subject headings+are to be all in upper’ case oi i a - o
combination of upper and lower case letters; the format of
call numbers and their placement on the cards are among the
decisions that individual libraries are free to decide lor
‘themselves even in manual systems as long as they produce
their own cards. OCLC does not permit free choice amcng all .
: possible’ choices, e.g., the prlnt train used is fixed and red
. - headings are not avallable, but it does permlt free choice at -
’ almost every point where variation is p0531ble. Options for

]

,
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ter-based systems

is an open-‘ %
ermit each 3
>f most data i
!
i
|
\

i
D g 8

it

choose differ=
ach individual
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r-based systems,
nd traditional
res a greater
Fases costs.

is the sheer
- speeds; the
liographic

a title-by-

pomey
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; - - . " card production alréady in the system make it pcssible to
ons in the - . . ) producé cards for a single title -in about thirty-four hundred
ements can ) usable combinations of elements: three p0331ble formats for
- or weértailn - . ‘ N - LC class numbers, twenty-four options for relative position

of different parts of call numbers, four-for indentions, two

cted receiving
. . * for capltallzatlons, three for uniform titles, and two for -

5\ B tracings. - -

does not : R )

inging into b. Summary of options available_

. This in- i = :

ing. In=- : Member libraries have available to them the opportun'ty
' a decision ¥ \ of specifying almost-everything they want on catalog cards.
s been set ) - They are not even limited to one pattern of institutional
ailable A -4 i bptioﬁé}?ut may vary the pattern used from receiving catalog
- cost of «card & ] to recelving catalog and from one type of entry to another -
| ; within a particular rece1v1ng catalog.
on a title- i New options are constantly being addec to the bystem.
rocessing £ Members are free, at any time, to suggest options which they
ue of this 3 would like to see implgmented.
ation. Stand-- i . .
ndards dare S - A sumina Ly of availaple options follows. Most are des .
be fultilled; scribed in preater detail in the dluCUSSlOﬂ of wariovu., data
- measurcd or L .elements given below. ¢

acts as a . - .
's on a catalog ) i ] - The position of call number on catal cards is fixed
rious elements, J . %* but various formats are permitted The form and pooition of
Subject . ¢ location symbols, holdings information, and oversize symbols
;ibrary of is subject to Member 11brary decision.

ice and order . ) i ,
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) N Libraries are free to choose either cop-of-card or bottom- '
{ H of-card placement for subject headings. If top-of-card placement

is clivsen, libraries have a choice between having them all in Z
S upper-case letters or in a combination of capitals and lower- H
| : i‘ case letters. For dropped headings, a Member library may choose .
k i * among several methods for indicating how the _entry element for
t \é that card is to be indicated. , i , "
r - . )
: : . . There are, tour possible indentions: at left \edge of -card,
: ] first indention, seécord indention, and third indention. Libraries ) z
> : g -~ have'a choicc ai to which indention a pargicular type of suh-
} £ - ject or added chiry heading' is to appear at. This choice ‘ot
; : indention applles to all lines of a heading. Different chnicen
= il can be made tor the tirst.line and for all succeedlng lines of
L : a heading. In the past the second and succeeding lines had to
begin at the thixrd indention and this will remain the default
[ : position. Each Mermber is free to sfecify where it wishes each
. indention te begin, with the 10tM, 12th, and 14tk charac. r
I‘ ) positions being the default lqpatlons.
’ . N .
} Libraries have three choice$ as regards ui iform titles:
to accept all prov1ded on the MARC record, to accent only .
f those used by the Library of Congress, or to acce; . none at
all.

-

. 3
" : 2,

As to trac1ngs1 Members are free to decide which car{}) t )
are-to bear tracings. The decision can be made differentl A
for'each type of entry in each receiving catalog. Libraries
R using dropped subject headings ere limited, however, by their

) choice as to the type of entry element- 1nd1cator whlch is to
. appear on their subject addeg entry cards. h
- Libraries have a choice as to how long they wish OCLC

*to hold their request cards for runs agalnst new MARC tapes.

H The cycllng period can be from one tojthlrty-81x weeks. At L :
T N tne end of a Member's chosen cycling period, allsrequest cards - T e
: which had not been matched with 2a MARC record are returnped -to ) ORI
{ the Member library. - P

A Member may, if it wishes, resubmit a request for a
P particular title. If a request is resubmitted, it should be )
£ !? done on a new request card as the old request card will have .
: been puhched with a code for end-of-cycle week which would nn
longer be valid.

d i & P

! ", Some Members praefer to use the unit cards received _ .=

thror * submittal of green or red request cards as main entry. - L

s or ste f list cards. .uch use 1s possible but must be spec- : S
ifie . as an option for the receiving catalog involved, e.g., ) - {
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author-title public catalog or shelf-list. The Member library
will-then have the responsibility of adding the call number in - W i
call number position on the unit card.

\
3. Call numbers - .

" Class, numbers fit into a few basic patterns {Deway: three T e
numerals which may be followed by a decimal point and another :
string of nmumbers of varying length; LC: one to three alpha-s
betic characters followed by from one to four numeric characters

3 . which in turn is followed by a point and additional numbers = 3 N
; . and/or one or two blocks of alphabetic characters followucid by
) numerals) Rnok numbers, on the other hand, are alme t com-
. -y pletely uncontrolled in the number and variety of characicr I &

o] . strings they may contain, e.g., one or more blocks w«onuiuting
, - of upper-case alphabetic characters followed by numeric:; .
vo= lower-case alphabetic characters; dates; docudhnt or volume ;
numbers; and internal punctuation marks such as points, colons,
’ . wvirgules, and blank spaces. (See Figure 2 for examples) It
is therefore difficult to devise standard formats which can be
applied to all call numbers. The variations depend on the
number and type of character strings appearing in the book
number. Examples of possible formats are given in Figure 2.
i re . - ’ )

) * 7 . A limitation that must be observed in formatting ,call

‘ . ] . numbers is that no line of the call number can contz}h-more

- . R LS than eight (8) characters, including spaced. The left edge of
x the call number is against the left edge of the catdlog card. B
i Since chHe first indention usualiy begins in the tenth character
. position, this limitation allows at least one blank column to
- occur between the-‘call number and the maih body of text c1 the,
' sob card. There is at least one blank line. above and below euach
- call number. Addjitioncl call numbers appean in the left margin— :
Ty of the card next to that data element t¢ which they refer, e.g., o
) : series statement, dashed-on entry, €tc., except that at least A i
v P one blank line must occyr between the different call numbers. :

I —— [e———
v b

W
™
[

,% B If an extension card contdins information relating to this data
ST I element only, only the additional call number appears on the
N o éxtension card. )

Member libraries using LC call numbers may chooce f{rom 7
among three basie formats for the class number part of tile . ;

e call number.  An example of cach format is given in liphre 2.
- In the {irst, the alphabetic and numeric scgments of oldns

numbeﬂp arc placed-on separate lines. Ip the second, they §
—are placed on the same line with a blank space insvrted between

the two segments. The third format is the same as, -thc second . -
except that there is no blank space separating the alphabetic, v f

o

L
0 P, B 0 g g s
ol '

A A 1

characters from the numeric ones. A variation of each format” :
puts ,each decimal point and its following numeralls on a line
of its o Ry

-
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e above an e neoeessdry 10 accomp iibilt dhd / B )
to extend the concept", :

. I3
N .
L)

e ' -16-
* library .
wunber in ; * I. Library -7 Congress

- Basic formats for class numbers )

o ML ML ML 156.2 ML 156  ML156.2 ML156
'y:  three - 156.2 156 .2 2
another . .2
» alpha~’
Chﬂ;actors -Sample call numbers based on above class number formats
mhors - \ - ‘ . "
o] l)y DR DR DR DR ) * < . -
b 340.3 340.3 310 310 SR : ' o
i i ep - oNu = -N4A3l3 o3 03 E
i ting : A313 1969 N4 .N4A313 : . : o
Qs . 1969 . A313 1969 4 :
rolume 1968 : ‘
3, colons A' - .
$) It DR 340.3 DR 340.3 DR 340 DR 340
h can be N4, .N4A313 .3 .3 - .
1 the : A313 1969 Nu .N4A313=
book 1969 - A313 1969
ure 2. e 1969
/call DR340.3 DR340.3 DR340 DR340 ]
I more N4 .NLA313 .3 7 .3 )
. edge of A3lY” 1969 Ny == .N4A313 .
g card. 1969 - A313 1969 _
cheracter 1969 i
lumn to : :
't 1 the, vI. Dewey Classification numbers ]
W edch ; . : ; I ¢
ft margin— : 301.45 301 301 301 : i
fer, e.g. P .45196 . 45196 - R
t least -1 : 45196074 07471 ;
umbers. N g ‘ : ;
this data Z ’ III." Superintendent-of Documents Classification numbers :
on the I - - :

: 32 LC LC 2 Pr Pr 36 :
N 2.2: 2 36.8: .8 y

- Lrom i IN2S :In25 Url/1/ :Url :

tho : g‘ ' . R31/8 /2 P,
)',l\ll"’ 2. § ' . . ~/R31 s % i
s : ) /8 ) 2
they { . :
d between £ , - : i
- second > Figure 2. Examples-of call number formats - : s
»habe_“tic 9 : :
. format - - 1 £
a line ; . . - . :
o i if - ‘ i
1 i - .

1 e

m—

in_shdrt, to iperdgse and make more efficient use of the =« . . ;
bibliographital reiources of the state's academic libraries. .- ,
After considerat”on of some eleven candidates for the
position of Director, M#. Frederick G. Kilgour, one of
the consultant~, was appointed to this post and he began

work in Septemkter, 1967.°
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based is the convernsion of a Member 115rary s curxunt Cala-
logifg into maching-readable forn. This prooess is )Lgumj/
plished by adding ¢all rumber-and Member llbrary holdings .
A T information 'to an existing machine-readable record. OCLC ,
) . computer - programs then produce catalog cards from the master
record for the' Member library. ‘

g 1 TS o g

(M 0 g

-

The computer programs, presently operatlng off-line, ) » 7
produce catalog cards from Library of Congress MARC II o ¥

.
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If a library using Dewey class numbers puts a class number
with mor:> than cight characters on one 1ine, e.g., 954.03500924, ) 1og
the computer will break it up so that the numbers preceding tHL :

] decimal point appear on one 11ne and the decimal point and the o
numbers which follow it appear on the next line up to a maximum R
of eight characters. If the decimal point and following numbers 1
consist of more than eight characters, several alternatives Co R
are available. The decimal point can appear alone on the second -

" line and ~ight numeric characters on the third iine, or thne -

. decimal point and rirst seven numerals can appear on the second

line and the remaining numerals on the third line.

6

o~
k)
Tooted

Librariecc chepting LC call numbers as yiven by LC may
decide how they wish the most frequently occurring types of
. character strlngs in the book numb®er to be formatted. One
4 : alterpativé is to have each successive block of alphabetic e i

e : plus Aumeric characters be on its own line, while another is S
- to have two such -blocks on the same line. y

Ol

Vo 14

Libraries creating their own call numbers, including
o libraries which accept/ Dewey or LC class nurbers and add their
own book numbers as well as those which create complete call
numbers, format each individual call number on a yellow request
card when they request catalog cards for that particular title. - :
(See Part II) Care; must be taken, however, to see that no line Y
of the call number anludes more than eight characters, includ- - A
ing-spaces. Length/of call number is related to column position )
chosen for first indention. If first indention is in cclumn \
{ ten, columns one through eight can be al}ocated to call numbers, :
i with column nine remaining blank tc sepabrate call numbers from , : o \
the bogly of the c&rd.

P
\‘1”’_‘;‘ iy S

P e el o e ool o pomd fead peed P pree et posst et peed el

Ne®’

l ' There are two types of call numbers: primary call nymbers

) and secondary call numbers. A primary call number applles toAi* :
a work as a whole. A secondary call number is usually asgsg T — -
ciated with a specific paragraph of bibliographical text; other - .
than main entry. or title paragraph, most often a series state- .
ment or note. Such notes usually refer to indexes, supplements, . N
! etc., but they may also refer to added copies given different Co .

call numbers to suit the needs of different groups of library
users. , ‘ :

g

i The firet line of the primary call numbér is usually on
line three of the card although different placements are pos-
: sible if a 11brary wishes to have them. The {irst line of a v -k
. ! 1 ) sccondary <.l number associated with a upecnlc paragrdph
B ]

.

i

CO

starts on ‘thc same line as 1t¢ corresponding Dazdgraph unless .
it is nececssary to drop it one or more lines to insert asblank .
line betwecen the end of the pTevmous call number and the
beginning of the new one. .Any additional secondary call num=-
bers associated with this work are prlnted below the first one,
always allowing for at least one blank 11ne between call’

.~ “numbers. (See Flgqre ) N -
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BT - capd=to specity the puide card behind whieh that pattioiiiah ) £
% catalog card is to be filed. 7 3
é Entrx A record of a bibliographical -entity 1in & catalog or ’

: ist; any approach through which & work can be located in a

' Heading: Tre name, word, or phrase placed on a catalog record %
To provide a point of access to .that record in the catalog. y

[
E catalog.
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'ew Line 3 Stamp B . "
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: " Line b rsy3 Title B ] ” E
| Line b .
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Figure 3. Call number placement
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* practice of a Member llbrary, it may request its own ogtlon oL -

Lile mcx.l.'c dbd Yy 4 W LALLM RS TARE SR
ceeding lines of the title paragraph begin oy
second indention. ° Second indention may also bc
used for all or some lines of a heading. ‘The
exact location of second indention is determined
by each Member library.

4, Third indention: The card column used_ for the
second and cubseuuent lines of name main entrles

Third indention may also be used for all or”some

)
‘ - /
.

~19-~

Holdings information mav appear on from one to all tvpes
of entries. ['igure 4% shows twenty-four options for relative
positions cf ¢all numbers, location statements, and holdings
information. The phrase "2 cop" is used as an example of
noldings information while "Chem Lib" and "Ref" are used as , e
examples of lecations The first column of six options may be
employed by libraries not having departmental-libraries or spb
cizl collections by simply deleting "Chem Lib" and/or "Rof_ -
in each option. If a Member library wishes a blank line to T e
appear between any two elements, the location of this blank ,
line should be indicated when requestlng a particular option.
If none of the twenty-four optlons corresponds with the . 5

options for its various receiving catalogs. v /

Although oversize indication is not presently part of
the catalog card production system, oversize symbols could

,,automatlcally be added to call numbers on the basis of -the : §

height of the book as recorded in the collatiocn statement. To : ,
effect 'this capability, OCLC wotld need to have from each __

library the oversize symbols it employs and the book heights

related to each symbol. An example of such a report follows:

oA

Oversize Symbol . Height in Centimeters -
F .« 29-140 _
133 ) ' 41-60 - "
* FFF . ) 61—

Members may set up different-size categories for -different
Holding Libraries, e.g., q for books 28 cm. and over except for 5
Art Lilrary where quartos atre 32 cm. and over.

Each library would also héve to indicate Where it places AR
the oversize symbol in relation to the call number, e.g., On -

a separate line above the call- number, before or after the
class number, before or after the book number, on a separate
line below the call number, or as a replacement for the entire
call number. If the oversize symbol appears on a separate
line, its relationship to location and holdings statements
would also have to be indicated. If the oversize symbol
appedrs as part of the call number, Members would have to allow

" for the symbol within the eight characters permittcd on a Line

of the call number. .

Libraries not desiring to have oversize symbols attached
to call numbers should inform OCLC of this fact.

.




A systematically arranged group of canrd: .f

% i “Receivifip catalop:
4 % | such as a shelt 1ist or dlctlonary catalog, 1lsting the con-
£ i‘ tents of a library or collection. If a public catalog hu:
d : i . been divided into two systematic listings, e.g., one by aiithor
1 Y and title and the other by subject, it is considered to be
. ] : two rece1v1ng catalogs. The existence of a separate filing
__: &7 . sequence is what determines the existence of a rece1v1ng
'S . ' 2 5 catalog,y not physical location. Two sequences filed in the
1e - i . same drawer would be considered two receiving catalogs.
g ' —.H":I;ﬁx-‘ -
'A
\ P ¢

. -20-

-ositions of Call Number, LLocation Stamps )

- and Holdings Informatlon. 24 April, 1970
tvpes . )
itive 7/ :
iings . 8 ‘
> :  Chem Lib (call no.) 2 cop Ref .
1as ~ 7lcall no.’ Chem Lib (&all no.) (call no.)
may be 2 cop 2 cop Chem Lib 2 cop
or’ spe- ¢  Ref Ref Ref Chem Lib
. SR ¥
> to - . . . ’
lank / - ¥Chem Lib (call no.) 2 cop Ref
>tion. - (call no.fﬁ Chem Lib (call no.): (call no.)

i FRef Ref Ref Chem Lib

Lion o1 * 1.2 cop 2 cop Chem Lib - 2 cop

/

of .Chem Lib (call no.) 2 cop Ref

11d - 2 cop 2 cop Chem Lib 2 cop
the -(call no.) Chem Lib (call no.) . (call go.)
1it. To , ‘Ref Ref Ref Chem Lib
iggzé : . * !
llows: i“Chem Lib (call now.) 2 cop Ref

2 cop 2 cop Chem Lib 2 cop

Ref Ref Ref Chem Lib
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Chem Lib (call no.) 2 cop Ref i ’
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+3y ON S H Ref Ref Ref Chem Lib
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_ : : 2 facsimile of the title-pay- of the work concerncd. The
: Member should then re-submit its request on new colored pro=
hor H I punched cards to receive corrcct cards. Erroncous cards must
é ) e returned to OCLC if .the Member ‘wishes to receive credit
% g for them. '
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H . First indention y
: ' Second indention o,
: & - l {Third indention
§ 3 Line 1 [leading Link mo.l
. Line 2 I | lHeading Line no.2
2 Line 3 rall no. "1 'Heading Line no.3
: b ' .
: (N ;
. || .
) : L
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A. Heading-starting at left eige of card

»

"Hdading Line po.l
| lHeading Line no.2 .
| |Heading Line no.3
P
!
1

- : "all no.
I i
| .

B 0

(@)

B. Headins starting at second indention

) Q&Figure 5: Heading placement. Note: Heading lines 2 and 3
—— are shown starting at third indention but Members
: ; Jﬁkhw-%Q? may choose’to have such lines start at any of the
i | four indention pdsitions.
o i ,
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- ) 4. Headings
4 . Seven basic types of entries - three subject entries
four added-entries +« may appear as headingg added to unit

tach Member library decides on several factors related to

and
cards.

in=-

headings, such as their placement on catalog cards, their
dention, and kind of letters used. Different decisions can be
made as regards cach type€ of entry in -each receiving catalog.

The decision as to placement of headings at either the
top of a card or at the bottom in tracings position applies > .
to subject headings only. Added entry headings are at the ’
tops of cards. ' )

. . A Y . .
There.is space for up to three lines of headings at the
top of cards. At a later stage in the development of the shar-~ ‘ .

ed cataloging system, more flexible vertical formatting will
be possible, allowing space for an optional maximum filimber/ I
lines of heading at the top of a card. When this is effected,
the number of lines allotted to.a heading will be able to vary
according to the length of the headfig. Libraries will also

card % pe able to decide whether or not they.wish blank lines to be
] _inserted between various data elements such as heading and main
[ entry, title paragraph and first note, last note and tracings,
' etc. ) ‘ — 3
g Librapies using dropped subject headings indicate the
subject heading in the tracings: that' corresponds to the guide
capd in the catalog behind which a particular subject card is
to be filed. The subject heading urder which a.card is to be
filed may be d=signated in one of four ways. See example of
’ - each below. ' ) :
’ (1) Print all tracings and place an optional )
character in the space preceding the first
‘ > word of the appropriate subject heading,
. between the Arabic numeral.and the heading.
i The default character will be a "Greater:
Than! sign. L _ .
(2) Same as the first with the addition that : \
. the appropriate subject heading is printed-
enlirely in upper case. ;
(3) Print all tracings,”putting the appro- -
tion priate sabject heading in upper case. 7
(4) Omit /the trecings paragraph except for the -
‘ subject heading under which that particular
2 and 3 ~card is to be filed.
t Members - 3

ny of thet

3
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‘Examples: -

(1) 1. Writing - History“ 2.:> .Alphabet I. Title
(2) 1. Writing - History 2. ALPHABET I. Title
(3)" 1. Writing. - History 2.  ALPHABET. I. Title
(4) Alphabet - *

The next two decisions, indention and kind of letters,
apply only to headings placed at the tops of cards. A Membor
library may decide to have the first line of a hecading begin
at one of four pecsitions: at left edge of the card, first
indention, second indention, or third indention. A scparate
decision is mdde about the indentions of the second and
succeeding lines. What constitutes first, second and third s
indention is up to each member llbrary to decide for 1tse1f.
(See Figure 5)

The decision made about indention can be different for
each type of entry in each receiving catalog. For example,
topical subject headings could start at the left edge, name
as subject at first indention, and gzographic subjects at
second indention. Personal and corporate name added ehtries
could be at first indention, title added entries at second
indention, author-title series added entries at first indention,
and title series added entries at third indention. Another
receiving catalog in the same Member library could have head-
ings with different indentions.

In the case of author-title headings, separate options
are available for the first and subsequent lines of each
element, i.e., of author and title. See the follow1ng examples.

1. Pennsylvania. University. Dept. of Author and Title

History. Translations and reprints run-on together.
from the original sources of history, Author at 1lst in-
3d ser., v.6. . , dention and sub-
“\sequent lines at
\Qghindention;
2. 'Pennsylvania. University. Dept. of ~ Author and title
History. "1isted separately,

Translations and reprints from but all lines after
the original sources of hlctory, + first line of author
3d ser., v.6. have same indentiopn.

hy
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Peans: .ivainia. Jniversity. Depts. of
History.
~ Translations and reprints from
the orizinal sources of history,
= 3d Sti\r., v.b,

Ut

. -Penncvlvania.

University. Dept. of
History. -

the decision can
receiving catalog. N
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Another possible
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Cataloging Rules all abridged ti
words of the title.
system provides for.p

il 1

s T s B vy

E

clude the first words of the title.

5. Main Entry

AT
»
<

position is the firsk indention.
‘ L2)

i

T gy ey PNy iy

line of the card.

operational, this row locati
as to accomodate headings of differing lengths.

column where the first line of the mai

In conformity with this
roduction of abridged-title added entries
only when such abridgements include the first words of the
title. OCLC, however, will provide for production of added
entry cards for abridged or striking titles that do not in-

hed

Figure 1. Diacriticals, punc%uation, and other special symbols
B available on OCLC print train

w1

Author and title.listed
separately. First line
of each has diffcrent
indention, but subsequent
lines of both have the
same indention which dif-
fers from that of the
first lines. In Examples

. Translations and reprints from 4 ahd 5, author first
- the original sources of history, _lines begin at lst inden-
3d ser., v.b. tion. 1In Example 4, title
o T —= begins at 3d indention
Cn ( with subsequent lincs of
i . both elements at 2nd in-
- ; dention. In Example 5,
; title beging at 2nd in-
) i ‘dention and subsequént
IE ' lines of both elements
. 5 at|3d indention.
B ' |
A third decision has to do with form of letters to be
used in headings. i Each of the seven types of headings that
appear at the top of a card can be in either a combination of .
upper and lowerkcase letters or all in upper-case. Again, °*

be different for each type of entry in each

option is pertinent chiefly for the on-

line system. According to Rule 133B of the Anglo-American
tles must begin with the first-

rule the MARC II

The basic reference position on a catalog card is the
n entry begins.

This .

bCLC'produced cards have the main entry on the fourth .
Wher variable vertica
ion of main eniries will vary S0

Fformatting becomes

gy omid

A\

it
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destined tor a specific receiving catalo% Obviou:sly, howevér,
shelf-1list entries can never be included fin the gume pack as

‘the others. Lach Member library deccides on the format options
desired for cach type of entry card in each receivinp catalog.
See Part Il for instructions on how to specify options desired.

4

< - «
.

If a Pe nbor requests extrs main entry cards for a specdal
purpose,.e .9., to report works to NUC, for dondr or prove=-
nance le@”, otc. sﬁhe computer can be DPOgPauﬂLd to produce

)
* B /
6., Uniform title . .

The tirst line of 4 uniform, or conventional, title
starts a. new de&gPdpn beginning at second indention with
subsequent Yines beginning at first indention. If a uni-
it is enclosgd by brackets and appears
between mdin entry paragraph and title paragraph.

MARC 1I records contain all uniform titles provided for
by the AACR, but LC does not use all of these on itsgprinted
cards, prvtcrrlng tb follow its pre-AACR practice.: A state-~
LC practice appears.on p. 145 of the’ AACR. .
Member llbrarles may choose to receive 1) no -uniform tltles,

2) only those uniform titles used by LC, or 3) all uniform®
titles prescribed by the AACR. The dec181on made can vary
from receiving catalog to receiving catalog. .

7. Title paragragﬁ: <

The usual title paragraph begins at second indention with
follow1ng lines at first indention. However, /when tn® title
is the main entry it begins at first indentign and all suc-
ceeding lines of the title paragraph are at /second indention.

Title paragraphs include the standard elements of title,
sub-title, author statement, edition statgment, and imprint.
The latter element includes placz2 of pub)ication, name of
publisher, and date 'of publication. .

8. Collation .
The first line of the collation starts a new paragraph

which begins at second indention with subsequent lines at

first indention. The collation may consist of a statement

of size of the work in pages, leaves, or volumes; mention

of important illustrative matter; and helght in centimeteis.

The collation format can accommodate variations found in

standard cataloping practice. Thus, the collation of a foreign

book cataloged under the Shared Cataloging Program (Title IIC

~of the Higher Lducation Act of 1965) may contain the ‘price

in terms of the local currency of ihe source country.
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’P“IV‘ hanvér, necessity by confusing uniformity with standardization. Stand- -
e pack as ardization, however, is something different. Standards dre ,
orm.al options documents which set down conditions which are to be fultilled;

ving, catalog.
tions desired.

«

r,
P .
- 26 ~
. TN P
. : ~ NN
or a specdal - ' . .
T prove- L B g. * Series statement
to produce S . -
? - £ there is available space remaining on the last linea
. i‘ . of the collation statement, the first series statement follows
: on that same line enclosed within parentheses. If there 1is
: - insufficient space on that line, the first series statement
title : begins on a new line starting at first indention and enclosed
on with : %i in parentlgses. . Subsequent lines of the first series state-
a ‘uni- g ment bezin at first indention. Beginning lines of each

and appears

ovided for
.ts¢printed

- A state- : - -

“he' AACR. . g The firsft line of each note starts a separate paragraph

rm titles, T beginning at second indention with subsequent lines at first

. uniform’ EEN & indention. No blank line appears between the collation and/or

can vary o series statement and the first note. Notes that apply to all "

~

idention with

wad

they are rules or tests by which something can be measurad or
judged. The LC Rules for Descriptive Cataloging acts as a

I B
\

card should be given.
‘however, is a matter for individual choice. The Subject
Headings Used in the Dictionary Catalogs of the Library of
Congress acts as a standard by specitying the choice and order
of words used to express particular concepts. .

- -

additionai series statement start a new paragraph at second in-
dention with subsequent lines at first indention. Only the

fipst "series statement is enclosed an parentheses.

+10. Notes
’ ¥

copies of a bdok appear on each catalog card produced. Notes
that apply only to ccpies at the Library of Congress, such as
"Bound with" and "Contents (incomplete)", are omitted.

.. In addit’oﬁ, a Member library may have notes. that apply

standard defining the order in which data elements on a catalog
The spacing between the various elements,

’
|
"y

1 th'e title to its"gwn individual copies that it wishes to have appear on - .
| al1 suc- it¢—cataiog cards OCLC will punch the individual Member - )i

l indention.

s of title,

library's notes onto brown cards and will process them prior -
to actual printing of catalog cards for the Member library.
These additional nctes will be retained with the 0CLC machine-

id imprint. readable-record. .
name of § ) , . | ’
: 11, Traciags o
The first ‘line of the tracings paragraph begins at p

second indention with succeeding lines at first indeption. '
paragraph A sequential Arabic numeral precedes each subject tracing 2
-ines at and a sequential Roman numeral precedes each added entry -
;tatement tracing. .
mention : N ‘
ntimetels. The tracings paragraph begins on the line immediately
und in . after the last note without an intervening blank line unless

1 of a foreign
1 (Title IIC
‘he “price

“ry.

o L A R A

the Member library specifies differently. -
Member libraries decide wgether tracings are to appfur ‘

on every type of entry for its arious receiving catalogs or
only on certain selected ones. For example, a library using
a divided catalog might have three receiving ca 10gsji an )
author-title catalog, a‘subject catalog, and a aelf-list. |
The library decides which entries in -each of the three cata-
logs are te carry tracings. For an author-title catalog the

"!

, g



ation. Stand-- ; . . .
ndards are o ~ A summary of available options follows. Mout .ire de-
be fullilled; ) L scribed in preater detail in the discussion of wariou:n data
measuraed or o ] elements given below. y . :
acts as a . ‘ £ i , ) ’
s on a catalog : ] . . - The position of call number on catal cards 1ig fixed
rious elements, i but various formats are permitted. The form and position of
Subject 5 location symbols, holdings information, and oversize symbols
ibrary of ] is subject to Member library decision. '
ice and order i ’ ,
|
L
. -
. * % ;
]
. -27-
‘ .‘/“\A.L - - O, . 2
V\ _ : .
| Y
‘ . _ -
\ “ - ' = E
me Main entry card, - % ¢
1lcows . . 4 i
is - ¥ with tracings N 4
nt % - : . 70 Arnheim, Rudolf. : :
.osed «A693 Visual thinking. ' Berkeley, )
te- 7 University of California Press [1969] °
| { * ‘ xi, 34‘ p. illus. (part col.) 26
ynd in- ’ cm. . _
‘he Bibliography: p. 325-338. ° o
f Y i 1. Visual perception. 2. Art-- :
g . Philosophy. ~I. Title A
¥ T ‘ o
graph : B : O
irst L : ¢ - ’ O \ l -
or . . - . -
;ng{l s onc : MRCpc 71-1 63\35 i
Notes o 3 D
~h as i S B
. o ’ Subject added entry| agpr--pHILOSOPHY. | ]
apply ) . card3 without o - :
ar on - - ) ] tracings N - - =
. . ) .o : - 70 Arnheim, Rudolf. . Z
rior - _ ‘ ) ' : ] -n693 sVisual thinking. Berkeley, =
ry . University of California Press [1969] =
chine- i - ‘ xi, 345 p. illus. (part col.) 26
- : Cht. . .7 i
. " s Bibliodraphy: p. 325-338.
-.7§ - - = e by
: 2 - . .
g L : 4- L
: o . N b oMC MRCpc -71-76335
ely ) - :
1less 3
'S or . - - . o .
1sing ) : . i . . . .=
- . Figure 6. Cards .showing tracing variations . .
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_tra.ed for that work.

. as accession numbers her-.

been puhched wi'th a code for end-of-cycle week which wonld no
longer be valid.

[

., Some Members prefer to use the unit cards reccived
thro' * submittal of green or red request cards as main ecntry.
or st f list cards. .uch use is possiblc but must be spec-

ifie as an option for the receiving catalog involved, e.g.,
/- .
3 /’
e
R J
-1
{
=28~
— © N
library might decide to have tra:Lng&?%n the shelf-lict card
and on the subject heading cdrds. (Se¥ Figure 6) A decision

+o include tracings necersitates the listing of all headings
It is not .now possible to tra~: only
selectgd added entries such as subjects or titles only. Thé
option to have tracings on subject entry cards appliés only
to receiving catalogs where a decision has been made to place
subject headings at the top of a card. Libraries using dropped
subject heradings should ‘see“the options list in Part I, B,
Section 4, which deals wii Headings: C

¢ ' . .

12. Bottom line

4

,The bottem line of an OCLC produced’ catalog card contains

the Menber Tibrary's NUC symbol, a user option area, pack identi-

fication symbols (i.e., receiving catalog identificavion), and

starting at the left  edge of the cards, the first six
‘character positions are reserved for the standard National
Union Catalog identification assigned to each Member library.
This is follewed by a blank space. : ‘

The next twenty-two character pcsitions are alloted to
a user option area. Member libraries could .place such data
In the on-line system the name of
the librany providing original cataloging data for a wdrk

>

- cduld be put here.. The data put in the user cption area is

established by Holding libraries. For each Holding library -
a 'different item of data could be used. This information can
be selectively included or excluded on the different types of
entries as determined by profiles. o ,

: Unit cards requested‘by libraries not copying Library
of Congress eall numbers but using'LC or Dewey class numbers

will carry the LC call number or the Dewey class number in the

user option area. -Lipraries using Dewey class numbers may
also bhave the option of getting the LC call number or LC class

number--i.1 the user option arez whenever a Library of Congress

" MARC record does not contain a Dewey Mecimal class number. If+

a Iibrary of Cengress call number exceeds twenty-two positions,
characters 23 and higher will 12 omitted; this truncation will
oceur,- of courue, at the end of the call number where it
presumably would not interfere in the procedures of a library
not using the entire Library of Congress call number. .

After an intéfvening blank space the next five character
positions ar. allocated to pack definition symbols. These
symbols indicate thich recciving catalog shoull reccive the
card. Thay are assigned by OCLC on the basis of ‘the profiles

each member submits specifying the requirements of each of
its receiving catalogs. : .

_the unique machine-readable catalog-record identification number.

-
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ailtLily, Lhibye sl LOoNDdle 0D Lhe Claos NUuLlpdl™ par't o1 1197 .
call gumhwr. An example of cach format is given in Pipire 2.
In the firast, the alphabetic and numeric scgments of o ldng
number's are placed on separate lines. Ip the second, Lhey

-are placced on the same line with a blank space insvrted between
the tw@ segments. The third format is the same as -the second
except that there is no blank space separatlng the alphabetic
characﬁers from the numeric ones. A variation of each format’ ’
p?tsteach decimal point and its following numeralls on a line
of 1ts © :

¢
|
KRR

LR TREIH

‘
,
g
M o

g R 11

W b

g iy

|
[

&

] f
.‘

N

Lo ]
| iaarar-S
4

.

L 1 g 8 1 RS D A ] 1Rl e

The last fourteen spacg positions are lallocated to a g
' - . blank followc. by a thirteefi-space uniqgue micﬁlne-readable ‘ : . I
- - ' catalog-record ldgntlflcabgon nunber. Usually the LC card (\\ e
. " number will serve ag this unilque 1dantlf1ca§10n rnumber. In - ?,
the on-line system, %henever an-LC card number is not avail- -

e .. able, an- OCLC aequentlal number will be usé¢d instead. When
i o extension c.ard~ are neces sary the phrase "See next card"
i - wlll replace the unIyue ident/ATication nu?ber on alI ‘but .

the' last card.produced for an entry. !
o v L -.* /
' ©13. L.tension cards /

-

Y

. £ When cataloging information for'a/work fills more thu

one card, productlon of extension cards/ cccurs.” The text of

the catalog card is continued with moré cards (up to a maxi-

) ' mum of approxrmately ton cards) untll ‘the catalog record iu
complete. : . { / ) . '

/

As shown in Figure”7, the flrs% card closes with the ‘ ’
statement "See next card" on the b ‘ttom line at the extreme
. right, replacing the unique identifjication number. Each.
- additional extension card closes in; the same way until the
. last which will have the 1dent1f1cat10n number in its usual
; . position. . . . _ .
! . ' -

Edch extension card opens with a heading, if approprxate, -

E and the main entry in normal p031t10n. Name main entries are A
i not abbreviated. Following the main entry is an abbreviated. \)
title (unless the' full title is quite short) in regular title .
Zs position. Thgg%ength of the abbreviated title varies as OCLC

programming submits <the full title to several tests to d.s-
- cover where the best cut-off point is located. The maximum
- length is one line. The, abbreviated title is followed by
three dots to indieate tnat it is incomplete. Next comes the
- last item in the 1mpr1nt (the date) and the card number.
: Title main entrles on extension cards consist of a brief
title, three dots to indicate’ that it is incomplete, date, and
card number. :

/i N

.




L3 I =
phee 2, : t - ‘ . /R31 = . |
lidng £ /8 ' f
they . : i - . :
d between " : , , ] 1
second > Figure 2. Examples: of call number formats : ) =
habetic : : : Z
fOPma‘tJ ’ é{ E
a line : . . o % ;
. N y :
D ij ’ J :
2N H - =
Vb £ : : ;
LA il- 3 ’ ;:
\ i
.~ k:
- . N p n
\\\\ i
© -t \\ — '
' . " ‘u\\ .
_ ~ ST E |
- H
. {
: -30~- L LT
’’ . N ‘V : ) %
. - N * N
-3 . . . Yo
g ' C o ~ 3 ,HC -
1- : ’ 110 On fighting poverty; perspectives from
" . - o ' ' P63 experience. Edited by James L.
_ 05 . sundquist, with the asssistance of
. . Corinne Saposs Schelling. New York,
~ Basic Books| 1969 ]
- x, 256 p. 25 cm. (Perspectivgs on
< - - poverty, 2) * . :
American Academy of Arts and Sciences * ) <
wi ) i . ) ’ library. - . ’
! .. . ~ ‘ Based on papers presented at 2
i - . —_— continying seminar of the American
; . .o ® . , Academy of Ar<::)ts and Sciences on .- .
- _ g problems of T ace and poverty dufing :
’ ; - OAkUl : AKLsl See next card .

< - HC . . .
iatey : - . . 110 On fighting poverty; ... [1969} = : v
are A - : P63 (card 2) . : \ )
ed. \) 05 the academic year 1966-67. . ] ’
tle . S p * Includes bibliographical references.
CLC o : o 1. Economic assistance, Domestic~-- i
- - U.S. I. Sundquist, James L., ed. g
m II. American Academy of Arts and : :
) L Sciences, Boston. III. Series
the DA IV. Series: American Academy of Arts

M . and Sciences, Boston. Liprary
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Figure 7. ©Extension cards \ -
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. ' “mumbers.

Dewéy class number

The Tiret line ol the primary call number 15 nsualiy on

l}?i three of the card although diffcerent placements are pos-
sible if- a library wishes to have them. The tirst line of a
secondary call number associated with a specitfic paragraph ‘

starts on ‘thc same line as itg i '

star L Same 5 correspo agr s

it is nececscary to drop it | 8 e HQ}ng par§graph e

it . ¢ y rop it one or more lines to insert asblank
ine betwecen the end of the previobus call number and the

beginning of the new

one,

Any additional secondary call num=

bers associated with this work are printed below the first one
£ N 2

always allowing for at least one blank 1i ]
ine :
(See Figure 3) : +1ne between call

. \

-

)

-

-

¥

in user option aread.

”

-

Gardner, John William, 1912- .

The wecovery of confidence [by] Jdohn
W. Gardner. [1st ed.] New York, Nortc
(1970] ’

189 p. 22 Cn.

Includes hibliographical references.

1. U.S.--Social policy. I. Title
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’ 5 C. Catalog production costs

pPrr—yl

”‘ ——— e Since methods of computing cataloging costs are not
) standardized, it is difficult to make cost comparisons be-
tween computer-based and conventional systems, or between .
conventional systems in different libraries. The costs
given below for various manual systems apply only to the
libraries where the studies were made and are given here
simply as an indication of how costs may run in manual sys- -
tems. ' All systems described assume the use of  LC-provided
- cataloging data, either in the form of LC card setes or as
locally produced sets based on either a single LC card, a
proof slip, an NUC entry, etc. Titles which lack LC cata-
. ~ loging data have customarily been given original cataloging
by each library acquiring them. Since the OCLC data base
under the off-line system contains only LC cataloging re-
cords, all titles for which such records are lacking must . )
still be cataloged locally. The costs of 'such original ‘' . ‘ ‘
cétaloging are therefore not relevant to this comparison

and are not considered.

The elements involved in the cataloging process 4are
;e fields . > searching for bibliographical information, cataloging proper,
card preparation.‘’and production, the sorting and filing of
o ] the finished cards into various.receiving catalogs, and the .
) . ' N\ physical prepaqafion of the book. This last element will not ')
i ) be considered '‘here since it is unaffected by the existence of " -
) | OCLC. ‘ )

—

d

Searching is partly an acquisitions function, when it

' ‘ 3~ involves checking to verify and complete the bibliographic
! : details supplied: by a requestop-$o0 as to- adequately identify ,

e the book for acquisitions purposes, and to check in the _ .

library's catalog and on-order file to determine if the title
: has already been ordered or received. Any cataloging data
. ©I located at this stage of the operation is a by-product since

K

"Y %\ it is not-neeessary for the acquisitions function.
. ‘. . -Cataloging searching involves the' effort to obtain .
i bibliographical data that will be of use in cataloging the :

work. This usually means an attempt to find a copy of .the . [
cataloging record made by the Library of Congress for that .
work. Once such information is located, it is copied and
the source noted. The searching stage ends here and the RN

ey

3 catalogirg stage begins. .
z - : >
A cataloger takes the cataloging data located in the
T search step and compares it with the Dbook to see if they .
]
©

it
]
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g‘Flgure 5: Heading placement. Note: Heading lines 2 and 3

e are shown starting at third indention but Members
Aﬁ\h_"ﬁf? may choose'to have such linés start at any of the

four indention positions.
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agree, makes any changes necessary in the-descriptive cata-
loging to ensure that it fits the book in hand, assigns call -
number if an LC number is not accepted as given, checks the
shelf list “to see if the number has already been used, checks
the subject headings and name added entries agalnst authority
files, makes additions to the appropriate records in the

serial file if the title is part of a seiies, and, if an ,
actual LC card is not'avallable, prepares3 a worksheet for the
use of clerks who w%ll prepare the cards.

- )
; The card preparation and productlon stage 1nc1udes .the
a ordering of ILC cards or.the preparation of master cards and
the reproduction of master cards by some process:,, the adding
i . of headings and call numbers to cards, and the. proof-reading
' of the cards. . '

’

- In the sorting and filing étage the sets of cards

produced for each book are diviiled up  according to the . . S
catalogs that are to-’ recelve thef, sorted into filing order, ‘
. and -filed. . :
How does OCLC fit into this pattern of activity? Under
the off-line system OCLC has no effect on acquisitions search- /

-ing which still must be done before a title is acquired.
Cataloglng searching will not be needed, however, as OCLC will
provide its Members with a unit card and/or packs of cards
with full bibliographical informatjion.

If a Iibrary accepts LC cataloging as given without
checking, the packs can be filed immediatedy after arrival,

: ;' thus eliminating the cataloging and card preparation and .
s -4, production steps entirely, and also eliminating the pre-
b filing sorting. .

3

1 Libraries wishing to check the LC cataloging wili still
- save the cataloging searching step and can use the unit, card

: or one of the final pack cards (usually the shelf list card)

i as the source of cataloging data. If the cards sent by OCLC

I 4 are not changed, the shelf list might still -be checked for

duplicate call numbers and authopitv files updated to show

new. headings and the necessary cross-references made. Card

: pIUdelLJUn and production will still be climinated unlcsb d

“ decision is made to change the OCLC-produced card in some
Pt way. In that event the cards in question will have to be -
h . pulled from their vdrious. packs, changed proofed, and

: resorted preparatory to filing. .
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(2) Same as the first with the addition that
. the appropriate subject heading is printed
entirely in upper casec.
(3) Print all tracings,”putting the appro-
priate subject heading in upper case.
(4) Omit . the trecings paragraph except for the

subject heading under which that particular
~card is to be filed.
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From thic bri«

rvey it /appears.that the steps CCLC

can save its Memb-ri a
cataloging, carl.r: rati
What are the costc of thes

g

Searching zosto ‘are high.

d
e catalcging searching (in all cases),
ation apnd production, and sorting. ‘
e elements?

'
0f a total processing cost

“of $10.26 for addins a book to the Columbia University

> Science

Librari - in 1485, $2.1

8 or over 21% was devoted to

searching, and $1.07 of this searching cost was attributed
to cataloging uscarching. A 1966 study at the Brooklyn Public

Library showcd that ot a total of $3.77 for cataloging and

preparation ol

4 new Litle, $1.51 or 40% was devoted to

var$ons searchine activities.

A 1969 report of the early

oper

ions oif the Colorado Academic Librdries Book Proceusiiy

Centér showed, by contrast, a total cost for labor alone of

$1.88 per volume of which -23.5¢ or 12.5% was allocated to

t

searching and searching-related activities.

high. After adjustment of

Cataloging costs are also
that portion of the cataloging

the Columbia figures- to remove
costs attributable to original cataloging, $1.38 or over 18%
of the adjusted cost was allocated to cataloging. At Columbia
catcologing of mohograph titles for which LC information is
available is a clerical task. In libraries which assign
professional catzlogers to this task the ccst would be higher.

Costs of producing cataloging ‘cards and sorting thenm
show 1¢ss variatior. A 1963 report on the Air Force Cambridge
Research Laboratory (AFCRL) Research Library showed that the
cost of- preparing and produging seven cards based on LC
cataloging was $1.16. This figure included order routines

for LC cards and the typing of headings on them after receipt.:

Sorting and fil

~ing a third of

ing-added another $C.30 to the cost. Allocat~
this to sorting, the total cost of producing

cards ready to file was $1.26, or $0.18 per card.
. —

Other studies made at Sacramento State College (1969
and the University of Toronto for the Ontario New Univer-
sities-Libraries Project (1965) showed per.card costs for
preparation and production of 18.0¢ and 19.3¢. With their
sorting and filing costs prorated in the same proportions
as those for ATCRL, cost per cerd was 19.7¢ and 20.7¢

respectively.

Even though the studies producing these figures were

.made over a six year period. with differences in the cost of

labor and materials, there .is substantial agreement among
them, especially the latter two. Adjustment of the 1963
figures from the AICRL study to take into account a 13.5%

R

L
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"Pennsylvania. University. Dept. of

History.

Translations and reprints from

the original sources of history,

3d ser., v.b.
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~V!\d-indention.‘-
.

. Author and title
listed separately,
but all lines after

- first line of author

have same indentiopn.

by

¥,

rise in the cost of livihg batween 1963 and 1968 would raise
the ATOPL cost ner card to 20.4¢ bringing it into very close
aligament with the Zzost figures of the other two libraries. .

L

week to week.
the cost per card.

o

Twenty-four element
Some cost elements vary directly according

The cost of producing -catalog cards at OCLC varies from

s are considered in computing

to the number of cards produced in any one week, but other-
cost eiements are fixed and do not change, no matter how many

cat.ilog cards are produced.

Since these fixed costs must be

allocated against the catalog cards produced each week, an
increase in' the number of" catalog cards . produced means that
each catalog card bears a smaller share of these fixed costs
while a decrcase in the number of catalog cards produced
means that each catalog card bears a larger share- of these

fixed couls.

This combination of fixed’and variable costs

is the reason that tHe cosi per catalog ¢ard differs-each
week. The more cards produced in a week, the lower the cost

per card. -

The fixed cost elements are those allocated to the
various machines and supplies used by OCLC while the variable
costs relate to the operations involved in ‘card production.
Approximately forty percent of card costs are computer-

,‘related.

N Fixed éosts

Card punch

Print train

Printer attendants

Card’ stock

Ribbons

MARC tdpes

Slitter

Overhead of .5¢ per
catalog card

/

Variable Cosu=?

Keypunching

Proofing and corrections
6 computer runs

Sort for file-listing
407 Tistings

Pull Selections

Sort pulled selections
Slitting of cards
Mailing

Accounting’ v
Printing

-

In July, 1970’the averagé weekly production. was 5,260

average weckly production dropped

card rose to 9.05%¢; in September,
per:card dropped to 7.31¢; in

creased to 5,492, and the cost

" cards, and the cost per card was 7.05¢3 in Aurust, the -

to 3,695, and the cost per
the wezkly average in-

October wcekly production rose further to 3,830, and the coust

went down to 6.29¢ per card.
charged per card is 9.5¢.

The maxirum price that. can be

Lad

LN
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z column where the first line of the maip entry begins. Thils .,
and title é position is the first indention.
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1 lines after
line of author
ame indentiopn.

{ OCLC produced cards have the main entry on the fourth: T
1ine of the card. When variable vertica Fformatting becomes .

1 operational, this row location of main entries will vary SO

‘ 3 [ as to accomodate headings of differing lengths.
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ould raise | . . . o . .
very close . - o - , . ' .
ibraries. . R : - Assuming that a Member library receives, on the average, .
] , L five cards per title at an average cost of 7¢ per ., card, its .
varies from ) , cost for receiving catalog cards ready to file in its catalogs
lin compg§1n5 R is 35¢ per title. To this cost Members must add the cost of ¢
-ly accorcing : preparing and mailing request cards and of filing the packs-

received from OCLC. Adding an arbitrary 6¢ per,title to cover

a Member's cost in typing and mailing request cards (40 request.

cards per hour at a clerical wage of $2.40 per hour) would in~ .
crease the cost of OCLC produced cards by just .over one cent

per catalog card. ‘The addition of this requesting cost would

raise the actual cost to,a Member for packs of cards sorted.

and ready to be filed to an average of 8¢ or a maximum of

10.5¢ per card, ‘or from 40¢ to 53¢ for five cards.

ut other -~

ter how many ,
sts must be

we2ek, an

neans that

fixed costs

roduced

of these -
hle costs . B
ors. each s
er the ¢ost

The cost of OCLC cards is less than half that of merely
preparing, producing, and sorting cards in several-manual
‘'systems. When the cost of thé various cataloging elements
that use of OCLC eliminates is also taken into consideration,
it can be seen that use of OCLC to the fullest possible
extent will result in great reductions in a library'g cata-

loging costs.
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S . of important illustrative matter; and height in centimetebs.
t! The collation formit can accommodate variations found in
. ) .~ standard catalogping practice. Thus, the collation of u foreign
05 ' book cataloped under the Shared Cataloging Program (Title IIC
o . : f: : of the Hipher Lducation Act of 1965) may contain the ‘price
> 7 in terms of the local currency of the source country. f'
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. L g ' PART TI. CATALOG CARD FRODUCTION: INPUT TO OFF-LINE SYSTEM
verage, ' - '
, 1ts : A. Dev=lo-oont Phases ,
ratalogs ¢ ) . .
st of ¢ : i Procedures for requesting catalog cards from OCLC will
>acks: . E move throush three phases of development. In the first
0 cover ‘ : phase, which is now operational, Members request cards by
) request. ) ; C card pit'wors alone. In phase two, which is due to become
>uld in- . 2 operationil in‘Summer 1971, Members will be able towrequest
> cent cdrds either by LC-card number or by author ahd title. 1In
t would 8 ] phase three, Mcembers will be able to furnish «OCLC with
>rted . i originyl ¢ataloging from which OCLC will produce cards.- OCLC
of will use this original cataloging to make catalog cards when
. other Members request cards for titles for which nu HAKC LL —
H record is available. v
merely -4 .
ual Dot ’ Phases two and three will orerate dm-line, which will
ents : B be a more efﬁ@cient and effective method than are other types-
ration, . I of communication. :
e . )
cata- : ‘ e Since the off-line system now operational can only

. process. requests for catalog cards that-are made -using LC .
card numbers, this part-of the Manual deals only with that
phase in the development of the shared cataloging system.
OCLC produces cards weekly after each new éeekly MARC tape

) has been merged int¢ the master file of MARC records.

The purpose of this part of the Manual is three-fold.
Section B, Catalog Profile Questidnnaire: Defining the Pack,
delineates the objectives of the Catalog Profile Questionnaire
: g and describes how to complete it. Section C, Request Pro- )

: : . cedures, provides the Membership with various procedures [0
—— ) Do follow when asking OCLC for catalog cards. Section D, Descrip-
' tion of Precoded Punch Cards, contains detailed instructions
¢ Tor completing each type of precoded punch card.

*

*

y S B. Catalog Profile Questionnaire: Defining the Pack

Purposes of the Catalog'P?bfile Questionnaire

The Ohio College Library Center has developed a Catalog
Production System capable of handling the individual needs of
its Member libraries. Each Member library is likely to con-
tain a number of holding libraries such as a general jtack
collection, Reference collection, and departmental libraries;
and a nurber of receiving catalcgs such as.author-title public
catalog, a subject public catalog, an official catalog, a '
general shelf list, departmental public catalogs and de-

partmental shelf lists. To complicate matters, an individual
o/

-

]
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und in

L of 4 foreign the Member library specifies differently. .

. (Title I1IC . ’

‘he “price : I T Member libraries decide wbcther tracings are to appfmar

ry. i [ B on every type of entry for its arious receiving c&talags_or
For example, a orary. using

only on certain selected ones. T
a divided catalog might have three receiving ca ilogsji an

- author-title catalog, a'subject catalog, and a shelf-list.
: The library decides which entries in‘each of the three cata-
logs are to carry tracings. For an author-title catalog the

L MR R ST .y S 1 R, 20 A £t st

~40-
.LINE SYSTEM ~ oL
. . - . , 5
receiving’catalcs may contain cards showing the contents, in
' f whole. or in part, of-several holding libraries while cach:

holding library is usually represented by cards in several

~om CCLC will
For example, titles sheclved in a general

1e first receiving catalogs. -

- cards by staek collection may be represented by cards in a divided

iue to become public catalog, an official catalog, a sheif list, and a

> to\request / file of cards =5 he ~ent- to NUC. A title in the itusic

title. 1In Library could bé represented by cards in the main divided

L with ; public catalos, oificial catalog, Musie public catalog, Music

> cards.- 0CLC 3 shelf list and NUC,file. The Music public catalog could

>g cardy when 1 contain cards f{or all titles shelved—rin the Music Library - .
1 no HARC L — . » plus main entrv cards for all titles“with class numbers. from

 the Music schedule which are shelved in the Main Library and’
other departmental libraries. To cope with this complicated
situation OCLC has devised a Catalog Profile Questionnaire

, which will
(CPQ) designed to obtain from Member libraries infoprmation:

re Other types- )
| ' y N about catalog cards needed in each receiving catalog. . . o
can’only Since types of cards negeded will vary from receiving

= using LC , N i catalog to receiving catalog, a separate CPQ must be corpleted

. for each receiving catalog, showing types of entries included’

y with that
ng system. . for each holding library represented by cards in that receiv-

y MARC tape ; ing catalog. To decide how many CPQs should be completed,
cords. i each Member library should prepare a char(bfhowing all its
] : - ’ holding libraries along the top and all .itsereceiving catalogs

three-fold. . i e along the side. For each holding library a checXk should be
ning the Pack, ) made against -each receiving catalog which gets catalog cards

e Questlonnaire Tk showing that libraty's holdings in full or in part. A CPQ
equest Pro- ’ : should then be filled out for each check mark on the chart.
rocedures o . (See Figur? 1}#).~ Even if several CPQs seem to be identical
tion D, Descrip- when filled out, they all should be sent in. From each pro-
instructions file a program is coded to attach to the main program to .
. produce catalog cards with the options requested for that .

: holding library in that receiving catalog.
e Pack Since catalog cards are prepared in packs for fiking

* - {1 +into specific receiving catalogs, there will be one pack for
1. each row on the chart. -That pack will contain cards ford,
‘works in all of the holding libraries checked in that row.

oped a Catalog e N A
’ T Some libraries maintain special-catalog files, not.

idual needs of e
ikely to con- . N ‘reYated to a specific holding library, for books having
neral :tack . _special characteristics, such as a‘provenance catalog lor

i 5 books hearing marks of previeus ownership. The Catalog Pro-
duction System possesses the capability of producing "extra
eards" for such spécial files. Those members maintadning .

tal libraries; :
or-title public * R =

catalog, & '
) special catalogs should inquire of OCLC for procedures to

s and de- o ;
an individual . . : i - employ in requesting an extra card or cards.
- D ‘ ' . .
. T . , )
s ; 3 Q' ‘ - - L
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t one logical
: »ir2d in questionnaires, -
i.e., shoull ke conelierad H libraries. By logical is -
meant either a rhysical catal a fictitious file. set up
to cope wi:n t}l*gpocial neads of a particular category of .
' - books. Each logical catalog is the equivalent of one pack ’
of OCLC produced catalog cards. For example, if a library .
wishes to arriv Fipsner aubject shieadings to its books on c
religion, it i 1t i able to do so through the use ol a
logical 'Roligisus Headings Tile'. By this method the o
library weuld receive, in a separate pack,. extra main cntry ’ .
cards to which it would manually add the Xarsner subject : . . ..
2 . headings before filing th2 cards in its dictionary “sat ilog. ' ‘
Thus, while cards for religious material would end up in Lhe
B same physical receiving catalogs as cards for~the rest of = e .
the collection, some cf thzm would reach the ‘library in .t - ' .
. separate pack destined, temporarily, for this fictitdous . . '
- . subject catalog which might not have any actual physical -

existence. P . N , P
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t - Another- example relates to thﬁ Reference cold&ection B
’ that most libraries have. A Reference collection ‘recorded in

b ]

1

pr—]

W

a separate shelf list, even if it lacke’ a separate author- - S
title or subject ‘catalog, is considert. a Holding library
and should be repor%ed on CPQs. ¢a the other hand, a .
Reference collection listed only in general catalogs is not N
considered a Holding library and, should not be reported cn
CPQs. When catalog cards are ordered for titles which, are
to be shelved in a collection of the latter type, the word- )
_ing of the location stamp needed should be included in the : <o
appropriate box -on the blue and yellow:punch cards from which .
catalo™~cards will be produced. (See below) For colleations .,  ~ B .
of the former type, i.e., holding libraries, the locations
‘should not be indicated on the blue and yellow punch cards
since the computer is programmed, on the basis of the in- ' . - -
L foermation given on the CPQs, to produce catalog cards that, . R

»

contain the appropriate location statements. - i
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After receiving completed questionnaires from each . - L. N . T F
Member, OCLC devises a unique, t:er—symboI‘code for egqch ) . ]

| T S

H
[

Holding library. Sets of colored/punch cards are then\prcax '
punched with these codes and sent to the Memher librariv: T .
for use in requesting catalog.cards. -Care should-Le tafen st . 3
use a pre-punched card for the correct Holding libr@yy when o IR . L s
requesting catalog cargds for titles to.be shelved in thai L .
library. - ‘ - ‘ : T S 1 .
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Completing the Catalog Profile Questionnaire S )
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Y There are two parts lo the CPQ. Tha rirst part contains
three ggestions, the first of which asks for the names of th o S
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Figure 7. ©Extension cards . o

Ty L.

".~lleation™. (Sce definition on page 4)
Examples of na=w~C that night be civen te holdinsg libraries
are MAIN LIPRATY, CHIMIPTRY LIBRARY, JONES.LIBRARY, DOC.
COLLECTION, RLF. COLLECTION, etc. :

Holding library cr

-
]

~ The second question requests a Member library to de-
signate the receiving catalog to which the questionnaire is
preferring. Thic comli b do-iznated by such terms as PUBLIC

LIST, MUSIC SCOKL JPUBLLC CATALOG, NUC, etc. -As noted above,
each receiving catalup will require several questionnaires,
ond for each hnlding library represented in it. y 3 ,

MAIN SHELF LIS%iLﬁgCUHENTS PUBLIC CATALOG, DOCUMINTS SHELY . )

Tl Pl

L

The third question asks for the lonation stamp, if any, '
to appcar with call numbers on cards s«in that receiving cata- ‘ £ :
log for titles located in that Holding library. Thig*loca- :

" .tion information should be typed or printed in the exact form ' . - .

desired on ca.alog cards, as regards capitalization,,sPacing,
punctuation, e.g., REF. or Refk\or REF or Ref, , etc. with a . . :
maximum of eight charlacters per\line. “oll. ’ S '
N - + H

~ The second part of the CPQ consists of a table which
should. be completed according® to the characteristies desired
for each of thé nine types of entries that may Dbe included
in packs. The types of entries are found in the lef} side - — 3
of Figure 11. Across the top of the table are five variable . , 7
components associated'with type of entries. The%fhre from ,
left to right on Figure 11: Hoiﬁings Information,” Tracings,
Subject Headings Position, Indention of Headings at Tép of
Cards, Capitalization of Headings at Top of Cards. These
components should. be defined for each tvpe of entry which ~ 3
is to berin a particular pack. - _ :

. “ .

Some libraries record holdings information on only shelf . - .
list cards' or main entries, whilefother list holdings on all  ° ; ' ;
cards. Checks in the "Yes" and "No" coluwfins under "Holdings .-
Information" will yield the fermula that each Member wishes -
tc apply. If tracings are desired at the-bottom of cards for
a particular type of entry, check "Yes" against that type of -
ontry. If no tracings are needed, mark "No". Subject head-
ingstecan be poritioncd at cither the top or the bottom of L S

=
E

tho cards. A cheek shoald go into one of the two positions
desirede ——
The fourth component con*tains information concerning f} %

' heading indention: The first line of a heading at the top

-
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pigUPQBQ_ Unit cards, ,showing constryction of botth l@ne . - .
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: v . -45=~ * - VR
‘ . t -
E - .
\ -~ “ & . S N 1
} « of a"carl may taogzin at one of four places: JYeit edge of the v
1 cary, first inldention, second indention, third :indention. .
Mark the box indicating the preferred indention fcr each type ‘R

~ %of aided entry inra pack. Second and third lines of a heading
. presently begin at. third indention. Each Member will be asked

. where it wants each indention to begin. .
R Not all rows necd to be filled out on any ona question- ad
naire. 1f th:- r1eceiving catalog being described on a parti- .

cular CP® is a zhelf list, then only the first row should be

filled out as entries of the other types will not be.incluaed

: 7 in that catalog. If thé catalog being ‘described i< a subjent

! J3 : catalog, thenonly the boxes on the three rows relating to

N subject entries should be filled in. . : .

| T .‘

- ¥he last component refrrs to capitalization used in

headings at the top of-~cards; the Member can have a heading, -
’ either in all upper tase or in a combination of initial '
capital and lower-case letters. .

i
¥ i g

WU Hd 1§

C. Reguest Procedures

. This section of the Manual contains directions for using
3 i punch cards to obtain catalng cards from MARC records. The
. 7 C Catalog Production System provides for four basic schemes |
? . differentiated by the types of call numbers used; namely i
' ; use of LC cataloging data plus LC call number use of LC data
with alteration of LC call number, use of LC data and Dewey
class num® v, and use of LC cataloging data with a local call
number. sst libraries now employ two intermeshed procedures
for cavaloging. The primary procedure employs LC cataloging
_ data; and the secondary procedure utilizes original cataloging
N .~ when LC data is not available. The OCLC fatalog Production
System integrates with present primary procedures.

AR

N . ] When to Request

[

Tl o i bl

ki

Libraries using LC cataloging data and LC call numbers
should not request catalog cards for a book until it has been
received. This is true whether or not the library his cecn
¢ataloging data for that book in the NUC catalog, nroof- - . o
slips, depository cards, or come other source. L ocataloy
cards were requested earlier, cards for come books would bLe
in the catalog before thec book would be on the shelf. In
some cases the books woulw never be received. Since 2ards
are received in packs ready to be filed in ‘particular cata-
logs the oaly way to remove cards for book: not yet om the
shelves would be a card-by-card examination of all cards in
the relevant packs, a procedure tuat would negate *he time-
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. i - saving benefit of receiving cards in packs pre-sorted for

Jfiting. |,
Libraries that utilize LC cataloging data but not its
call numbers (using -instead LC class numbers, Dewey class
numbers, or devising local call numbers) usually order a
vSingle unit card before.requesting full sets of catalog
cards for boockn. These unit cards may be requested either
when the book is or¥cered or after it is received. As
American books contain the LC card number it would be less °
4 expensive for' the Member library if it waited until these
books had been received before requesting unit cards. In this
aqway it could save itself the search costs involved in locating
CL card numbers. init cerds-for foreign imprints, however,
" ‘¢ould be requesjed when the book is ordereds as they will not
‘¢omtain I< card numbers and will have to be searched at some
.~ stage in-their progessing. ‘

e ik

o bl 0
'

. In a library using LC eataloging data and LC call numbers
- " procedures could be somewhat as follows. When an English

. language book is received, the cataloger would check the
verso of the title page to see,if the LC card number began
with a "7" Qr "69". 1If it did, he would write:.that ".C card
number on the appropriate OCLC punch card (details below) .
and that card would be sent to 'OCLC to produce the desired
catalog cards. A

“ 4 ,
If tne. camd number did not begin ;ith a "7" or "69",

the cataloger could search the book in files af-LC catalo_ing

data such as the NUC. catalog, proofstip file, or depository
.. card file. When he loccted an. LC catalog record describing
the book and bearing a card number accompanied by the designa-
tion "MARC", he would write the card number on the appropriate
punch card to go to OCLC.

[pTp—

St W

Libraries thai de¢ not use LC cdll numbers should -follow
the same criteria in deciding whether or not to order cards
for a work from OCLG, i.e., it should be an English language
monograph whose card number’ either begins with a "7" or-"69"
or is accompanied by the designation MARC. ’

i ince the RLCON Project will umot be finished in tre ©
life-time of the 0V'LE off-line system (which is schedulcd 1o
end in Summer 1971), English linguage books not having an 1.
card number with an initial "7" or "69" or not having a cata=-
log record with the MARC designation would be processed

, acedrding t the library's present cataloging system. All
P foreign languige Yooks, no matter-what the LC card nurber,
-would also be processed according to the library's present
cataloging system.
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Peprmianent T ocoris at J“’C

4
. mwtian rocolvod on’ punch eards from Memburs will be
stored in tCLC mister file. A record will be kept by
Holdinz 132 v of each book cataloged, these records to in-
21lud= the JlthﬂS or changes requested by a Member There-
fore, liararles nced to report an addition or chanﬁe * . OCLC
only once. .

)~vu

Four Reguisiltion Procedures -

4

As mentioned above, there are four baé@c call number
systems, each having different request procedures. As cach
.of these procedures is explained, certain options will be
discussed. These options permit each Member to alter the
cataloglng and call rumber to satisfy its own requxvgmwntu.

On unit cards, as depicted in Figure 8, LC call numburs
or Dewey class nrumbers are placed in a 22- p051t1cn area on
the bottont line that is called the "user option area".  Thisg
1nformat10n i< includea only on cards in the vnit card packs
a llbrary may insert information in th;s space on cards *in
catalog packss. Tor example, an accéssion number could be
plated in the user option area. This would be done with a
brown -card. . ) ’

3

For each set of procedures there is -a corresponding
flowchart (Figures 12, 13, 1, 15). These flowcharts '
represent’ t-2 various optmoﬁs available to a Member when
requesting catalog ¢ards in accdrdance with one of the four -
pasic proceaures. s
. P R ¢ 'A.
Users of Qg_Caf}>ﬁpmber (Figure 12)

These Members request catalog cards by completing the
bLlue punch card which requests productlon of complete packs.
There are two options in making thls type of request.

Case 1. 1If there are no modifications to, be made to deccrip-
tive cataloging and no holdings to record as a note, then %
Member library would send only a blue card to OCLC. Holdings
information to be part of the call number should be written
ip“the box in the lower, right-hand corner. of .the bLlue card
(igure 16). ' ,

5

Case ?. If a_ liltrary does sant to iify the LC Jata, or to
record naWdlng as a note rather thuu with the call number, or
to inser: information ir o the us-r's option area, the librar-

ian” would use t-z brown card (Figure 21) with thg blue card.

-
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work. This usually means an attempt to Iind a copy OL  =i¢
cataloging reccerd made by the Library of Congress for that
work. Once such information is located, it is copied and
the source noted. The searching stage ends here and the
cataloging stage begins. .

A cataloger takes the cataloging data located in the
search step and compares it with the book to see if they
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1t new headings and the necessary cross-references made. Card
1 . preparation and production will still be climinated unless a
LN _ decision is made to change the OCLC-produced card in some
. way. In that event the cards in question will have to be - '
i pulled from their vdrious-packs, changed, proofed, and
1e T resorted preparatory to filing. .
i :
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ade. Ca?d - sorting and filing costs prorated in the same propbrtions

ed 991935 d ’ as thosc for AFCRL, cost per card was 19.7¢ and 20.7¢

in some : respectively. o -

Ve 1..0 be - ¢ . i R -
» and . : Even though the studies producing these figures werw

.made over a six year period. with differences in the cost of
labor and materials, there .is substantial agreement among

- them, especially the latter two. Adjustment of the 1963

figures from the AICRL study to take into account a 13.5%
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" cards, and

In July,

average weekly |

the ¢
sroduction dropped to 3,695, and the cost per

1970 "the average weekly production was 5,260

o5l per card was 7.05¢5 in Mirust, the -

card rose to 9.05¢; in September, the weekly average in-

creased to 5,492, and the cost per’card
October weekly production rose
went down to 6.29¢ per card.

dropped to 7.31¢3 1n
further to 3,830, and the cost
The maximum price that, can be

charged per card is 9.5¢. . '

W

Figure 15.
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Fiowchart for librery using a local call number
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i : Users of LC call numbers that employ +he alternate class
- : . number saipplied by LC for literature should use the green card
labeled LITECRATURE to obtain a single unit card showing that .
alternate class numocrn (Figyre 19). After 'a book number has
been added to the class number, a full set of cards can be
ordered by using a yellow card. .

il gl

e

R i ot
' [l

Jsers nof L7 Class Number (Figure 13)

~ ‘ : § ~ Member libraries using LC class numbers but not book
) o E nulabers will ask for catalog cards by completing a green
- ) i punch card (Tignre 8) and forwarding it to OCLC. The, green
. i card requests (OLC to send a unit card (Figure 8) to the Mem-
: ber. Any non-bewey library wishirg a unit card for any pur-

pose should usc a green card.. The green card labeled "LITER-
ATURE" should be used to obtain unit cards with the LC alter-
nate class number for literature. (Figure 19) After a call
number has been constructed for the book, the library may

N
.
|

CARD | : .- order complete sets of catalog cards by filling out a yellow
! punch card with the desired call number, i.e., LC ¢ assS -
oYL -*  number plus local book number. A Member library rtquestiné
‘ complete sets with the yellow cards has two alteiy natives.
; .
B N . , ‘Case 1. If there are no modifications and no holdings as
N ‘ ///notea, the library will send only & yellow card to OCLC. . o~

(Figure, 20). ’ . e

Case 2. If a library wishes to modify the LC descriptive
cataloging, to record holdings as a note, or to insert in-
formation into the user option area, ths librarian will send
a brown card (Figure 21) with the yellot card. oo

Dewey Usebs (Figure. 14) .

i
H
i

B _ Members of OCLC using a Dewey class number . follow the
/ 7 same request procedures as do 1ibraries employing an LC class
: > nhumber, with one exception. Dewey users request a unit card
by sending a completed red punch card (Figire 17) to OCLC. If
a MARC record lacks a Dewey class number, Dewey 'users car have
the option of getting a unit card with the LC call number in

¥

[T
G

H

o

4

{he user arca, vven though the request was submitted on a red

3 : Card.

+

To obtain complete packs a Member will fill out a yecllow.
cal call numtber 7 punch card and exercise one of the following options.

£,
othadisons

1]

Case 1. When there are no modi}%cations and no holdings note .
o be reported, the library will send only a yellow card , N

(Figure 20).
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Purposes of the Catalog Proli.e Questlonnalre

The Ohio College Library Center has developed a4 Catalog
Production System capable of handling the individual needs of
its Member libraries. Each Member library is likely to con-
tain a number of holding libraries such as a general :tack
collection, Reference collection, and departmental libraries;
and a number of receiving catalcgs such as.author-title public
catalog, a subject public catalog, an official catalog, a :
general shelf list, departmental public catalogs and de-

partmental shelf lists. To complicate matters, an individual

v
4

Case 2. When 1 M
a holding note, o?
librarian corpletds
it to OCLC with the,

r wish: s to mane modifications to add
fermation in the user option area, the
rown punch card (Figure 21) and sends
=1 low card (Figure 20).

-

o O

Users of Local Call Mumbers (figure 15)

. A local call number, as the term is ‘used in this Manual,
¢can be one of several things. It can be a ¢omplete call num-
ber made available by some source other than the Library of
Congresws such as a Superinfendent of Documents numher or an
NLM number. 1t sy be a number completely devised locally.

It may be¢ a combination of an, LC or Dewey class numbor with o
locally credted book number.’ Loécal call numbers can be ol
for entire collections or for special collections such uai
documents col&ect;oh‘or a medical school librqry. o -
- . ' ' t s
Members who utilize local call‘numbers either for a
special collection or for thé entire collection may request
catalog cards by writing the call number on a yellow card.
If they use LC class numbers or LC-aSsigned Dewey class
numbers., they do this after having previously ordered unit - -
cards with green or red punch cdards. If théy use call nun-
bers completely devised locally or available from some ‘
source other than LC they have two choices. They may first
order a unit card by using:.a green punch card so that they
may verify the fact that the cataloging data supplied by LC
fits the book they have in hand before using a yellow punch
card to request a complete set of cards. If they know from
examination of the NUC caté}dg or- some-other- source that the
cataloging data fits, they may by-pass the unit card stagc

_and send in a yellow card without the intermediate step of

using a green card. When a library uses yellow cards to
obtain catalog cards, one of two alternatives may be exercised.

e —— T -

Case 1. A yellow card will be used to oBfain_gards bearing
a local call number. (Figure 20) - .

‘Case 2. If a modification, holdings note, or placement of

data in the user option area is desired, the librarian should
send a brown card (Figure 21) with the yellow card. -
N {

Medification: and Holdings Notes

f
- - -

The brown card does not request catalog cards from OCLC.
This cardionly tequests OCLC to alter the machine rcadable
record whigh is used for card production achieved by a blue
or yellow card. Because instances.may occur in which 4
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~works in all of %H;-ﬂéldiﬁé libraries checked in that row.

oped a Catalog
idual needs of
ikely to con-
neral :tack
tal libraries;
or-title public
catalog, a '
s and de-

an individual

i . . Some 1ihrnriqq‘mnintnin spgcial catalog files, not-.
reYated to 1 opecifiec holding library, for books having ’
special characteristics, such as a‘provenance catalog for
books becaring marks of previous ownership. The Catalog I'ro-

- duction.System possesses the capability of producing "extra

" cards" for such spécial files. Thosc members maintaining .

. T special catalogs should inquire of OCLC for procedures to

: - employ in requesting an extra card or cards.

4

L BT

‘ & C
. . ;
]
l -54-~ .
—_— 4 *
- . . . N -
ré; aif I library wishes to recird modifications or to add holdings i
and,“exgs ' to the machine reo. !ible racord without cards being produced,
> - ’ a Member 1miv send a brown card to OCEC.without a card | - , o
requesting card production. ‘ x
. —— \ A
. D. Description of Precéded Punch Cards .
his Manual, i " ; ]
call num- This section of the Manual explains the function of six

Efd?y of , precoded punch cards used in the Catalog Froduction System.
‘:'.”Ilf” Each punch card has a unique function, and, except for the
TU{J‘_J- green "LITLRATURE" card, each is a different color. A de-
ther v th _ tailed explanation of the proper method to use in completing

mw«mm
i

fn,h“ el P : each. punch card is also given. Figures 16 through 21 contain
uch ai o reproductions »f the punch cards.. Although the brown card has
- . . not yet becn-activated, a somewhat general and tentative ex- ‘ P
. fofﬁa - T S plapation of .its functions is given. When it has been fully
X ’ - i defined and become an operatiqgnal part of .the System, a more
7 request = detailed and exact description will be sent to all Member -
»w card. , - libraries. , . ) .
rlass i . ’ )
::iluﬁiﬁ* ) - - : ~ One item of -information that is reguested-on all punch
;bme . B cards, noumatter what their color, 1s thg LC card number. In . .
ay first the off-line system, the.LC card number is the sole method of
ﬁat the; e . access 1o a paytlcular record 1n the data-base and must be.
‘ed by LC ; given to identify the bibliographical record wanted.
iggWPEQSQ . MARC records corresponding té card numbers on blue, red, .
. that the ) - green and yellow cardg will be sought 1n the nARC data. Members
:d ézare - : . ' A can elect to have their requests searched against the master
'step of L ' o - file for periods varying from one to thirty-six weeks. If, at
ds to . -1 . the end of the chosen cycle-”‘me, a MARC reccrd has not been
. o ‘ . . Jocated in the data base. original punched request cards
>e ”Xe?9156d° . ‘) T are returned to the Membe rary which may, if it desires, -
. béaring : , % send a new request card f rat work to OCLC to start the
” * ) T cycle again. If a member wishes to recall some punched cards
. ° ° _~  which ‘have not yet hit a MARC record before the end of a cycle,
ment of o it may do so by either l~tter or phone call. Once a MARC
;i;n "ﬁﬂuld R s record has been hit OCLC retains the blue and yel;ow-request
R - . . - cards as a record cf the holdings of the -Member lrbrary. This
T ‘ . information will be transferréd to disc when the SyStem goes :
. ) ; . on-line. ’ : ] . N
- PR : - /. ) ) [N SRR : : ."1 -
o from OCLC T ) An item of information asked for in a-box iq the top; ;
fﬁadable e - ‘right-hand corner oi the blue, red, and green cards and . at J .
b: 4 bl LT the bottom lerft of yellow cards 18 called "Temporary shelf ) .
oy a blue . _ placement" (earlier versions of these cards say "Ma
ich a C, ) - i Entry"). This is for the use of the Member library only, to. {
¢ - enal e it to locate readily a book for which the original : -
£ .
' {
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. : . §f Figure 10.*® Chart showlng what Catalog Profile Questionnaires = e
1 . have to be completed for a hypothetical Member 1:Lb ary
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/ i the box. ]nfﬁﬁmmary, a Member llel‘y should put in that box

2
‘. ‘i ) . « : .
Engs i : Fi .punch card wic retunrnel bocause there was no MARC record for
duced, 5 - - it in the lata pase. o8 4 lenber axraubus books awaiting
. . Lt ’ process ins L oein eairy, then tiex first signil Zicant wvcrk of
1 \ ol . . . . the main cﬁ*rz should be placed in this box. If books are
A i arranged Ly Jdite of rezeipt, then that date should be put in

f : whatever information wiil most easily allow it to locaté a )
. ’ o - H book if the punqh cerd is returned to. the library. N
of six ) R ‘ . . . =
stem. ' , Mailing Procodures ) : :
the . ) o . . 4‘
de- ‘ After an institution his sent in its Catalog.Pyoefile | “
leting - i Questiovnnaires, OCLC dSSLgna it a number of three-charactoer
contain . . i symbols, .wne lor each of its Holding libraries. UCLC. Lhen J
card has o - /;’J//f sends that Member library packs >f colored puhich cards 1o L
ive ex- . K - used in requesting.catalog cards for works in each holdipy . N
n fully . v . library. The-number of punch cards sent 1i§° qStermlned by - .,

a more _ : the size of the library and an estimate of thHe quumher of . - ¢
mber - \ H books they catalog weekly.. OCLC programs keep trmgk\gg théa ¢
- . . o number of cards. of each Qolor sent for each holding library,

.- , o2 the number they have sent in as requests,. and. the average - - ’
1 punch- § number they send’ in weekly so as to-know when to send more -
ber. In . ) o ~ ' cards for that holding library. *New supplies of <olored Y
ethod of -t punch cards should therefore be received beforg the previous
st be. H , supply is exhausted. .-If, however, ‘a holdlng llbrary has not ‘

reccived new punch cards and it stock is.running low, it
can requ est more punch,cargs~fx n OCLC.

EY e
~

lue, red,
a. Members

. . -

Packs of completed catalog-cards are mailed out we ekly,

3
Pl

master <o usually on Mondays. If celored pupch cards are received from
If, at . R . the Member - no.laten.than Monday. flnlshed cards for titles -
ot been ' . for which cataloging data is alrcady available on MARC teopes
t gards - are sent out. a/week after the reques* has been recejved. 7 -
esires,
t the - i 'Packs of ca‘calO'7 cards and of colored punch cards are
ed cards ‘ [ mailed 4th class by  OCLC. 'Postage costs are among, the* ele-
f a cycle, ‘ . ments inzluded in calculating the cos% of catqlog_gard ‘
MARC - I Member libraries sending colovred punch request cards may -
request ' yise either 1lst or Yth clasgs mall. ‘ ) ,
ry. This : .
em goECs ‘ N . : 0 -Members d not need to sort theXFunch cards, they send
; . ) o , in as norting €9 done, by a computer ati OCLC more vapxdlv and
\ . 4 fa ' “accurately thanfit cggld Be done manpally*by individhaal
e top, / ' L libraried. 1. mwould be helpful, h&uavér-‘lf cards ot dit-
nd at " oL ' ferent colors fere not intermixed. L. :
shelf ] ’ ;- d -
: : Blue Punth Chrd (Figure 16) - o
nly, to. § % . : 7 v . Ve
yinal ) a : A blue card ic uced to request comnlete packs of catalog
. - ) cards with LC call nu@%eru. To complete this pg@ch cdrd, the- «
5 "LC card numbar shoul e typed or printed in the box in the
[ ! middle of the blue {5vd , P o
. i ) - % - ‘{‘ .
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i=-volumed work on catalog card with fTie call num-
- . ber, wlaz- the desired inforrmation in the box at the low-r
pisht-hent corner of the blue card. ;Such ififormation could.’
be+in forw: such as {2 cop."”, "Vol. 3, copies","V. 3-only";
/. - L or it coull be given by a'listing'ofijhe accessicn numbers ©of
| : . the volumcs involved. -iIf a "stamp'"~is required with the call

[\

I
-

Nt s
¢

[4

To
-of a nul
q_.‘l

SIS 2
3

s §

[reT——y

the Holdins. library, put the ztamp in the middle.box at, the
. pight-hand cnd of the Card. “Each line of the holdings and

location wtatements is 1i ,j>

includim: blanks.

[
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(Figure 18-19)
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- 7 ‘ " Green Puncif Cards

‘ . , < : L,
| ) . . A green-€ard should be used-by Members not ysing Dowey
: to request,dp;nft-card; this ‘unit card carries the LC call.
: number im*the bottom line (Figure 8). Members should use 2
' green «ard labeled "LITERATURE'" (Figure 19) to obtain a unit
K .card”’bearing an LC |
: user option area. By recording the LC card number’ in the box
found in the middle of the green card, as shown' in Figures

iy receive-a unit card‘with an LC call number or class number.

- -

Red Punch Card (Figure 17) I e -

-

"a red card requests a unit card bearing:a Dewey class number

By placing a L€ card njmber in{the,box in the ‘middle of the”

//( E ) ’ red card, as in Figure<l?7, a Member will receive the desired
: » . - unit card. - ’ . . .

A L N . . )

*  Yellow Punch Card (Figure 20). Con BT .

»

[TRTTT Y
" ]
" [ 4

INCETTR

- " A yeliow punch cdrd is used by Members to request

complete se®s of catalog cards ‘béaring their local call qnum-

’
.

L)
I
-
-

devised class number and & locally deviséd book number, of
an{LC,br Dewey class number with a loc#lly devised book num-
* ber, 1 i

«of’ Document s or NLM-call—numbér, If & holdings statement i5
‘ : . to be part of the call number, the Member should put the in-
2y - ., formatiqn desired im ‘the box designated Holdings information.
X ) : This informalion should-be put in the box in the cauct order.
in whigh 1t is to appear on the catalog cards'.

7
L ]
“MW
an i
&
.

: : ) The LC card number should be placed in the box to the
: \, 1éft center of the yellow card and the local,call number,
) . exactly as it is to appear va catalqgg cards, should be placed
. ‘ " in the larger box in the lower right corner of the card. -
h * .-

‘)
/’o RS B e K §- ¢ - \
k . - . . \

)

w
>

ERIC. © . N

ruateor, to Lolr losation of a.wo ¥'in a special collaoetion in”
&

alternate literature class number in the -~

Yy
I3

ber. This local eall number &an consist.of both a locally ..

or somc other standard call numbef such as Superintvndent

H
ited to @wmaximum of eight Chd;?@{ers )
. b

18 and 19, and forwarding the card to OCLC; therMember.diglx\\_/

’ . s : .o . . .
: A red card is also.used tQ request a unit card.. *However,




ra

o Care should be taken to.inzure that ear*’1 charactpr is th;?ly
: " and distinctly N“lttw.,;C that there is ko dcubt which Jetzer .
is meant, e.g., "U" =r "Y" or "}" or "1f. For this reascn
] ;  typed call numpers ar: -azeferable to hand-prlnted ones. If
i ‘ call numbers are/printed by hand, ink should be used, not - | .
- pencil. ) ' ~ s :
. - Since each 'c111 number line w111 accomodate up to e*jnt.
e characters, no more than eight characters, including decimal i .
< P UL _points and blank spaces, should be arranged on one 11ne.

Al a
- The sm3il boy labeled 'Alternate call number tag' which

is logcated at the lower Reft e of the local call nunber box
is to be-ignored. It is Nesigned to-contain the ARC IT

S t variaBle field tag. for .local, call number, '0980', which is o a , 7
' - automatlcally supplled'by OCLC programs. . * o .
<l ‘. Brown Punch Card (Figure 21)° ) o
~ - R : ) LN - o
o : A Member library requesfs. modificé%igns to LC descriptive
- cataloglng, addition of holding informat as Notes, or in- '

sertion'of jnformation into the user option area on the bottom
line of a catalog card by using a brown punch card. In-the

., upper-right.corner of the card is a box;w1xh1n which’ the LC - - - ' j
. - .+ card number should ‘be typed or printed, as in Figure 21. i y .
Immediately-below the LC card number there is a longer box ) "/

- o1 .for the modification. )

The;change to the descripfive cataloging should be*typed <.
. or pr:nted in this box exactl (qs regards capltaélzatlon, .
. . T ,punctuatlon, sracing, abbreviations, et¢.) as it 1&-to appear
o —_— on the ‘catalog cards. Only one line-of the text '‘to be cn a
: . catalag card should be,placed in the modification box of any
brown card. If the mpdification requires more than ‘one line
‘to coemplete, then two, three, or more additional brown cards
shduld be used, . The number of characters to be included in
a line depends on the indention pbsitions chosen by a Member
library and .at which indention a particular line starts.

- If there are a number of different modifications for
" one bdbk, then each mndification ohould be reported on a o
sdparate brown card or cards. : ) .. ‘ .

-~ = . -

1 "Tag" and "Subfield Code".. The tag\is a three-digit number -,
used to designate the fleld to be mo ifred. (See Books: A

©,  MARC Format. 4th Edition, 'pp. 42-70). This tag number can

I B be selected from Figure 9% .The sub-field code is a two-

.+ .character symbol de51gndt1ng a single data element within a

S s field. ,The first character is a delimiter which: separateo‘

. Directly beneath the modifiégzéi? box are boxes labeled

-
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.-field to be modified from Figure 9.

~-61- ’ '

eow

S

the :

The

fiells, vils is repnesented by the graphic symbol "$".
ond chiracgTir 1s an alphabetic oné<and its exac¢t .nean-
ing fes from fic:ld to fleld {See Books: A MARC Format,
4th ition, pp. 43-70 for an enumeration of the QUJ-fleld_
codes for each fiela).. -

-

“ W
o
o
|

t',h:

i

Some fields contain only oné data element and thus con-

tain only one sub-field code. This iS represented as "$a".
An ¢&xanple i [icld 500 (General Notes).
on the other_ hand, contains 3 subfields, $a for the place of

_publication, 5b for the publishers, and $c for the'dates of

publication. Tt is poqs1ble for the same sub- field to be
used more than once in a particular tield. Thus,-if a book
¢onboing both a peinting date and a copyright ddtP, cach,

one will be den fgnat»d by subfield code "$c" in Field 260. .-

The lihrary roquestlng a- modlflcatlon can cpocn'y the
Unless the :‘Member has a
copy of Books: A MARC Format it will be unable to designate’
the subfield code so this box should be left blank. .

1

,

In the lower-right corner of the bﬁowﬂ card are cngfe

€

* separate boxes, labeled "Add", "Delete", and "Replace".

Normaliy, only one of the three boxes would be checked 4 '

. The three small boxzs marked Local Locatlon have not
yet been deflned

-”' Flnally, there is a short phvase found in the 1ower-',

middle section of the brown card that reads:

4 .

"Brown card no. of ) ",

A Member ary will complete this statement -according to

. the numbe® of brown cards used and in the order these cards

are to be processed. For example, if four brown cards were
necessavy to modify the cataloging, the ghrdses on the punch’
cards would be completed as follows: -

T RV
' o "Brown card no. 1 of u" --< first card '
' "Erown card’db. 2 of u» -—-'secopd'card .
Y "Browr. curdkno. 3 of u" ;-- third card
"Brown card no. 4 of 4" --< foufth card e

The four, brown cards would then be processed by ocLc’
in the numerical order de31gnated by the Member.

4 -

Field 260 (Imprint),

.
o o o+ —— ot - %
- -

TN A W W S | 1
| .
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PREFACE

N

This manual is designed to aid cafafogers in‘preparing catalog entries -in

*

machine readable form for the on-d1ne cataloging system of the Ohib Cpllege

-

Library Center. jhe manual is constralned'to taggjng*and codlng) it does not’

A

insgruc% in the use of a cathode ray tube tcrminal. Another manual that will 4

-

appear in June, 1971 will describe operation of a terminal and input of data
< " .

other than that of a bibliqgfaphit'nature, '

- * / P

The Ohio College Li rary Center is grateful to the American’Libr

Association and the Library of Congress for allowing use of Data Prepayation

Manual: MARC Editors' (MARC Manual Vol. 2) that is-the badis of this mfinual.

Mdhh of the text in thé MARC Manual remains unchangedu The Center is also

gratcful to ‘the American lerdry Association for grantlng pennlssibn to re-

3 .

prlnt Append1x I from volume 2, humber 2 of the Journal of Library Autc1d7f0n.
v . —~—~—— ‘ H

LI <

I8
i

2 May, 1971
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INTRODUCTION -
! - ’x
¢ . ) - ) .
" OR® of the basic functions 6f librurians over the yeérs has been the’

-

“eb
_1ecording und or%anlzlng of blblldgraphlc ddtd to fagilitate access to and use

~ ~
.

e

of the books andlother materials conta1ned in the tollegtlons ‘of 11brar1es Ak-

tbough blbllogra hic data may ti‘rccuxded and st .«d in a variety of ways; the

card catalog rechd (3x5 card) has bcen thL pxeponderant ‘medium used‘by llbrarte
in the ‘United Statds. " The advent of the.compute; provides a new medlum and

» < 7
technlque for record1ng, storlng, and proce551ng b1b11egraph1c data. The infor-
hatién on card is the result of a cogplex datu collectlon procé;s 1h which many

pepp;: witﬁ'specialized kngwledgelrecord various kinds of‘data often on 4 manu-

. scfipt card, The purpose of this manual is to specify the additional stepé
réquired in the data collection process .to prcpare bibliographic data for con-
-version into machine—readahle form

- ' Although detailed knowledge of the data procc551ng w0r1q,1s not

necessary for those engaged in the ddfa collection process, an understandlng of

certain basic distinctions between th% typed or printed catalogﬁgecord and such

a record in machine-readable form will aid in’ the accurate preparation of cata-
& < :
loging data for conversion into machine-recadable form. Information may be ex-

: p1e~std 11p11c111} or e\p11c1t1y ”Porhups “the: basic difference between a typed

or pxIn?ed catalog record and one' in machtnc readable form is that much of the

.

. infommation'on the former is exprcssed 1mp11t1t1¢, hhlle in the latter it is

expressed explicitly. A human»belng can look at a printed Latalog card . and

- = <

~ - . - -
"recognize th»: ngmes of its component parts (dats elements) such as: place of &,

- b : . .
publication, date, pagination, etc., as well as wheve e¢ach of these~tlements

¢
- N

-
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begins and- end: A machine cannot make suth judgments; therefore, a means must
be prov1ded by which it can discriminate betucen data elements and determine

precisely where each element begins and ends. ‘Once this determlnatxon has been

achieved, the bibliographic data can be’stored on a dium such as magnetie tape

AU . .
and the computer can be programmed to manipulate the data elements in a vafiety

. \

-
of ways, some tradifional (SxS catalog'card format), some new. The problem can

b<>{ilu5trated by 1mdg:n1ng data in machlne ~eadable torm as a continuous string
. ?

of characters as 1ong as 1s needed to_express the data. Main entry, title, and
imprint are traditicnally formatted as follows in-a catalog record:
Grace, Willigm Joscph, 1910-

Resporse to literature LbycxW;lllam J. Grace.
New York, McGraw-Hill 519651

,In machine-readable forh they would be strung out as:

- -~
+

{Arace, Wllllam J05eph 1910- Response to&

literature e¢byq William J, Grace New Yorhlj

ﬂv?cc;raw-uin 1965 1)

&

If this data were used in a computer, it wOuld‘ ixﬁpossible to write
. /

instructions that would allow the machine to 1dent1fy author and tltle or, far
. ¥

F

that matter, pLace, publlsher, and date. The blank chalacter between author

»

and title is no different from the other bldnks betweeti words. Thus, just as

t .

the typed or printed cétalog record haS'a format .in whlch data elements are
arranged in a precise and consiuttnt way from record to record, so does the -
machine-rcadable catalog’ record hayc d format in whlch the data clements are

’
arranged precisely and labelle%,consistentlyf <The major task of those involved

in-the preparation of «data for conversion to machine-rcadable form (descriptive

and subject‘catalogers shelflisters, etc.) essentially will be to translate

what they already know implicitly into an ekp]1c1t form in accordance with the

rules and specifications set down by the de51gners of thc machine- 1eadab1e

format. This manual describes those rules.

/

»

R -
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' : In addition to traditional library terminoiogy, other terms have been
) - . o

used throughout the rules. These terms.and their definitions follow:

' .o \

Data Element ~ N

_ S Z A

- ' . A" data element is a ‘unit of information, e.g., pagination. ' ’ .
. . ) :

" . [

[ -

{4+ - . Field .. ‘ . ‘

.
+

-

A field contains data elements. Each field is assigned a name whieh repre-

sents the cortents of that field, e.g., collation, imprint, etc. There are two |
i . . _
- . o s ‘ ]
kinds of fields: fixed and variable. : ) J

o

A fixed field contains g data element which is aiways expressed ’ '
i by the same number of charactiers.. For example, a date is always -~
P expressed as four numeric characters: 1968. Languages are al- -

N

»

! ) h ways expressed with a three-character alphabetic code: ING = English. -

A variable field contains a.data element, the length of* which . .
‘ ’ cannot be predetermined (main entry, title, etc.). A variable - L
field may contain/more than one data clement. - In general, a : £ ‘;;
. - . - == 5
data element will bhe variable in length in the same way as the R
fikld which includes it. For example; the collation is a |
_variable field made up of three. data elements: pagiration, .
illustration(s), ang-size. Another:variable field is imprint, - _
) made up of the dafa elements place, publisher, dage of publication.

Record \ ' ff ' ‘;\3 ’ L .
ﬁ.} i » . A~?eéord is a collection of fields:treated as arunitiffTﬁg/;;;armation on '.
' - ‘ a catalog card'cbnstit;tes onc example of a record. . o .
; - Ig_g. B . T T -
) T A tag‘{s a label which identifies a variable field. 7:1 5 -
~ - | Exapple: 100 § main entry, personal name. - . ' %
‘é - a Altag always consists of three characters and'fnr computer processing f;>aihays ‘ ﬁ
’ 7 expressed a§$thrce nuﬁéric characters. . . . N ‘ ‘
5 - Indicator 7 ‘ S
i - 1 . An’indicator‘ié a one-character code whiéh supplies additional information
§ - about a field. For purposes of input, an indicator gengrally'will be {pse%ted |
. 422 o adjacent to the ﬁast character of the tag. The exceptions to this rule are
- .

hY
£ ! . . z o
) - 3 - . s

PAFullToxt Provided by ERIC
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f specified ‘at the appropriate places in the rules that follow.
i ot B \
i N ® -
» =, i ’ X . , s
. . Example: lOO{\i\maln entry, personal name--single-~surname .
L . . ‘ R &
L > + 1 - - . a - - L

i . ! Numeric tag ~Numeric indicator

W

e

"

T ——

ol

. ™ B
[ PR TR

A D e

i

. I 7. The kind of informatiqn eXpresseB by an indicator can be quite différqnt from
N . - - * »

.

-

"

[N

" - -

The indicator in the example above (surname) could be used for arranging names

33

ES

- Al .h A - .
according tkblibrary filing rules (single sumnanes precede multiple -surnames). -
- '. . - /. . .

* ~

<

field to field. In cdntrast to the above example, which éxpresses filing infor--

| I ma;ion associated with a personal name, the indicator tor the title field in

the following example inlicates that the tigle will be used as an anedrentryi
Lxample: 2451 = titlé--added ~ntry - ; .
LTJL_ ’
b . © Numeric

N N tag

Numeric .
indicator . -

. . s
N

“The MARC_ II format for monographs allows the use of ‘two indicators for

AY

: ~ach variable fieli. Depending upon the field, zero, one, or two indicators

1 i -
JXg used, . :
¥

14

-~ -

Fiedds with which indicators are used are listed on 5ages'63-69;along

4

l “with the kind of information contained in their’ respective indicators. An

P

& v v 2
¢~ indicator,is always expressed as a”numeric character.
© - -Delimiter . ;
[ ————— )

-
[

© A delimiter is a special symbol used fb?»machinp mhnfpuiati?n to scparate
: o : -

data- elements within a ficld® The special symbol used as a delim*?er is: 4 S
o v 'Example;"CQllation: 24 p. % illus. $ 23 cm.
.t The delimiter in thelaﬁdve example is useld to separate the data elements

-, making up the collation, namely, pagination, illustiations, size,

-

-
.

-

Subfield codes are lower case alphabetic chalacters used in conjunction
-~ "

f’_ with delimiters to identify data 'elements within a field. Taking an imprint

A _— .
as an exaﬂglg{ff;s comptete identification for the computer is as’follows:
3 ;

A .

o ) -

260 $a New York, fb Macmillan, fc 1968.

PAFullToxt Provided by ERIC
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= CALL NUMBER (090) .

o , . . .
\\\ . £ "

- v Co . e
' Tbe ti, 46 1deﬂ:xf'es the, field "1mpr1nt " The»de11m1ter and subfield

cotle La'" 1dent1fy and set off the placewf publication.” b 1dent1f1es and sets

off the pubi1shert fc identifies and sets off the date of pub11cat10n. Know-

. ledge that is imp icit to a human be1ng look1ng at an imprint hasfbeengzade

F

. exp11c1t to a computer, that must d1scr1m1nate between data ‘elements that 51mp1y

_appear as a string of characters Each field will have as many subfie codes

o - -

as the number ofrdata elements deflned glthzn the field. In the caSe of imprint,
'4

as we haye just seen, the subfield codes are: -

3 7‘& .
a - place 3 ’ T ) T '
1 . . - ' - .
b - publisher
4 . . o ’ a ~
c.- date . . . o ¢ :

In the MARC II format for monographs the first data element in almost .

every field is identified by an la.'" Since this condition will almost always

obtain, it has been vritten into the computer programs, making it unnecessary
AR S . . oo

for this code.to be explicitly expressed-on inpLt whenever the fins® data dlement
-, A .

s . 1 . . . . -
in the field is.identified by subfield code "a." Thus the imprint(can be tagged

‘ and delimited as follows:' ! . . ,
N,
26 ew York, fb Macmillan, fc 1968. J
7

. The "a" code used to identify piacc of pub11catlon will bg penerated by the

' L

_.computer pregram and thercfore must not be explicitly input.
) . M .

This ficld coatain® the call numbef asSigned to a book for whigh a cata-

. .

/i =
log entry is being made for the tirst time into the OCLC system.

%

A. IDENTIFICATION.

1. Tag. The tag for the‘local call ‘number is 090. It should appeaf;

~in front of the call number.
p) .

= 4 » » . » »
2. Indicators. No indicators are used in either indicator.positiol

with the tag for this field.

N ~




Y

1 - . . " £ - . \
\ .

oy { . -
3. Subfiéld codds and deiimiters. Two data glements have been defined

- ~

;> that rdquire explicit indentification by means of a delimiter followed by a *

- h 4 \ }
subfield code. ) ) v s b
f ) ‘ /7 > -
t a., Data elements in call numbers are identified by subfield codes as _~
\follpws; ) ’ ) . ’ N - .
4 — -Subfield code . \f . ’ _, Data clement Co
- ) L .‘) « . EY . _ .
a. (never explicitly Clas$ number portion (“\/\
input when occurring ;\\ vy v
. as the Tixzst data - -
¢ \
element in the field)™~ K  * -
1. o \ :
b. L . Lo Book numbet p@tion
. : i . ; -
c X Examples:
- Tag. ‘ ' Call Nunber
\ . 090 P JK609 $b .M2- > ,
. ‘o
090 T . 4 RT8LU6 b N29 i
- A £ . .
090 F 810.8 $b\E346 Co \
~ T o
L 266.023092A,fb B597 .

- N - -
In a L%brary—of—;ongress type call number, a delimiter and slbfield'codc
L]
may be inserted betwecen two Cutter numbers but never in the middlg of such a

* nubber. Thus, when a Cutter number representing a furthcs®®akdown of a subject

- { .
is expanded to indicate authorship, the full}numhcr is cquivalent to the clansi-
Lt . . ’

ficatiom number. A delimiter and subfield code "b' are not required.
- 4

: , A 7 .
i\ 090, BX 6480.B54R8
¢
\ = 090 . HD4966. S4%68 _
"If this type of call number is followed by an edition.date or volume nutber,
insert ‘a gblimiter and subfield code "b" after the classification humber, -
090" . - BX 6480.B54R8 b 1968
", . [3
s 090. i HC+517.S72C34 fb 1968

Nl

—
.




o dghoiniing v

. wwwm«ﬂt +
\

[] |
'

Wl .4‘

| e

@WHM‘ W‘

4

X

Y

' headlngs aTe names tapable of authorshlp and i Llude personal nameq, corporate

1n ma1n eﬁtr:e sub)ectventrlc,, added entrlcs,

%
/

@
-

When Cutter numbers signify fom, do not regard them as part of the

- ~

classifications . . P “

-

090 - . H57 fb A3C2 where: | -

’ ' . A3 sig‘bes documehts.

Some dates follow the clacs number and precede the author number‘id-the

cla551f1cat10n schedulcs to achieve a chronologlcal rather thaﬂ alphabetlcal

.

order. chard such dates as part of the classification; the dellm:ter and

-

subfield che "b”&fOIIOWS'such~a date. - !

090 DK274.3 1968 b K3
.k y : ‘
MAIN ENTRIES ‘ o , v

I
A..ggNTRODUCTION.-

- -

Names or ynifojn titles may be used in a catalog record as author headings

€

1
~

»

names, and uniform fitles. All other headxngs are non-author headlngs and in-

clude top1ca1 subjects and geographlc names that are no; political Jugpydlctlons.

¥

In general the steps necessary‘TB!r;reparlng author hu?dlngs for cenversion to -

machlr'eadable form rem in the same—‘!axcept for the tags- -'regardless of the

H

. J
the’ procedures describzd in this section, although illustrated with examples

s

using mein entry tags, are applicuble, with appropriuate substitutjon of tags,

1

- to %uthox headings uaLd as subicct entries, added entries, eor scrifs added

entries. Instructions unique to any of these fields will be given with the

*

instructions for the field.

Each type of entry is identified by the first character of the humeric
. \ .

3

entry tag a§\ follows:

-+

ir series added cntries. *Author-

- 1

.

|

!
:

i
S

T~
..

function of the heading, i.e., wﬁother main entry, addéd entry, etc. Theréfore, -

12
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X ’ : .Y Main entries
Numeric tag Type. of };ntry .
- . H
-- ' Mam entry (author heading; (the ab--
‘ : . sepce of a main entry tag indicates
ent:r;)r under title.)
al 1 o Series statement trated the same

6 Subject entry
7 l } v . Added entry

/" / . ,/’6\'\’ ‘ - L
. I | Sy T Series added entry traced ditferently

from form in séries statement
Author headinge.,\a\re divided into three categories. These categories remain
the same regard‘less of the funct1on of the headlng, i.e., whether mziin entry,

ub_pect entry, adaéd/}entry, or serig¢s added en'ery The second characrer of the

? nume;'ic entry tag defines the category acc’ording to the followfhﬁ code:
. Numeric tag / K _ . ) . V - \i,. ‘
DE]' ' C 7 Perépnal'name . .
§ .. / : - . Corporate name - ;
i < : Uniform title heading
b . M f
§ ~ " One subtype of corporate names, names of mectmgs or conferences, is de- '~
fpned by the use oi: a "1" in the'thn'd charactér of the numeric entry ‘tag; otAMer-
~ .
W sg the third character of numeric entry tags is a-zero. : . X -
\ ) o . .
N Numeric-tag N d s , A ] .

. I |1 | Ol Corporate name- .
(111 A o .
111 Mceting or contorence name -

Rules 79 888 119A, 131-135, and 137 of the ALA Ruies and Rules 87- 92A of the |,

>,

AA Rules ?termne the definition of a meetlng or conference headlng The Judg—'

/ ) )
o whether a headmg is a meeting or conference headlng 1s made solely \

Y

oft the basis of the heading _itself, regardless of the nature of the material

ment as

~

%

with which the heading is used. .In case of doubt, treat the heading as a

&

+

-

s

o o &

3
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! . ' . Main entries

$ ¢ . = i :
meeting or conference heading.-

~
i

A uniform title heading is a title used as a bibliographic entry, i.e.,

-

N ] , .
N\ ¢ main entry, subject entry, or added entry. It must be distinguished “from those
p. - < -

. . . [ v ¥
uniform titles, often called "conventional" or "¥iling" titles, wg§%h can be

' O\ ~ ) ~ . \ . - -
‘interposed in squaré brackets between the main entry and the transcription of

(N - . . . .
\\ the-title page. 'Works entered under title ‘(such as ﬁeriodﬁcq&§; encyclppedias,

\'2tc.); which have no main entry other than 2Dp'tit1e, are tagged 245. If these

.
4

titles are used on other records as®added entries op subject entries, they are
. . - r.

- ]

tagged - as uqéform title headings.

~ Numeric tag &

~ 130
x>

130

-

B., PERSONAL NAMES.

1. Indicators.
namdgs to describe the form oX name
P b

and in the second position to specigé whether or mot the pgain entry. is also
‘. r + * 3
- . B0w

to facilitate certain filing<arrangements'

- &

subject. Personal names are divided into four categorics. Lol
. 7 ) C. o T i
These categories remain the same regardless of the functioq of the head- .
. ing. A one-character indicator, placed immediately adjacent to the¢ (ﬁi{;

character-of the tag, identifies the category according to the following code:

o

. r R R
Numeric Catcgory

indicator

Forename

Single surname *

. ' o
Multiple surname '

Name of family




'/‘ * 9 *
¥ . ' I
<
. coe ‘ ' . Main entries .
s 3 . Examples: ¢ < :
R Nuneric tag < ' ~ ’
' E and indicator , . ) g
B . . . - , , ) . -
i ... 1000 3 . John the Baptist (forename)
S’ C \ > #
v © 1001 . Walpole, William Winchester
W . ’ ’ (single surname) -~ - .
o ‘ 1002 " ' Johnson Smitl, Geoffrey
v . ) i : (multiple surname)
Ly, ii A - ’ s TN
PO N _ 1003 o * Medici, House of :
RS ’ i - _ (family name)

.

Although the d1st1nct10n between forenames, sxm,le surnames;-and multlple

N

. -"s‘:nnames ks usually clear, sone, names (onhrases used s names)lresent Amb1-’ o ’ 3
. - L
: - guities. Ihe*fﬁ-lovung gu1de11nes should be. used when assigning indicators for® _ - ~
. : ] » .
o .. $
", - personal: names, * In the_examples, only tggs .and 1nd1cators ‘have _been expressed. g : \
. T . ; — ’
. - .
. a.. Tre,a}/names having the structure of a forgham irett order) L S
s . . - DA 5 . : .
as forenan.zes: - ~ v .
- g - ’ {
Numeric tag ) ™~ '
and indigater , . S © . Name . .
- . ‘e * . ‘ - N ,-,. /—( ) =
‘ - . 1000 : "% - % Hildegrade ' :
.~ 1\ 2 .
S e . , . . . ~ .  Stendhal -
e .. 5., TN
N . . . o s John BEEES. . o .
) ot . . . L. Homerus -8 , 2z
' o ' , , \ . John the Bap‘tlst T R RS
s ’ o Moses Ben Jacob, of Coucy §/~ = }
) . ,,_:‘ . " - " John of SJlsbury, Bp. of Chartrcs -
: ~ ) . ' Brother Bonés . - -
) * Master, of the Amsterdan Gabinet
L . . Pseudo>Brutus™* , &

R:lm\ Gopal

uE _ . .
. ‘ . Tran-van-Trai .
~ ’ ) : M é . . . v
. b. Treat names having ~the structure of a surname (inverted order) i ’
= . + Fs » - .
5 3 N . - ' { .
al Surnames: 4
T. ; o ’ - 7 v ’ -,
Numeric tag ’ Name . ,

s

.and .indicator

A 1001 Chismng, *Kai-shek B
. . & Queen, Ellery, pseud.
Other, A N-




Main entrieS'
Numeric tag -
and indicator
1001 e —_— ~ Callisthenes, Pseudo-
Fenelon, Ffancois de Salignagc
de la Mothe~

) T A/ S WU S w—

4

Sand George, pseud. of Mme.
Dudevant, 1804-1876

Corneille, Cornelis van Beverloo,
known as, 1922-

Theotocopuli, Dominico, called
El Greco, d. 1614

Uccello, Paolo di Donoj khown

~as, 1396 or 7-1475

‘Aungervillé, Richard, known as
Richatd de Bury, Bp. of '
Durham, 1287-1345 -

®

poasy  posy

>

~ .. . . 4.‘1 .
‘c. "Treat names known to be surnames but lacking forenames, as surnames:.
) r s
Numeric tag ~ ~ ' Q:} Name
and indicator Th—

*

W MW W’
~

1001 - . - . Clerckx.
Smith.
Sméth,
Smith, Mrs.

-
4
A

o - _— . -
“In case’of doubt ‘that a name\is a surmame, treat it 3s a forename:

ror ity
b

1600 : . Howard. .

-
. .

‘ Zeldd
<73.5'Treat surn;;ESTZonsisting of two or more words, with or without a.

_hyphen, \as multiple surnames. This igrludes namé; beginning with Old, New, East,

Nérth, Saint, Sainte- San, Santa, etc.', all of which«ar< words, not prefixes.-
Numeric'tag Name—’

and indtcator

1002 . L © 7 Ben-Ami, Aharon
) ) Machado de Assis, Joaqu1m Maria
Day-Lewis,: Ceeil
Castel Branco, Camilo
Saint-Gaudens, Augustus
Santa Cruz, Alonso de.
. . Lo .: 7. Ben-Avram, Rachmael ——

»

-
Al

e. Surnq@e§:consist§ng‘of myl(&giisjntry elepents that include
ple

¥ * N - ’
, prefixes are not to be regarded ‘as multi irnaihes.

-1 -
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b , ) . Main entries

~  Numeric tag . Name
and indicatdr

+

]

-~ ra

“”\\\\ o161 De Morgan,” Augustus, 5
v ‘ De La Mare, Walter ¢
\ - ) Van'Buren, Martin \

~ La Fontaine, Jean de
N O'Connor, Denis

i £. Second indicator. A "0" (zero) in the second indicator pos- tion
[ ]

-' specifies thyt- the main-entry is not a subject; a '1'" specifies that the main

entry is a subject, : ’ 4
a { a

* 2. Subfield codes and delimiters. Seven data elements have been defined
’ . ! \ .

which require explicit jdentification by means of subfield codes. Jhe data

Y

elements are separated from one another in thg data by a delimiter plus a sub- .
a ’ e | . ‘ L

- field code.- Of the scven data elements, five are ingegral parts of name head- ”$\\

ings themsglvgs (surname or forename, numeratiﬁﬁl title, date, relator). - TWo

M -

are data elements that gre used in conjunction with names as subheagdings (form ‘
subheadings, title)., ! 7 v o
a. Subfield code 4a" - surname or férename. This subfield code is

. ] L
néver‘eiplicitly input. . : e . ’ .

- M 3

-

) 4 . . Py
N - 1001 © Harris, Edwin - (NO DELIMITER) }

Y b. Subfield codé “b'* - numeration. This subficld code identifies

3

s

Roman Wumer:iis used in the entry element of a name.
5 - ——

¢

Constantinus 4b XI Dragases, fc Emperor of the ‘East, fd
d. 1453 )
1000 Friedrich $b I,.+c Barbarossa, £leW(H‘fl£ Germany, {d
.. . 1121-1190. ‘ ‘ .
1000 Mary, fc Consort of George v (NO DELIMITER)

100t * Ewvans, Montgomery, c 11

;}Qgg ) Alexander b I, fc Emperor of Russid -
* 1004

c. Subfield code "¢ - title. This subficld code- identifies all
titles designating rank, office, nobility, terms of address, initials of an
academic degree or denbting membership in an organization,'or any other words

or phrases,associated with a name.

\

, -12 - ' : ' s
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T A - - - = » ) - ;
i * B ‘ ”
' T . . Main é€ntrits
1001 Kames, Henry Home, $c Lord ‘ _ S Rl ';>
. 1000 Anselm, fc Brother, F.$.C. Vol - - '.\\
1000 Claude d'Abbeville, fc per ; R ’ ,
. 1001 . AungerV111e, Richard, fc knoJﬂ*as Richard de Bury,
N A Bp. of Durham, }d 1287-1345 e t
d. Subfield gode "d" - date(s) Th1s subfield code identiFfies bir
death, or flourished dates used with a name. )
1001  Kames, Henry Home, fc Lord, {d 1696-1782
1000 . - Joannes de Rupescissa, }d 14th cent. '
A )
1001  °  Lin, Li, $d chin shih 1152 , ,
- - -
e. Subfield code "e" - relat’?i This subfield code identifies any
phrases which describe the relationship between an author and a work (ed., tr., <

comp., etc.).

/‘\—‘ v '

N + - - -
.

v : .

1001 siith, Elsie, $d 1900-1945; e ed. , 4 .

f. Sukfield code "k." This subfield code identifies foxm subheadings

used with 4 name. v -

[

1000 . Aristoteles. $k Spurious and doubtful works.

i ) < 2 . . . .
Headings for anonymous classics based on the lives of persons (headings consist-
ing of personal names to which the term '"Legend" ha$ been added) are treated as = s
personal name;headings, and the word "Legend" is treated as a form subheading:

1000 Francesco‘g'ﬁssisi, tc Saint.'fk Legend.

No additional elements beyond a form subheading are identified or delimited.

1000 Cyprianus, *L of Antioch. {k Degend.  Martyrium
’ .Cypriani et Justac.

; :
y) Subfield code "t." . This subfield codé identifies a title used as

A\
a subheading with a name (rarely occurs in a main entry).

) 1001 Shakespeare, William, fd 1564-1616. ft Hamlet.

- 13 " ' '
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Note that in all the above examples, eaph data element present anv'i

. Main entries

» .

A}

§ 1 partlcular name (except the one occurrlng firSt) has been explicitly identified

=N

-t

by the approprigte subfield code(s) and has been separated in the data from

t

[——

7

other data elements by a delimiter.

Further examples of names illustrating the

e placement of delimiters follow: )
Identification Name
\ . N
: Forcnames: « -
1000 Joseph e NL~ Pered chicf
- -
1000 ~— Thomas f:c (Anglo -Norman l’ovt) fd 12th cent.
1000. C)xrestlgn, de ’I‘rozps,' fa’ 12th tent. N
’ 1000 Joannes Eleemosynarious,tfc Saint,
h Patriarch of Alexdndrla, T 3 6167 .
! \"\‘_’//' .
% ) 1000 Mary Just, jt Sister
: Sihgle surnames:
' 1001 . Small, Frank, #c Jrs \
4 1001 Stuart, John, $c writéy ovn aviation L
1001 ‘ Queen, Ellery, fc seud.
g 1001 * Sand, George, fé seud. of Mme. Dudevant, fd
: 1804-1876 ,
i 1002 Dionysius Arcopagita, Psecudo- (NO DELIMITER)
V- - 1001 Callisthenes, Pseudo- (NO DELIMITER)
1 Names.of writers known under sdbriquet§, nicknames, etc. (treated as
i *  surnames for assigning indicators) T
? ' 1001 . Corngiklc, Curhclis’J;ﬁ‘Bcverloo,-fc’
: - known as, td 1922-
: - ’ N
A 1001 Uccello, Paolo di Dono, fc known as, fd .
g i \ . 1396 or 7-1475
f - 1001 Theotacopuli, Dominico, fc called El
— Greco, kd d. lol4
: 1001 Aungerv111e, Richard, fc known as Richard de

- Bury, Bp. of Durham, fd 1287-1345

- 14 -




v o . T . . T Main entries

- .

~ ) \\
) C. CORPORATE~NAMES (exc

ing names of meetings and conferences). ™ ) )

1. Indicators. Indicators in first position are used withlcorpofﬁte

.
-

ertain filing arrangements and

—~—
names to describe the form of ﬂapé\?bxgicilgtat

in the second position to specify whether or not the malh.entry is a subject.’

,,1‘ Corporate names are divided into three categorigs. These categories remain the

same regardless of the function of the heading.» A -one-character indicator, placed
y o . ] - . Y

immédiately adjacent tothe third character of the tag, defines the category

3

¥

' according to the following code: o

. - . .

’ Numeric # S - ' Category
\ indicator ' ' SN

) 0 . - Surname (inverted) e —_
. . "1 ¥ }lace; o; place plus name

; ‘ 2 Name (direct brger)
o A Exgmples: . - ) ‘

Numeric tag
and indicator

B : »
- . € ,
: : 1100 . Little (Arthur D.) inc. (inverted
\ - N ! surname)
\ S\ ’ - 11q1- = " " San Francisco. (place, or placg,__p.
L A plus nanme)
. :
e R 1101 .. San Francisco. Museum of Art.
: Y ' (place, or place plus-name)
- 4 .
Toe - i ) A . - 1
e o . : 1102 . .Berlitz Schools. of Languages of
: \ . s . America. (name, direct oxder)
' o A "0" (zero) in the second indicator position specifies -that the main entry
A . is not a subject; a "1" specifies that it is a subject. -
Treat names of ships as corporate nam .,
L . 2. Subfield codes dnd delimiters. Four types of data elements have been’
defined which require either impﬁicit or explicit identification by megns of
- i
A

subfield codes. The data elements are separated from one anather in ‘the data

.~

=

.

- 15 -
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R ) ’ Main entries
by a delimiter plus a subfield code. The four types of data clements identified

are entry element, each corporate name or corporate subheading following the
entyy. element, form subheadings, and title.* Fom SUGh;aéings and titles are
data ‘elements that are used in conjunction with names az sdbhegddngs.

2. Subfteld code ”aJ,- name ;r entry elemént. [This subfield code is >

_never explicitly input. . , D .

.. . > -
1101: San Francisgo (NO DELIMITER) ?{
. . ‘ \ ] ) . T
1101 . San Francisco. }b‘Muscum of Art

\

b. Subfield codg "b." This subfield-code identifies eagh corporate{'.

) * ) \\ rs o

name or corporate subhpading following the en%ry element. In general,'gﬁ}k’ :
’ \

~code is used to 1den ify each 3pbﬁ;ad1ng for which an authority card is dee

1102 . Bell. and Howell. fb Miéro Photo Division.
1101 T kb Congreqq b House. #b CommPttee on-Merchant

. - Marine and Fisherfs, }b 9ubcomm1ttee .on " Figheries
\ -and Wlldlee Loagervatlun -

1101 U.S. b 87th nggggss, 2d session, 1962. }b House.
1102 . United Presbyterian Church in sthe’ p S.A. {b’gynods
K " fb Texas. X
N . - R
c. Subfield code "e" - relator. This subfield code identifies any
»

phrases which desoribe the relationship between a corporate author and a work

(plaintiff, complainant, defendant, respondant, cte.).

1102, : Atch1son Topeka and Santa Fe Ra1lway Lompany,
et al. %e defendants,
“ 1102 " Lastman Kodak Company of New Jersey, je defendant -
o appellant. . . .
d. Subfield code "k." This qufieldzcodc identifies form subheadings
used with a hamei ' - '
g 1101 -*; A U.é. $k Laws, statu;es, etc. ' )
. - s
1102 Hittites. *k Laws, statutes,igtc.
o 1102 . Jews. fk Liturgy and ritual.
. 110{/ British Museun. }k MSS. (Bruce 96)

- 16 -
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Main entries

o I B

No additional elements beyond a form subheading are identified or delimited unless
the subheading is followed by a title in an author/title type heading. In such a

—_— case the title is identified by subfield code "t'" (see Paragraph C.2.e below).
? 1102 . Cathofdg Church. PK®Liturgy and ritual. English. "
} B liOé Orthodox Eastern Church. Fk Litdzgy and ritual. |
g ‘ i fenaion. English. -/ .
L5 ,‘ 1101 ' Cambridge. fb University. fb Library. ,|=k MSS. . (Gg 4.27)
Y ’ Note: . Treat ﬁhe Declaration of Independence and the Articles of Cbnfederation i
", , " as a form,subhcading. . ' ‘ : A !
| - .‘__" : 1101 . U.S. tk 5cclaraﬁion_g£ Independence. - .
1 1101 U.S. Fk Articles of Confederation.
* | \ é. Sub%iel& éode "t:":‘Thi§ subfield code identi{}e& a tﬁtle used as a‘
a0 ) i subheading with~agyame trarely occurs in a main _entry). : o j . . %
| 1101 _U.S. b Dept. of Statc. ft The Department of state R
’ . bulletin. . , AN ) .k
} - } . L.
' Note that delimiters are not used between place name units sepqratéd by ﬁ7.~7 4‘ ‘.
> commas or parentheses: ‘ .. c Tt
1101 ' Quebec (Provigce) (NO" DELIMITER) - S‘A:'
_ \ k lldl Medina, 6hio. “fb Senior High Schocl. kb ng§§_g£'12§§: .‘,;Lt j"
) L 1101 o Washiégton QSEEES) kb Pollution Control GgmmiSSian./
ADn CORPORATE NAMES - MEETINGS AND CONFERENCES. X ‘ . - t L
. 1.. Indicators. Indicators in the first position are assigned to names of k,
’ : mee;iﬁgs and conferences in the same- manncr as they are assigned to other corporate .
—‘ names, i.e.;itq dcsgribe the_formrof name in order 1o’facilitate ccr}ain filing . . ~
f . arrangements; }ndicutors in the second posLtiQn Spccjf§ whether or not.thé main X .
| entry is a subject. torpofa;e names are divided into three categories. The;e . .. ,1‘
! 'é y i éategogies'remain the same regardless of the fu?qtipaﬁof;tbe heading. A one- ‘g
: 7 éhi?acfer indicator, placed idmediately'adjacent ;o’the third character of the . .' o

: - . i . ©.
’ l, tag, defines the category according to the follo.ing code: ' S

: s
B . ' - - - . :
: X ) )
l O # - . .
H
: . .
:
.
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Mg&p entries

*  Numeric ' Category
indicator : .
. - i ‘ [ N
0 .- Surname (inverted)
1 . Place plus name -
2 ¢ ] . - ‘ Name (direct order)
Examples: !

E

Numeric tag
*and indicator .. . ) . S
<1110 7 - o Mendel (G.) Memorial Symposium

Y '. ‘

Peace Conference, 1919

T - University of Califdrnia, San

A "0" (zero) in the second indjcator position specifies that the main entry 1%
not a subject; a "1" specifies that the main entry is a subjecf.

x
3

- N { -
2. Subfield codes and delimiters. Eight data elements have been defined: that

require expligit identification by means of subficld codes (name, number, place,

-

- date, .each corporate_subheading, miscellaneous, form subheadings, title). The

- data elemenis are separated from one another in the data by a delimiter plus a

L] i

subffeld code.

a. The most frequently occurring daté elements in names of meetings_ .
and qpnferences are those that are characteristic of this typé/:z\;ume, i.é.,
namec, number, ﬁlacc, and date, idefitified by subfield codes as follows:

' Subficld code Data clement
a ' 7 Name of meeting

b Number of.meeting

¢ (expressed only once though Place held
more than one place may"™ '

occur the heading)
;g ¢ heading) f/
d - - Date held

- l »
- These datz elements occur most frequently in two patterns: name, number, place,

~

1111 ) - Paris;
Py . g (plécf plus namep” ">
- S 1112 ) Conference o Catégorical EAI'gebxja,

Diego, IQOST‘ (name, -direct order)
. 1 .

- 1865-1965. Bruma, }965.w(surname inv.)
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« =
e o

U

R

L
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At 1

- - Examples’:/\

"

-

date; or name, place, date.

Numeric tag
and indicator

1112
112
NS § 3 VA .

1112

E ) _
- //——'—l
. »
' .

Note that the place unit can be made up of the name of an institution and/or

place name.

¥

Data \\\\.

Name, rb Number, fc Place, fd Date

ame, fc Place, fd Date

Nobel Conference, fb 1st, fc ;
Gustavus Adolphus College, $d 1965.

Symposium on Physical Acwivity and

the Heart, fc Helsinki, fd 1964.
\
; =~

] -

1112 ‘ Conference on Categorical Algebra, fc Unlver51tx

-

of Lallforn;a, San chgo fd 1965.

.

Note also that when the entry element for the name of a meeting or confercnce is

&

. Main entries

i

-

X

a place name, a delimiter is not inserted between the place and the name.

This

- ) H

]

is different from the prdEedure followed for other corporate names

1111 . Paris. Peace Conference, $d 1919.

>

b. Subfield code "e.'" This subfield’ code identifigs "each corp rate

—

subheading used with a name of a meeting, or conference. Its usc is similur to
{

-

[

the use of subfield code "b" for other corporate names. ;

{

1112 \ . International American Conference. fb 1st, fc

. Washington, D.C.,

et

. Subfleld code "g." This subfield code kéentifics any '"'miscellaneous”
datd cle

nts that mdy ccur in meeti

£

not 1dcnt1f1ed by any other subfleld

from lai

ti.

ng

code.

or conference headings and which are

rd 1889-1890. fe Delegation

-

N

1112 Iﬂternatlonal{Congress of Architects. §b 15th, ke

Wpshlngton, D.C.~, $d 1939.

»

&

dl Subfield code "k." This subfield code identifies form stheadlngs

used with a name and is used iy/%he s&me_manner as for other corporate names.

/.
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) . ) , “Main entries
i - e
e. Subfield code "t." This subfie/lz/code identifies a title used as a
. P
’ Ce

LS 4 s .
subheading with a name (rarely occurg 1n7a main entry) .’

N——

) S L1112 P Symposium,ehlphysical Activity and the Heart,
fc Helsinki, fd 1964. ft Proceedings.

~ 1}
i

f E. UNIFORM TITLE HEADINGS...

A -uniform title heading is‘a titlé used as a bibliographic entry, i.e., main
g grap

®

o, A

entry, subject en;ry; or added entry. Jt'must be distinguished from those uniform

titles, often called "conventional' or “filing" ‘titles, which can be interposed in
vt . )

~

square brackets between the main entry and the transcription of the title page.
Works cntered under title (such as periodicals, ené}cloppdias, etc.) which have

no main entry other than the title, are tagged 245. If these titles are used on

S, Lo . .
‘other records as added entries or subject entries, they are tagged as uniform

“title headings.
Numeric tag

. ’ 130 . Chanson de Roland

1

- 130 International review (Zﬁrich)

Treat as uniform title headings, headings consisting of names of radio programs,
o N L]
motion pictures, etc., and names of anonymous works, and some treaties and

intergovernmental agreements, concordats, composite manuscripts or manuscript

groups which have been given uniform titles or designations,

130 ' ' Americans at work—{Qadio program)
< 4

Elephant boy (Motion” picture)

. : Habakkuk commentary )

. Bookrof Lismore

.

Dead Sea scrolls

Manuscript treatise on arithmetic.
' Latin. 14th cent.

El 4

. Versailles, Treaty of, June 28, 1919
- (Germany). .

i . ‘ ' °* Moabite stone

- 20 -
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Main entries

Exceptions:

a. Treat heédings g}r‘manuscripts having no name and consfsting of- the
. A
name of a repository followed by MSS. and the ‘respository's designation for the

A

manqscript as corporate uame headings.
1101 Cambridge.’ kb University. b Library. tk MSS. (Gg.
b. Treat headings for anon}mous classics based on the lives of persons

(headings gonsisting of personél names to which the term "Legend" has been added)
. . = ' O

~

*as personal name headings.

* 1000  Francesco d'Assisi, fc Saint. fk Legend.
~ i . .

1f, however, a hecading céhpists'of a hoiy thing to 'which the term "Legend'" has
been added, treat the heading as a—Quiforﬁ title heading.
130 Grail. Legeﬁd. .
1. Indicators. No inﬁicators"iﬁ ghe'first.position‘are input for uniform
title headings exé?pt when they aréAuseA\as,added entries (éag 730). A "O"

(zero) in the seconwindicator pdsition specifies that the main entry is not a

- -

subjects a '"1" in the second position specifies that it is a subject.

-

" 2. Subfield codes and dglimiters. Two data elements have been defined

~which require explicit identi{ifation by means of subfield codes (name, title).
a. Subfield code "a'" -.name or éntry eleﬁent:' This subfield code is
never expli&itly input.
i§0” ‘ Chanson de Roland

130 International review (;ﬁqich)
= i T ——
s )
b. Subfield rpdeASt." 7This subfield code identifies a title used as a

*

subheading with a ugiform title heading (raréay occyrs in a main ently).

\ 130 Chanson de koland.' ft The song of Roland. s

f) \
thge d'0rléans (Mystery play) $t Saint Joan of or1dans.

f




: ' . Uniform (filing) -title
. S ‘ - “Tag 240

. e
UNIFORM TITLE (240)
A. IDENTIFICATION.

"1. Tag. Tag a uniform title 240.

s

S 2. Indicators. .Add "l1' as an indicator in the first position to the tag of
ancdicators . ! ;

. a uniférm title.. The second indicator positionm is‘alwa}s blank.

Nuneric tag
“and indicator

’

2401 . c]mmfgration and nationality actg

3. Subfield codes and delimiters. No subfie'd codes or regular delimiters

-

are explicitly input for this field. Data elements are separated from one

4 -

“another by a delimiter plus a sybfield code.

w
-

*
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. ) Romanized title
t/, : Tag 241

ROMANIZED TITLE (241)
- Whenever the £it1e in,a record is'in non-Roman characters, two sets of pro-

gedures must be followed: (1) the editing steps neceesary to prepare the title
. , 3' . . : . ‘
field for input/and (2) thé editing steps necessary to prepare the ''Title
. ! '3 .

romanized" note for_input. .
.

-

A. TITLES IN NON-ROMAN CHARACTERS. The editing procedures for,p}eparing for
\ T .
input a title field in non-Roman characters are very similar to those followed
in preparis¥g notes containing non-Roman characters (cf. paragraph B.2 of the
s -~ .

section for bibliographic notes). :

1. Titles in non-Roman characters will be romanized for input.,

»

2.’ Delete the non-Roman characters, supply the romanized characters (from’

thq‘"Tltle romanized:" note *such as found in LC cataloging) followed by the

- .

phrase ''(rpmanized form)", and enclose the romanized characters plus the phrase

"(romanized form)" in brackets. The brackets are necessary to indicate that the
}

characters which they enclose actually’ do, not appear on the title page

B. '"TITLE ROMANIZED" NOTE. ”A note. beglnnlng 'Title romanized' is included in

’ ¢ ‘ -

the entry for each workrthe title of which is in non-Roman characters ... This
note is placed In‘the lower.right corner of the entry, following the tracing"
1]

(AACR 150). Observe the follow1ng procedures in ed1t1ng the "Title romanlzed“

A X

‘note: ' 4 _ ' - ...
1. Tag. The tag for a romanized title ;s M1, .
2. Indicators. Indicatére are used to show the presence or absence of a
simple title addel entr; (defined by the use' of the word "Title." alone in the
tracing). A one—characeer indicator, placed immediately adjacent to the third.

v . .
character of the tag specifies this.condition according to the following code:

4 - '
*




wm}.qu}
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» * ] ) bl
. . . - Romanrized title
’ - N ' Tag 241
Numeric
indicator -
0 "Title." not in tracing
1 - -"Title." ,in tracing

Note that this procedure is analagous to the one followed with respect to title
added entries derived from the short title (245). The only difference is that

in the case of a record with Roman alplabet characters, the title addedlentryl‘

if any, is derived from the characters in the short title (245); in the case

- .

of a record with non-Roman characters at the begipning of the title field, the

title added entry, if any, is derived from the characters in the "Title

romanized:" note rather than from the title itself. This is done so that the
= J

characters actually used for the added entry are characters from Roman rather

P
L

than non-Roman alphabets.

3

3. Subfield codes and delimiters. No subfield codes and delimiters arc

3

expliéitly'input for this field.

-

4
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Title statement
- o i Tag 245

TITLE STATEMENT (245). ;

The title statement includes the title and all information up to, but.not -in-
cluding, the next field (édition statement when pres:ht; othgfwise, imprint). A
full title is defined as th; distinguishing name of any work and includes the

alternate title and subtitlg when present. In addition, a title statement may
N .

consist of components named and defined as follows: g

Short title - that part of the title up to the first logical break--usually
: - a punctuation mark. The short title is equal to the tifle.
added -entry as defined by the word "'Title." in the tracing.

A The word "Title." rcfers to that portion of the title which
extends up to.the first mark of punctuation, unless the
cataloger has indicated otherwise.. When the short title
has not been defined by the preserice of a simple title
added entry in the tracing, the editor must make his own
determination as to where the short title ends: In making
this judgment, bear in mind -that the short title should be
long enough to identify the work and should also be compre-

- hensible. . . i o
_ Remainder of the title - that part of the full -title (including alternate

titles, subtitles, other titles in the same language, titlés

in other languagss) after the short title and extending up

- to the.remainder of the title page transcriptdon.

. o
Remainder of.the title page transcription up to the next field - that part

of the title page transcription after the full fitle and
extending up to the next field. The. remaindeTr of the title
page transcription generally includes statements of author-
ship, illustration, etc. '

Wi

~

A. IDENTIFICATION.
}. Tag. .The tag for title is 245,
2. Indicators. -indicators in the first positiun’are used to show the presence

1 1 N
or absence of a simple title added entry. If the E}tle is to be traced, the cdp-

puter program will aquﬁgtically create "I. Title." u> a tracing. A one-char-

acter indicator, placed immediately adjacent to the third character of the tag

H

specifies this condition according to the following code:

- 25 -
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Title statement
Tag 245
. »
Numeric ’
indicator

0 "Title." not to be in tracing

1 "Title." automatically put in tracing

-

Chinese medicine, by Pierre Huard.
(NO TITLE ADDLED ENTRY)_

Messenger to the golden people;
the story ot Lennie Iglesias
by Margaret G. Iglesias
(TITLE ADDED ENTRY)

-

H

-The second indicator position is always blank.

3. Subfield codes and delimiters. Three data elemcntswyave been defined

A\
which require explicit identification by means of subfield codes (short title,

v

remainder of title,. remaipder of title page transcription up to the next field).

The data elements are separated from one another in the data by a delimiter

plus a subfield code.

a. Subfield code "a" - short title. This subfield gode is never

explicitly input.

2451 Sold for silver. 1st ed.

A g i

The indicator specifies that a title added entry is to be made. No delimiter

g

is required in the title because it consists of only ene component. No delimiter

is necessary to separate the title statem%gt from the cdition statement pecause

the latter will receive its own tag which also serves as a separator between fields.

Observe the following practices with respect to delimiting short titles:

!¥; " 1) Titles with dates that take the form "1964-1968": delimit the

»

short title after the date,

- 2451 Disarmament and Seviet policy, 1964-1968, fc
' by Thomas B. Larson.

- 26 -
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N : . Title statement
Tag 245

2) Titles with a tolon as first mark of punctuation: delimit the
short title on the basis of the next logical break after the colon.

i 1 R

o, sl Canada 2067: Canada in jAfé next century, fc . .

. by John Smith. ' »
. . 3) Titles with brackets in the middle of the data: exercise judé:
ment and delimit the short title on thz basis of the next logical break after

the bracketed data.

2451 Catalogue of musical instiuments [in the] '
Victoria and Albert Museun fc [by] Raymond Russell.
b. Subfield code "b' - remainder of the titie.
o o ‘
2451 Sold for silver; «b an autcbiography, =c by Janet Lim.

The‘indicator specifies that a title added entry is to’ be made.‘ The delimiter
S , ) ’ -
after '"'silver;" separates the shortftitle from the remainder of the title and in
so doing specifies for the computer the characters copprisi;g the title udded‘
entry. This same delimiter also specifies where the 'remainder of the title"
begins and .he delimiter afte; "autobiography' specifies where it ends.

c. Subfield code "c' - Temainder of the title page transcription up
to the nex£ field.

2451 Sold for silver; fb an autobiography, fc by Janet Lim.
The indicator specifiés that a title added entiy is to be made. The computer

program will add "I. Title.'" as a tracing. ‘lhe delimiter after ''autobiography,"

separates the remainder of the titler from the remainder of the title page tran-

" scription up to the next field. This delimiter specifies for the computer the

characters comprising the full title of a work.,

The following examples further illusnraté the assignment of subfield

N~

codes and placement of delimiters for titles:.
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' - Title statement
. Tag 245
2451 Myrdal, Gunnar, 1898-
Monetary equilibrium. New York, A.M.
: Kelley, 1965.

&

 _The title consists of only one component “identified by subfield code "a," which

is never explicitly input. .
A
2451 Culver, Eloise Crosby.
Great American Negroes in veTse, 1723-1965. fc
Illustrated by Lois Mailou Joncs. (Washington,
Associated Publishers, cl9006 -y

The 'title consists of two components: short title and 1cmainder of title page- . ~

transcription up to the next field. Subfield code "a," which identifies the
\Y

short title component, is not explicitly input. Subfield code ''c" identifies. -
the remainder of the title page transcription up to the next field.

2451 Blsﬁfﬁard, William H. .
) Rousseau ahd the spirit of revolt; $b a
= psychological study, fc by William H. Blanchard.

Ann Arbor, University of Michigan Press 1967 4 =

2451 'Mosonyi, Esteban Emilio. , ;7 /
LPS yaruros de’Guachara fb (to-anabE kjOr0

jiri” pumE guidirO ) Ensayo de planificacion
indigenista integral. Caracas, 1965.

. \ .

2450 Hommage a Hcnri Berr (1863-1954); §b commemoration
u centenaire de sa naissance. pParis 4
Editions A. Michel 19654

; E

The example beginning with "Hommage'" illustrates a work entered under title.
Since there is no title added entry, the indicator used is "0." The title state-
ment consists of a short title and the remainder of the title. The short title

should be long énough to identify thé work and give an adequate sense of its

-

nature.

2451 " Witvrouw, Marcel. ) .
' Le comportement humain. b L'homme dans )
la sociéte jc gparg M. Witvrouw et R.
* Remouchamps. bruxelles ... -
>

¥
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The example under Bento illustrates a rccord with a title in several languages.

-

Bento, Antanlo

Title statement
Tag 245

Panorama da pintura moderna brasileira.

Panorama de la peinture moderne bresilienne.
Panorama of modern Brazilian painting.

$b

fc Text .

by Antonlo Bento; rcomments on the pictures

by Jose’ Paulo Moreira

da Ponseca. Rio d=

_Janeiro?3y FEdiArte, 19006- .

¥

.

The two. titles after the first (short title) mahe up the remainder of the title

and are identified by subfield code 'b".

2451

2450

2451

2 2450

‘Dumas, Alexandre, 1802-1870. }
La Reiné Margot. fb -Roman. 7

"y,

Gilbert Sigaux. Ldusanne, Ed. Rencontre,

Descartes, Rene, 1596~

Descartes. fb(;Selecc1on de textos; fc

1650.

estudio preliminar dey Risieri ‘Frondizi.

Buenos Aires: Centro
Latina 19673

/
Averoff, Michelle.

Jadis en Romanie ...

M. Andre Mirambel
lettres, 1965. °

Editor de America-

tc Introduction de

. Paris, les Belles

_U.S. Library of Congress. Map Di- .1sion,

"A1ist of maps of America 1n the- Library

fc Pref: de

1967. .

of Congress. #b Preceded by a list of works
relating to cartography, $c by P. Lee Phillips,
Chief of the Division of Maps and Charts.
New York, B. Franklin (-19677

)
Sucre, Venezuela

ALl L /. ‘
Anteproyecto: [P'lan-dc desarrollo economico

/

y social del estadc Sucre; $b primera presentac1on

(1960) a la Asamblea Legislativa.

del Estado, 196077

London. Un1ver51ty

-Cumana, Impr.

Institute of Germanic Studies.

Hofmannsthal; studies in commemoration,

by F. Norman, ‘director.

- 29 -

London, 1963.
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Title 'statement
' -t Tag 245

)

Note that in the example under London the semicolon following Hofmannsthal.{s the

f1rst logical break but a de11m1ter at thlS point ‘would result in only

IS

"Hofmannsthal" appearing in a title listing. Since thlS is less 1nformat1ve than

"Hofmannsthal,; studles ‘in commemoratlon," the short title would be better extended

»

through "commemorat1on’" In reality, the "short title'" and the fulI:§1t1e become

€9 .
the same, identified by subfield code "a," which'is not cxpltcitly input.
2451 1842 gi.e. Mil ocho cientos cuarenta "
; 4 dosy; fh ‘panorama y significacion del % ¢
moviemiento literario. - '
2451 . Dr. i.e. Doktory Katzgnberger‘s Bad-Reise. ] .

The two examples above -illustrate titles\beginnin%'with numerals or abbreviations
in which words have been supplied and enclosed within brackets. Fot purposes of

inserting delimiters, the words in brackets are regarded as part of the data

element to which they refer.




Edition statement
- Tag 250 .,

A

EDITION STATEMENT (250)

-

The ,edition statement includes, the edition statement pnpper and- any other

-

informagnon up to #he 1mpr1nt.

A IDENTIFICATION.

-

1. Tag. The tag Yor ?dition statement is 250. @

. ¥ . .‘. . . . . . . . - .
2. Indicators¥ No indicators are used in, either position with shis field.

3. Sﬁbfield cOibs and delimMiters. 7Two dwta clenents have been defined

'whlch require exp11c1t identification by means of subfield codes (edition state-

ment’ proper and remainder of information up to the imprint). The data eleménts

are seﬁaratéd from one another in the data by a delimiter plus a subfield code.
I

a. Subfigld code "a" - edition statément proper. -The edition stateT?nt

proper includes all déscriptive words and numberstdéscribing the edition up
- \" ‘,
through the word "edition" or 1ts equivalent and any terms such as "Trevised"
! 'l *
or "enlarged'" which immediately follow it. In generalr the edition :;atcment .
. - . . LN
““should cont.in sufficient information to distinguish it from dnother edition.
- AN ) N .
This subfield code is never explicitly input. ‘ \\_

- L

250 P E}st-Eng1}§h-1?dgqagered.,-
(;st'ed. in the U.S.A. 3
Ist ed., rev1sed impression.

{ambert, Johann Heinrich, 1728- 1777
Philosophische Schriften. Hrsg. von Hans

Werner Arndt. L.

(Nachdruck der-Ausg. 1764-71) \

Hildesheim, Gg. Olms, 1965.

Hillebrandt, Alfred; 1853-1927
Vedische Mythologie.
(Reprograf1scher Nachdruck der 2. veradnderten
Aufl. Bfeslau 1927- 29)
Mildesheim, Gg. Olms, 1965.

-

[ M AR PR 1
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b. Subfield code "b" - remainde
zhe ¢dition statement proper.

Numeric tag

L S

250 {

—

250

« 251

250

-

- 32 -

'4, Aufl.

Edition statement
Tag 250

of information up to the imprint after

.

-

.

o

-~

2d ed., rev. and enl. §b
by W. H. Chaloner. v

New rev. unc enl. ed. ¢b
With appendix: the coins
and banknotes of the
British Mandatory Govern-
ment of Palestine. '

3d ed., complectely reyvised .
and brought up to date. ¥b
With a foreword by J. Jones.

kb Mit 55 Abbildungen.
(Ubers. aus dem Russischen
von Hardwin Jungclaussen)

o

—’
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’ Imprint
. Tag 260
s g‘
¥ ] B
IMPRINT (260) . - R .
A. IDENTIFICATION. - I h ' ' L

1. Tag. The tag for imprint is 260.
E
2. Indicator. ~The publisher is sometimes dnitted from the imprint because

the first position will show whether the name of the puﬁlisher is to be found

., in the main-entry as follows:

Publisher is not main’entry ~ 0

Publisher is main entry 1

The second indicatour positiom is always blank.

%, Subficld codes and delimiters. Thrge data elements have been defined
t ~ . ] - *

- ] . \t +
which require explicit identification by teany of subfield codes in the ident-

ification block (place, publisher, date)l The data elements are separated from

———— "

s

one another in the data by a delimiter plus-a subfield code.

-

a. The data clements in imprints are identified by subfield codes

=

as follows: A g
, /‘/
Subfield code Data element
a (never explicitly input when Place
occurring as the first data
element in the field) . -
- t 4
b Publisher
c Date

Thesc data elements occur most frequently in four patterns; therefore, implicit

identification blocks may be used to represent these patterns as follows:

EY

7

it is the same ds the main%ent;y (AACR 140D). When this oecurs; an indicator in -
- # v - -

N

-




Imprint
Tag 260

:¥ Numeric tag Data
\\ - >
‘ 260 Place, fb Publisher, fc Date

260 , Place, fa Place, b Publisher, fc Date
260 Place, f$a Place, fa Place, kb
~ Publisher, §c Date

260 ’ k Place, fﬁ Publisher, fa Place, §b
Publisher, fc¢ Date ’

260 Place, fc Date

260 ’ Place,, fa Place, $a Place, fa
i Place, fb Pub, fc Date

e
N =

b. The abbreviations "n.p.," meaning "no" place," and 'n.d." meaning ''no

v

date," are to be regarded as data elements.

»

/.
t v

260 . (N.P. 1 {b Smith, fc 1968.
260 o New York, #b Smith fc (n.d.g

-

c. The data
o, v

element "publisher' may includé distributing agents or other

A

N . R
kinds .of statements, Regard :.l1 such statements as part of the "publisher" dat.

element;*‘*‘f“- - g . :

260 : Washington, b Published for the Library.of
Congress by the Gertrude Clarke Whittall
Poetry and Liter*:ure tund; cfor sile by
the Superintenden% of Documents, u.s.
_Govt. Print, Off. 5 §c 1964.

Manila, $b Philippine Kducation Foundation;
distributed by University Book Supply, fc 1961

260 Madrid, b Editorial Ra:on y Fe; exclusiva de
venta: Ediciones FAX jc c1983 5 ; -
Vi

d. The data element 'date' may include mere than oné/date.

260 "7 New York, fb Smith, fc 1965, c1964.
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Examples of %yprints:
A
)
Numeric tag’

260

260

Imprint
Tag- 260

Hanley, Stoke-on-Trent, b Central
Library, $c 1967. :

éraz,'fa Wien, }a Mﬁpchen, Fb Universal
Verlags- und Vertriehigesellschaft

“fc (1960) ~

London, #b.Mucmillah; $a New York, fb
St Martin's Press, jc 1961 (c1960 7

Paris, b Impr. Vincent, fc 1798 fa

ci.e. Bruxelles, fb Moens, *c 1883 4




Collation
Tag 300

*

COLLATION (300)
A. IDENTIFICATION.
. s -
1. Tag. The tag for the collation is "300.

2. Indicatdr.i No indicators are used in either position with this field.

r

3: Subfield codes and delimiters. Three data.elements have.been defineq
which require exflicit identification Ly\meahs of subfield codes (paging or
volumne(s), illustrations, height). The ha;é*qiements arg’scparated from one
another in the data by a delimiter plus a subfield éode.

a. -The data elements in the collation ‘are identified by subfield

%
A E

‘codes as follows:
Subfield code " Data element

a (never explicitly Paging
input when e©ccurring
as the first data
element in the field)

-Illustratioﬂs
Height .
These dataselements often occur in the following pattern: paging, illustratiéns,
height.
Numeric taé
300 ‘ ‘ Paging, fb Tllustration, fc Height

! ¢

300 . Paging, ¢ Height

-

£ . ;
b. When.the two parts of the collation devoted to paging and illustrative
PR

matter are combined, treat the data as the "paging' subfield.

\ 300 vi, 201 p. (p. 198-201 advertisements) $b maps. fc 22 cm.
300 120 p. (chiefly illus., maps, ports.) f 25 cm.




300
300
300

300

300

Collation
Tag 300

£

LAl

(éhief]y illus., maps) fc 25 cm.
1 portfolio (EZTR, 72 plates) fb 25 cm.
74-p., 15 p of music fc 25 fm
s.Q., 65 p. of illus. fc 25 cm.
270 p. with illus. $c 21 cm,

83 maps. $c 33 cm. . ‘

60 p., 60 col. plates. tb 15, illus. (part

cobi\\fc 32 cm
geneal “table. fc 55 x 43 cm, fold. to 43 x 31 cm.

c. Volumes or portfollos consisting of plates and not numbered con-

secutively w1th the other volumes of a set are specified separate}y in the

[

collation. For purposes of inserting the de11m1tcr and subfield codg, regard

such volumes or portfollos as part of the "pag;ng" data element

300

300

300

300

3

3'v. and atlas (10 plates) fc 30 cm.
169 p. and atlas (3,2. , 18 plates)gfc 28 cm.

30 ., 100 p. b illus. $c 25 cm. }a and portfolio
(24 plates) jc 30 cm.

o4 b illus., maps. fa and 3 atlases
(maps, plates) fc 22 cm.,

9 v. in 11. fb maps, plates. +a and atlas
(2 v. maps) c 26 cm. :

»




Bibliographic price
Tag 350

BIBLIOGRAPHIC PRICE (350)

»
L4
The price (or prices) of an ip&m may occur in the record.

A. FORM IN WHICH RECORDED. The é:?!b appears in'a variety of forms, summarized
as follows: '

1. The price appears after the size or the series statement, as the case

may be.

2. 4& general, the prfce is recorded without an abbreviation .for the

name of the currency and in the form 0.00, e.g.

2.50 - .
4.00

12.00
0.75

3. The pric\ may contain a dollar sién, e.g., $4.50, $0.50, etc. In the
¢ase of count¥icy using pounds, shillings, and pence, three ''places'" are pro-
‘vided if the pri-e includes pounds and two "places" if the' price includes
shillings and pence, e.g. ’ -

4
3/14/- i.e. 3 pounds, 14 shillings, no pence
14/- 1.e. no pounds, 14 shillings, no pence
-/10 i.e. no pounds, no shillings, 10 pence
4. 1In the case of the Italian lira and the Japanese _yen, the decimal

point and the two zcros to its right will not be added, e.g.

. 186 ,
900 - \

5. In some instances the price /field will contain information following

-

the number used to specify the price), e.g.
TN

.. 350 Saudi riyals
42 Mexican pesos
4,95 per vol.
12,50 (v. 1); 0.50 (v. 2)
12.50 (v. 1) varies
12.50 (v. 4)
1.20 (pbk)
12.00 (de.luxe binding)
6,00 (to members)
15.00 (on subscription) ©
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2

6. In some instances the price field will contain multiple prices, e.g.

47/6 ($5.75)
2.00 (2.15 Can)
12.50 (v. 1); 0,50 (v. 2). .

7. In some instances the price field will cont;\( the designations

¥
EY

"unpriced," or ''gratis."
. F M
4

Be IDENTIFICATION.

~

1. Tag. The tag for bibliographic price is 350. ot

3

2. Indicator. No indicators are used in either pesition with this field.
*

3. Subfield'codes and delimiters. Each occurrence of a price is treated

as a data element and i identified by subfield code "a.'" If two or more
prices occur, insery a delimiter and subficld code. between each price.

350 ; 47/6 fa (85.75)

12.50 (v. 1) fa 0.50 (v. 2)
}

. -

s




Series statement
Tags 400, 410, 411, 440, 490
S%RIES STATEMENT
Each series statement is treated as a variable field and is tagged accord-
ingly. A distinction is made between series traced the same as in the series
statement and those traced differently or not at ali. This distinction is

made because in a machine record the appropriate tracing and the appropriate

- * : . ) . )
series added entry can be generated from the series statement itself as long

as the data in the series statement and the tracing are the same. It then

becomes unnecessary to input the series tracing at all. However, if the series

\a

is traced in a form different from that in the ~sgries statement, the series

added entry itself must be tagged and input along with the other added

entries in the tracing.\ ) . .

A further distinctien is made between author/title series and title series.

* ,v»f‘“» -

A. AUTHOR/TI[LE SERIES SFATEMENT The series added eatry will be auto-
matically traged in the same form (represented by "(Serl»%)" or "Series:'
followed by the data in Ehe same ?orm as in the series statement).

Nume;i?
tag N\

400 Personal name/Title
410 Corporate name/Title-

411 Meeting or conferencc name/Title

. i

1. Tag. Construct the tag according to the instructions in the section

"Main Entries," substituting a "4" as the first- dl&lt of the numeric tug.

PSS
fl
H

2. WHen the authdr in an author/title series is represented by the

possessive pronoun Its, His, or Her, refer to the main entry.for the author
portion of the series statement. When the computer prints an added entry, it
' £

will substitute the main entry for Its, His, or Her.

3
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Series statement
Tags 400, 410, 411, 440, 490

New York Universityy fb C. J. Devine Institute

of Finance..
~ The commerci&l banks in a changing world ...

4102 (Its *t Bulletin, fv no. 26)
3. Indicators. Indicators in the first position are the same as those

A "0" (zero) in the second position

described in the section '"Main Entries."
- . F.

specifies that the author of the series is not a main entry; a "1" specifies'

»

that the author is a main entry.

4, Subfield codes and delimjters. Insert a delimiter and subfield code

¢! between the author element and the title element in an author/title series

statement (see example above).

a.. When the series is numbered, insert a delimiter and a subfield code

£
"y between the number and ‘the rest of the series (see example abpve).

¢

B. TITLE SERIES STATEMENT. The series added entry will be automatically

traced in the same form (represented by "(Series)" or "Series:" followed by
A .

the data in the same form as in the series statement).
1. ‘Tag. Write thye tag 440 in front of the series statement.

440 (Developmental medicine and child neurology:
Supplement'f no. 5)

-—
-

2. Some series-statements may consist of two elements, in which the first

. ha L

element i's itsclf a title (e.g., the name of a periodical or a monographic

series) and the second element is an element related to or dependent upon

S B g

l

the first element (e.g., a subseries).

(Better homes and gardens. Holiday cookbook series, 6)

R o

/ L/ / /
(Elites et responsabilites. Journees d'etudes)

L |

Treat this type of series statement as a title series statement, not as an

author/title series statement.

‘ ”‘”WW’“WW'W“W&“ e

[




“Seties statement
Tags 400, 410, 411, 440, 490

!

-

440 (Better homes and gardens. Holiday cbokboog
series, fv 6)
/ t / 7
440 (Elites et responsabilites. Journees d'etudes)

In this type of series, the first element may occur as the main entry and
be represented in the series statement by the possessive pronoun Its. In this

situation, the main entry will be tagged as a uniform title heading. Never-

. thL}ebs, the series statement should be tagged 440. Since the series is,
regarded as a title series, no delimiter and subfield code should be 1nserted

to separate the two elements of the series statement.

130 Better homes and gardens.
] 2451 Christmas cook book ...
\\\~ 440~ (Its Holiday cookbook series, v 6)

130 Sunset.
2451 Barbecue cookbook .

440 (Its Cookbooks) \

3. 1Indicators. No indicators are used in either position with this field.
4. When the series is numbered, insert a delimiter and subfield code """
number and the rest of the ¥eries (see example above).
i

\
C. SERIES STATEMENT MOT TRACED OR TRACED DIFFERENTLY. This type of series is

not traced or traced in a form different from that in the seriesg statement.

™~
1. Tag. Write the tag 490, in front of the Series statement.

~

b R A
2. Indicator. An indicator is used in e first position to show whether
indicator p

\

. - ~

the serices is traced or not as follows: NG
. M .

- ;
Numneric 3 - \\\\\ .
indicator \\\\ -
0 ) Series is not traced (untraced) \\\\\\\\
1 Series is traced in different form )
. from series statement.

-’

o~

Place the appropriate.indicator immédigggly adjacgnt‘gz the third character

2

of the fag in the identification block. -
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Series statement
Tags 400, 410,411, 440,490__

4900 (Loeb classical monographs) (NOT TRACED)

4901 (Schriften des Vereins fur Socialpolitik, 'n.F.,
Bd. 28) ' (TRACED IN DIFFERENT FORM)

Note that this tag is used when (as in some series-subseries combinations)

there is only one series statement but more than one series traced.
4901 U.S. Dept. of State .
: Confuse and control: Soviet techniques in Germany ..
(I1ts Publication 4107. European
and British Commonwealth scries, 17)
8101 U.S. }b Dept. of State. ft Publication fv 4107.

8101 U.S. fb Dept. of State. European and British
Commonwealth series, fv 17)

The second indicator position is always blank.
D. SERIES STATEMENT WITHIN A GENERAL NOTE. Occasionally a §eries statement
will occur within a general note. Tag only the general ;ote, not the series
statement.

500 : Photo-offset. Spartanburg, S.C., Reprint
Co., 1968. (New York heritage series, no. 4)




Bibliographic notes
Tags 500 - 505, 520
f
BIBLIOGRAPHIC NOTES : . .

Each note is treated as a éeparate variable field and is tagged accordingly.

v

The various types of notes and their tags are as follows:

_ Numeric Type of note
tag

500 . ,General notes

I d

501 "Bound with" notes

\ . : . — -
502 ) A Dissertation poﬁé’ -
504 T Bibliography note-

505 . - o Contents note (formatted)
520 ) “-Annotatioh or abstract
~~ © -
When a record contains more than one note, repeaj‘the numeric tags.

No subfield code or delimiters in the data are explicitly input.

Use the following guidelines in assigning the appropriate tags to notes.

Where relevant, the corresponding rulé number of the Arnglo-American Cataloging

Rules is given. Consult these rules for a full description of the type-of note.

* 1. General notes (500). Treat as general notes all notes that-do not
otherwise fit into the categories specified. ’ T
*No indicators or subfield codes are used.

P "Boundiwith" note (501), (AACR 146). A note specifying that a work is

bound with another work. No indicators or subfield codes aic used. '"'Bound

=
—~ Wwith" notes usually beg}n with the words:

’ Bound with
With, as issued,

In case, as issued,- with




Bibliographic notes
Tags 500 - 505, 520

-

3. Dissertation note (502) (AACR 1473. Usually a brief formal note giving

-

the.designatiqn of a dissertation and the institution to which it was presented.
-No indicators or subfield codes are uséd. Examples"
Thesis--Yale.
i} N -
These--Lyon.

L
Inaug.-Diss.--Heidelberg.

A biographical sketch of the author accompanying his thesis is noted as "Wita."

Treat such a note as a gencral note. Use the tag "502" only for the type of

—lwma ¥+

note that explicitly states that a work is a thesis. If a note is of the type

that relates the work in hand to a thesis (''Based on ..."; "First published as
.."), treat it as a general note.

-

Bibliography note (504) (AACR 149)..-A note indic@®Nng that a work con-

tains a bibl.ography, discography, filmography, or some kind bibliographical
apparatus. ” Usually the note consists of the word "Bibliographlz followed b}
page references. No indicators or subfield codes are used. Examples:

Bibliography: p. é5—35.

Bibliogruphical foqtnotes.

Includes Bibliographies.

#'Reading lists": p. 851-910.

Discography: p. 150-152.




’ Bibliographic notes
Tags 500 - 505, 520

3

5. Coutents note (formatted) (505) (AACR 149). A note appearing in for-

matted form after the words "Contents'" or "Partial Contents' specifying the

contents of a work. Treat those contents notes that appear as informal

* .

statements as gencral notes. \
' 4

g
Contents notes beginning with the word "Contents' aie divided into two

0

groups. When the cataloger has the entire set at hand, the contents note
. . ’

is considered to be "complete.'" When the cataloger has only a portion of

the set at han. the contents note reflects £he available voluwes and the

nute is Consiq;red to be "incomplete.",

"Partial contents" is used when the cataloger has the entire set at

hand but chooses to describe only a portion of the set in the  1tents note.

These three types of contents will be specified by means of an indicator -

N

’

in the first positicr as follows:

Numeric Condition
indicator - '
\ 4 .
0 Contents.-- "complete"
1 . - Contents.-- "incomplete"
2 Partial Gontents.-- 'complete” i
N - . -
The words "Contents.--" or "Partial Contents.--"" precoeding a f mmatted

contents note will not be carried in the machine-readable record. Therefore,
do not insert these._words preccding a contents note.
The sccond indicator posicion is always blank.

0. Linotaéion (520). ‘Annotations appear on records that have been

designed @ r a catalog of chi.dren's literature.

¥ * //

!
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Subject added enfries
Tags 600-651

»

SUBJECT ADDED ENTRIES
Each sutject added entry is treated as a variable ;ield and is tagged
accoraingly. ”
A. IDENTIFICATYION.
Seven categories of main subject headings have been defined:
k Numeric tag

600 Personal nome

610 ‘ Corporate name (cxcluding political
jurisdiction alone) \

611 Meeting or conference name
630 . Uniform title heading -
650 . Topical cubject heading
651 ' Geographic name (including a political
N jurisdiction alone or with subject
. subdivision)
690 ' Local subject headings.

Note that the first four categories are categories common to other-types of*

entries .and are to be tagged, formatted, and delimitéd according to the instruc-

- -

! -
tions in the section '"Main entries." Substitute & ng" as the first character

R . R L) R N
of the numeric tag. Indicators 1n tht first positiQn arc the same as those
2

prcscriQFd in the scction '"Main Entries." l1n thqrsccond position, & "o (zero)
designates a LC subject heading; a 1", a subject hecading assigned for use in a-
children's catalog; a "2'", an NLM subject heading; a "3" . an NAL subject, heading.

When a record contains morc than ore subject added entry, use a separate tag

for each tracing.




- ' ) . /} Subject added entries
- Tags 600-651

-

1. Tags. Write 2 tag in front of each subject added entry.

-0 ' a. Persona] .:ames (606) This category includes:

1) Names of actual persons, capable of authorshlp

[ ———

- etc."
Treat the phrase "in fiction, drama, poctry, etc." as.a form subhcading and
1dcnt1fy it with a delimiter and subfield code "k'".

' 6001 Shakespeare, William, fd 1564-1616, fk ‘in fiction,
. @ ) drama, poetry, etc.

g 3) -Names of families.

e 4) Titles of books entered under personal author.

/f{*fl eide, Andre” Paul Guillaume, fd 1869-1951.
ft Promethcus misbound.

b. Corporate names (610 611). Th1s cateéory includes:

1) Names of organ1 zed bodies, sestabl1shed under their own names

diction in which they are located or of which they

- or under the polltlcal juris
are a part. (The name of a political jurisdiction standlng alone is tagged 651.
See . gory =.) ’
% 2) MNames of entities such as ships, vhich are sometimes used as

”

author headings.

3) Titles of books or serials entered under corporate author.

1102 Fert111zeq‘torporat1on of India, 1td. b Planning
and Development Division. §t Quarterly bulletin.

Supplement.

c. Uniform title hcadings (630). This category also includes all

- titles of works entered under title such as "The Atlantic." °

’ © . 48 -

" 2) Names_ of persons used with the phrase "in fiction, drama, poetry,

Use the appropriate indicators for the first position and subfield codes.’




Subject added entries®
Tags 600-651

L]
¢

d. Topical subject headings (650). THis category is a very broad
category, best described as including all subject headings not belonging to any

of the other categories that have been defined. A representative but by no

. means exhaustive listing of the kinds of subject heaS?%gs identified as topical

follows: ) .

1) General terms of the type included in the LC list of subject

headings, e.g., "dogs"; 'chemistry." _

2) Systematic names of families, genera, and species in botany

and zoology, and chemical compounds.:

- hY

3) Names of events and hoffﬁixslﬂi/g., Battle of Tannenberg; Red

Wing Potteries Strike, 1967; Phocnix Park Assassination, 1882.
4) A wide variety of names or terms applied to individual objects

or classes of objects, e.g.: %
™~

Neo (Artificial language)
Zinov'ev letter. 7
Arthur Olaf Andersen Japanese Print Collection

Mauser pistol ‘ . B
AUNTIL (Computer system)

Rolls-Royce automcbile

§aracas. Bolivar Statue 7
Beechcraft 17 (Aeroplanes) ’

Canadian intelligence test
Space flight to Mercury

.

Babwende (Bamrtu tribe) .
Operation Long Jump

S) Exception: When a subject heiaing consists of-a personal name

~ .
in catalog entry form followed by the phrase '"in fiction, drama, peetry, etc.,"

3

treat the name in the same manner as personal names. Use tag 600, the appropriate

indicators, and the appropriage subfield codes. See paragraph Ail.a.2) of this

r

section.
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Subject added entries
Tags 600-651

ey

4

[T

e. Geographic names (651).. This category includes:-
. 1) Pplitié?l jurisdiétions--alone or subdivided By subject termj.
651 . France.
% €51 & France-- fx Bibliography.
) 651 U.S.-- fx Description and travel.
g, Political jurisdictions subdivided by names of organized bodies are considered
§‘ corporate names, category b above.
o 6101 France. fb Ministére des aff;ires etrangeres.

6101 u.s. fb Dept. of Statz.

LT
¥

There‘?re some headings that have the appearance of the typs just discussed, but

i. tare actually headings consisting of non-administrative entities (e.g., neighbor-

;' hoods in cities) entered under a plate. Headings of this type (e.g., Chicago.
; . /
*" Kenwood) are tagged as geographic names (651), not as corporate names (610). Z/

- L
2) Natural features, e.g., bays, capes, rivers, mountains,‘desert};

etc.

3) Geographical regions and celestial bodies, e.g., names of

-

¢concinents, land masses, planets, stars, etc.

h) Archeological sites. . .
5) Parks (not capable of authorship), etc. }
f: Local subject hdadiﬁgs (690). This category inciudes subject
headings for which there is no provision elsewhere. \B

2. Indicators. Subject headings tagged 690 have no indicators. Otherwis%,
. ‘ . J R . N\
two indicators are uséd with each subject added entry: one to describe the formy

of name and one to identify the sourcé of the subject heading.

-
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Subject added entries
Tags 6?0-651
a. First‘indicator--form of name.

1) Fields1600, 610, and 611. For these fields, select the indicator
which describes the form of name according to the instructions in the section
"Main entries.' ) - ’

2) Fields 630, 650, and 651. Since no indicators describing form
of rame have been defined for these fields, the first indicator posit;on is,
automatically set to a null condition by program. The null condition, which
meaés that no "intelligence" is being carried)in the indicator position, is
represented graphically on the cathode ray tube screen as, a blank.

*.

b. Second indicator--source of subject heading. A second indicator is
used with each subject added entry to identify the source of the subject heading
: "

according to the following code:

Numeric
indicator

0 Regular LC subject heading

1 Subject headiﬂg assigned for use
in a children's catalog

NIM subject hecading
NAL subject hecading

Subject heading supplied by one
of various other libraries

3. Subfield codes. Use the appropriate subficld codes according to the
instructions in the sec;}on "fain ent¥its.™ “Use adititional subTicld codes as

3
%

follows:

" 4. Fjelds 650 and 651. Whenever these fields contain headings énn—

_sisting of names or teyms entercd under place, subfield code "a' identifies

\ v

+
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Subject added entries
Tags 600-651

the entry element and subfield code "b" identifies the data element following the

entry element. This treatment is analogous to that given corporate names entered
’ -

under place. Since the data elemght identified by subfield code "a' occurs
first, subfield code "a'" should not be explicitly irput; subfield code "'b"
%hould always be explicitly iﬁput with a delimiter.

(ﬂ 650 Cargoas. }b Bolivar Statue.

s

651 Chifago. ¢b Kenwopd.
b. The phrase "in fiction, drama, poetry, etc.'" This phrase is used

with personal names. Treat the phrase as a faym subheading and identify it with
- — P ! -
a delimiter and 'subfield code 'k'".

i

6001 Shakespeare, William, rd 1564-1616 Fk in
' fiction, drama, poctry, etc.

c. Subject subdivisions. Each subject subdivision is identified as
follows: ; B
Subfield code Data element
Subdivisions other than period or place
Period subdivisioninclades [Farly works to 1800
o Early works to 1900
Place subdivision Pre-Linnacan
As with othor data elements, subject subdivisions must be marked of{ in the data

»
by a delimiter and a subfield code. Moreover, the delimiter and subfield code

-~
will serve as a substitute for the dash which should not be inserted.
. 650 . Art §x Hiskory fy 19th century.
650 - - Zoology fz Cocos Island.
6001 Sheridan, Philip Henry, fd 1831-1888 fx Juvenile fiction.

651 . Gt. Brit. fx History fy Puritan Revolution, 1660 fz Sources.

- 52 - N
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* o Subject added entries
Tags 600-651

Assigning subfield codes for subject subdivisions is a straightforward pro-

cedure i e majority of instances. The tollowing guideline summarizes these
procedures: All fields ?equire the explicit expression of all s&bfield coées
except 'a" when it identifies the first data element.

d. Author/title subject added entries with subject subdivision. Only
a general subject subdivision (identified by subfield code "®¥') may occur with
an author/title subject added entry. This general subdivision subfield is in
addition to the subfield codes which may be used for mnin_cntries./’?eriod
) N ("y'") and place ("z") sg&ject subdivisions may not be used with an adfhor/title
) T {

subject added entry. v

E §
N v
\
|
. y
. B ~
|
i ’
|
: \ - 53 -
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Added entries
Tags 700-740
ADDED ENTRIES (EXCLUDING SUBJECT AND SERIES)
Each added entry is treated as a variable field and is tagged accordingly.
. . IDENTIFICATION.

Six categories of added entries have been defined:

Numeric
+ tag

700 . Personal namc

710 . : . Corporate name

ool
F

711 . Meeting or conference

é.‘ 730 ) > Uniform title heading

-8

740 " Title traced differently

— .
710 Name not capable of authorship

»

1
h 4

entries and are to be tagged, formatksd, delimited and subfield coded accord-

ing to the instructions in the section 'Main entries." Substjtute a "7" as the
. \ .

first digit of the numeric tag. When a record contains more than one added

4

i Note that the first four Cﬁ&egories are categories common to other types of
[

entry, ‘use a separate +tag for each entry.
1. Tags. Write lhe tag i; front of each added entry.
a. Personal names (700). This category includes:
1) Names of actual persons, capable of authorship.
2) Titles of‘books entered under personal author.

70011 Gide, Andre’ Paul Guillaume, fd 1869-1951.
ft Prometheus misbound.

. Corporate names (710,711). This category includes:
1) Names of organized bodies, established under their own names or

under the political jurisdiction in which they are located or of which they are

- 54 -
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Added entries
Tags 700-740

a ﬁﬁﬁ{i: Political jurisdict?ons standing alone are included in this category.

)\\21\ Names of entities such as ships,‘which are sometimes used as
Ny .
author headings. \\\\\ X

.
3) Titles of\books or serials entered under corporate author.

'

71021 - Fertlllz Corporatlon of India, 1td. #b
) e "Planning a \Qg{élopmcnt Division. ft . .
‘ "Quarterly Bulle Supplement”.

4) Names not capable of authorship fsuge A.l.e below).
_ ey,

T,

c. Uniform title headings, (730). ‘This categé??aaiso includes all 4
titles of works entered under title such as “The Atlantic." ‘ﬁ\\g
. "'\5) \
d. Title added entries. ' o ﬁﬁ%%%%
o
1) Traced the same. A title added entry which takes the same ™
%;ﬁ!

form as the short title is representcd‘in the tracing by-the word'“Title." -
When the title added entry is thé same as the short title, it will not exist
as a separate field in the machine-readable record, but there will be an
indicator fcr the title statement whi'ch maxy,gruscd to generate automatlcallv
a title added entry and the word "Title." and its appropriate numbering in '

the tracing.

2) Traced differently. Tag a title added entry which takes a

A

form different from that of the short title 740. Such added entry tracings

consist of the word "Title:" followed by data.  The word "Title:" and its

appropriate numbering will be generatcd'uutumu11CJll§‘by the computer on output. -

e. Names not capable of authorship (710)%- This catcgory refers to
names used as added entries under the provisions af AACR 33L. Treat such
names aslthough they werc corporate names, und usc tag 710.

71021 Arthur Olaf Andersen Japanese Print Collection.
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N Added entries

. Tags 700-740 .

2. Indigcators. Two indicators are used with each added &ntry: one to de-

. scrije the form of name and one to identify the type of added entry (to facilitate

the arrangement of a fftﬁl.
N 1

a. First indicator--form of name.

~

1) Fields 700, 710, and\71l<\ For these fields, select the indicator

which describes the form of name according to .the instructions in the section

IS

"Main entries." . ’ \\\\\\\

2) Fields 736, and 740. Since no indicutof§\dgﬁcribiqg form of

\%"./

name have been defined for these fields, the firstfindicator pogition is auto-

- .
~
matically set to a null condition by program. The null condition, which means
. ~.
that no "intelligence" is being carried in the indicator positioﬂ,‘is repre-
sented graphically on the cathode ray tube screentas a blank. .
N ~ 1

b. Second indicator--type of added entry. - A second indicator is used

with each added entry to identify the tyre of added entry according to the

i

following code:

\x\\\ﬁpmeric’

iﬁﬂiquor

¥

0 T Alternative entry
1 B e Secondary entry
2 . th"‘“‘%.,%Analytical entry.
The above three types of added entries have~been defined in order to fa-

cilitate the arrangement of a file. Each type of ad&@&\éﬁkry may be subfiled

E

by ar@ifferent data element. - .

.,
~.

A

1) Alternative entries: A "0" (zofo) indicator will SHSWxQHEI\

- <

the-added entry could be subfiled by title. Use this indicator when an added B

-
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Added entries
Tags 700-740

s . .
entry is likely to be thought of as an author of the work. The following
categories are typical:

(a) Most‘cgyporate added entries.

i

71010 u.s. fb Library of Congres¢.
(b) éersona; added entries wi thout designation of functioﬁ,
71000 \ Ka&es, Henry llome, fc Lord, fd 1696-1782.
(c) "Joint author" and "joint.compileri added entries. g

(d) "Supposed author," etc., added entries.}

(e) Personal and corporate added entries with legal desginations
] & » \\
(relators) such as "defendant."

(f) "Editor" and "compiler'" added entries when the main entry is not

[y

- a personal name.

~

2) Secondary entries: A '"1" (one) indicator yill show that the
added entry could be subfiled by main entry. Use this indic;tor with all addcdii
entxjes not otherwise covefed including the following: v

(a) Nonanalytical title or author/title general secondary entries.’

70011 Shakespeare, William, $d 1564-1616. ft Hamlet .

(b) 1Illustrators, translators, and arrangers.
(c), Editors, when main entry is a persondal name.
3) Aﬁalytical entries. An analytical entry is an added entry

made to show thac the book in hand contains the text of the work represented

by the analytical entry (added entry I in the following ekxample):

r - e
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Added entrjfes
Tags 7004740

May, Rob irt Lewis, 1905-
. Rudolph the red-nosed reindeer, and Rudoxph the
red-nosed reindeer, shlhes again [by] Robert L. May.
.Chicago, Follett Pub. Co. [1964]
63 p. col. illus. 30 cm.

1. May, Robert Lewis, 1905- Rudolph, the red-
nosed reindeer, shines again. II..Title. III. Title:
Rudolph, the red-nosed reindeer, shines again.

‘The'purpose-of the analytical entry indicator in the added entry tracing is

. N

to.insure- that the added entry, which represents an edition of a work, is filed
with entries for other editions of the work ahead of general secondary added

entries. . -~

In the cardj catalogs maintained at the Library of Congress this arrangement
 J

is achieved by addirg the publication date as, part of the heading, but this is~’
not printed as part of the tracings on the c4§ds. Other additional filing
information (such as original title, language) as well as a date may appear with'

RN

an analyticaa‘added éntry/ih the Library of Congress cataloés to Tacilitate filing.

Although such additional filing information is not prlnted as part of ‘he
tracing on LC cards, it’ does appear on MARC records...Early MARC policy was to
put all this additional filing infqrmation in 2 single subfield "u" after the
title which appears in subfield '"t'. Current policy is not to use subfield '"u"
but to consider all such information as part of the 't" subfield. Depending on
when a particul~r record entered the MARC data base, records 'may be féund which
exemplify both policies. At present the MARC Development Office is workihg on
more specific coding for such elements as date, originhl title, and language as
they appear in analytical entries. | 4

OCLC's policy is to print all subfields which appear in the MARC record, both

u
-

in the tracing and in the heading to which the tracing refers. Whetherlthe ad-

ditional filing information was coded "u'" or "t" will not affect the order in

which it is printed.

-58-
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- Added entries
Tags 700-740

In doing original cataloging the important thing to remember is that any in-

formation placed at the end of the title in an added entry identifies it as’aq—' .

analytical added entry and fequires the use of a "2" indicator. Until the MARC

r

Development Office specifies othérwise all this additional information sheuld be
placed in the '"t'" subfield. ¢

Language names uged as addigional filing information should be written out

in full with a period following the language named last. The last character of

-

the field should be a punctuation mark,-usually a pcriod. The fellowing examples

illuctrate these points, the first using a "u'" subficld and the second placing

similar information in the "t" subficld.
70012 | Hegell,, George Wilhelm Friedrich, $d 1770-1831. -
‘ ~ 3t Who dhinks abstractly? {u Wer denkt abstrakt?

English.  1966. -

70012 Hazlitt, William, $d 1778-1830. +t On the fear
: of death. French and English. 1966.

Analytical entries may also be made for works entered under title. fhe
technique is the same as described above except that an 'author'" element is
. g )
lacking and the entry is tagge& as a uniform title heading. i \\\uﬁﬁf

7302 ~ Acta Comfitiorum. 1807.

Some analytical added entries;contain languagg ;n& date }nformation that is
an integral part of thec heading. This information was never identified by sub-
field code "u". The use of language and date as an integral part of the hecading
is particﬁla;iy common to.rcc05ds repregenting works of sacred literature (Bible,

Koran, etc.), although it may on occasion bc used with certain kinds of laws as

well. ) ..

3. Subfield codes. Use the appropriate subfield codes according to the in-

' o . . yies e
structions in the section "Main entries.' Use additional subfield codes as follows:

- - - F— - .

- 59 -
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71022 Jews. ‘fk_Liturgy and ritual. Hagadah. English. 1269..

+
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Added entries
Tags 700-740

a. Field 710. Whenever a name not capable of authorship is cf the type

s =
that is entered under place, subfield code "a' identifies the entry element, and
subfield code "b" identifies the data element following the entry elemen . This

T~ N

treatment is analagbus to that given cois@rate names entered under p}ace. Since
the data element identified by subfield c&%e "a" occurs first, subfield code "a' .
sLuu%d not be explicitly input; subfield code "b" should aiways be explicitly in-
put following a delimiter at thé appropriate place in the d;ta. .

71011 . .- .Berlin. $b Muscum Dahicm.

71011 ‘ ew York (&ity) fb Empire State Building.

b. Anal}tical added entries are followed by ceriain filing informatipn.

while early MARC pulicy was to identify this fili;g information by subfield code

"u' it should now be considered an extension of the "t" subfield. See paragraph

A.2.H.3) of this section.

- 60 -
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N Series added entries
Tags 800, 810, 311, 840

\ {

SERIES ADDED ENTRIES TRACLD DIFFERENTLY FROM FORM IN SERIES STATEMENT .

Each series added entry treated as a variable field and is tagged accord--

ingly. - A distinction is rade beﬁ@gen series added entries traced the pame -as

in the series stutemcnt;and those traced differently. This distinction }s made

¢

because in a machipe record the appropriate tracing and the appropriate series

added entry can be genera{ed from ?he series statcment itself as long as the

data in the serics statement and the. trucing are the same. (For the tagging of

series statemens, see the section "Variable field: Series statement.™) It

¥ 5

then becomes :nnecessary to input the series tracing at all, However, if the

series is traced in a form different from that in the series statement, the
series added entry itself must be tagged and input. A further distinction is

i

made between author/title series and title series. When a record gontains
\ -

more than one series added entry, use a separate tag for each entry.
p - ~ h

A. AUTHOR/TITLE SERIES STATEMENTS. The series added entry is traced dif-

fefently from the series statement. » o
‘ Numeric
tag .
800 - Pers;nal name/Title
810 . Corporate name;/Title
811 . Meeting or conference name/Title

1. Construct the identification according to the instructions in the scction

Mmi-in entries,' substituting an "8" as the first digit of the numeric tag.
8 . 8
8101 (Mexito (City) #b Universidad Nacionai.
b Instituto dc Investigaciones Historicas.
it Serie de historia general, fv 5)

.

2. When thc series is nurbered, ins +t a delimiter and subfield code et

between the number and the rest of the series (see cxample abrve).
N

x ——
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i Series added eptries
1 AN Tags 800, 810, 811, 840
T { B. TITLE SERIES. The series added entry is traced differently from the
By v /
_ series statement. N
: 1. Write the tag "40 in front of the series added entry.
: 840 . (Developmental medicine and child neurology.
i T e Supplement fv no. 5)
5 2’/!;omc series adi;j?gntrles may consist of two elements, in ‘which the
i fqut element is itself a title (e.g., the name of a perxodlca1 or a moao~
i graphls series) and the second element is an element related to or dependent‘
i . -
upon the first element (e.g., a subseries). .
§ (Series: Better homes and gardens. Holiday cookbook series, 6)
N / / / ’ '
. (Series: Elites et responsabilites. Journees d'etudes)
I Treat this type of series added entry as a title series added entry, not as
;* an author/title series added entry. Do not insert a delimiter and subfield
i —_
" code betwe.n the two elements.
§ 840 (Retter_ homes and gardens ﬁoliday cookbook series, f6)
- / Vs /
- 840 - . (Elites et responsabllltes Journees d'etudes)
§ i B
i 3. When the series is numbered, insert a delimiter and subfield code "y

betweeri the number and the rest of the series (see example above).

[re——" s "
N

"




APPENDIX 1
~ R { A4
Tag Indicator bata ) Name
3 : ' Elenent
Q 1 2 Identifier : '
- c Preceded by L
Cy l , -a '"WUnit
: X Separator."
- 100 ‘ - . Personal name as main entry
. (Names may be established in A
. T - —conformity with tifs ALA or
. Anglo-American rulesy)
0 Forename only
1 Single surname
2 Multiple surname
. 3 Name of family
i . 0 . Main entry is not subject T
1 Main entry is subject '
" Name )
- b Numeration -
: c Titles and other words associated
J " with name
: o d Dates i
! (- e’ Relator !
: k Form subheading
i - t Title (of book)
i 110 . Corporate name as main entry
0 ~. Surname (inverted) Lt
1 \.Place or place and name
i 2 ) Name (direct order) Lo
1 i 0. - Main ‘entry is not subject
' . ro. Main entry is subject
. ‘ . a Name
i . b Lach subordinate unit % |
— e Relator , o
. k Form subhcading i
i . t Title~(of bock) ,
i 111 Conference or menting as main entry
Y Surname (invelted)
1 Place and namc™ _ -
i 2 Name J{direct otder)-.
; ' 0 ' Main eutry is not subject. 4
3 T Main entry is subject -
~ ) \ L
~ ' B
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L
4
L )
(iy/
»
,

Name
Number -~
Place
Date
Subordinate unit in name
Other information
Form subhegading
Title (of book)
L 130 Uniform title heading as main entry
) ! B, ' ' Null condition in first indicator
-0 » Main entry 1s not subject—”
3 ’ 1 Main entry.is subject
a Uniform title heading
. t « Title (of a book)
- 240 ¢ 7 Uniform title
i -0 ) Not printed on LC card
1 J Printed on LC card
re H . a Uniform titie
241 - Romanized title ]
Does not receive titd -~ added-entry
1 ° Receives title added ¢atry
1 o a Romanized title
- 245 ’ Title statement
: 0 *. ¢ No title added entry in this form '
- - ) 1 ) Title added entry in this form
: Short title
Remainder of title
v c Transcription of remainder of title
’ page np to next field
250 : Edition statement
Edition - .
Additional information
. Imprint -
0 Publisher is not main.entry
1 ) Publisher is main entry
R . T a Place
¢ . b Publisher <
) C Date
300 Collation ¢
Pugination or volumes
Fllustration(s)
X c " Height
350 . Bibliographic price
Bibliographic price
400* Series note--personal name
Forenane only
Single surname
Multiple surname
Name of family

>

n
~ >0 0 o.nN O

e
o

[r——yl
. '

(=i

o

* ‘N 3 + 2(;0

-

~
.
[ 1 bt
y |
[V}

joue]

-
E
§ -
s

N - O

*Used only when series is traced in the same form.
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Author of series is not main entry
Author of series is main entry
Name

Numeration

Titles, other name-associated words

Appendix I

- Dates

Relator

Form subheading

Title (of series)

Volume or number

Series note--corporate name
Surname (inverted)

Place or place and name

Name (direct oider)

Author of series is not main entry
APuthor of series is main entry
Name

Edch subordinate unit

Relator

Form subheading
,Title (of series)

Volume or number

Series note--conference

Surname (inverted)
Place and name
Name (direct order)
Name

Number

Place

Date
Suberdinate unit in name .
Other information

Form subheading-

Title (of book)

Volume or number

Title

Title ‘

Volumne
Series
Serices
Serics
Series

or number

untraced or traced diffefently
not traced

traced differently

statement

Nt e

1 500 ¢neral note
Gencral note
"Bound with"
"Bound with"
Disscrtation
a Dissertation
Bibliography note
a Bibliography note
Formatted contents note

501 note :
note
note

note

F
RT——
P

502

—
o,
i
v

<L 504

7 505

2

. %*Used only when series is

.
L

raced in the same form.
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Appendix 1

e
/
[yrm—1
|

= B i e

0 "Complete' contents
"Incomplete' contents
2 ) Partial contents
Contents note
520 ’ Abstract or annotation
a Abstract or annotation
600 ’ Personal name as subject added entry
Forename only
Single surname
. Multiple surname
' Name of family :
LC subject heading
Subj. heading assigned for use in
children's catalog
) NIM subject heading
3 NAL subject heading
Name
Numeration >
Titles,. othgr name-associated words"
Dates !
" Relator
Form subheading
Title (of book)
General ngdivision
Period subdivision
. Place subdivision
§ 610 Corporate name as subject added entry
IS B 0 ' . Surname (inverted)
s . -71 Place or place and name
. : ! L 2 . Name (direct order) .
0 - LC subj.ct heading
/ 1 Subj. heading assigned for use in
] . ) children's catalog -0
NIM subject heading :
i 3. . NAL Subject heading
’ Name
Each subordinate unit
Relator
) Form subheading
" Title (of book)
General subdivision
Period subdivision -
. Place subdivision .
2 611 Conference -as subject added entry /
0 Surname (inverted) ) i
Place and name .
2 ’ Name (direct order)
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Appendix 1

LC subject heading

Subj. heading assigned for use in
children's catalog

NLM subject heading .’

NAL subject heading

Nanie

Number , N

Place ) .

Date

Subordinate unit in name

Other information

Form subhcading

Title (ol book)

General subdivision

Period subdivision

Place subdivision

Uniform title heading as subject
added entry

Null condition in first indicator

LG Subject hcading

Subj. hcading assigned for use-in
children's catalog

NIM subject heading

NAL subject heading

Uniform title heading

Title (of book)

General subdivision

Period subdivision

Placc subdivision

Topical subject added entry

LC subject heading

Subj. heading, children's catalog

NLM subject heading

NAL subject heading

Topical subject heading

Name foéllowing place cntry clowent

General subdivision .

Period «ubdivision

Place subdivasion

Geographic”name (not capable of
authorship) as subject added entry

Not cntered under 'pluace ‘

Entcred under place

LC subicct heading

Subj. heading assigned for use in
children's catalog )

NIM subject heading

NAL subject heading
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Appendix I

Geographic name

Geographic name
entry element

General subdivision

Period subdivision

Place subdivision

Local subject headings

Reserved for user

Reserved for user

Subject heading

General subdivision

Period subdivision

Place subdivision .

Personal name as added entry

Forename only

Single surname

Multiple surname .

Name of family

Alternatjve entry °

Secondary entry

Analytical entry

Name

Numeration

Titles, other namc-associated words

Dates .

Relator

Form subheading

following place

- Title (of book)
"~ Non-printing filing informat:ion

Corporate name as,added entry
Surname (inverted)

Place or place and name

Name (direct order)
Alternative entry

Secondary entry

Analytical entry

Name .

Each subordinate unit
Relator

Form subheading

Title (of book)

Non-printing filing information
Conference as added entry
Surname (inverted)

Place and nanme

Nar.e (direct order)
Alternative entry

Secondary entry

Analytical entry

{ .
!

S

L
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% ‘ Appendix I
] a Name
i b v Number ) \ .
: c Place ;
d Date _
: e Subordinate unit in name ’
i g Other information
’ ) k - Form subheading
K ' t Title (of book)
i . : ; u Non-printing filing information
i 730 ' Uniform title heading as added entry
\ B : Null condition in first indicator
. 0 Alternative entry.
P 1 Secondary entry
2 . - Analytical entry
' a Uniform title heading
; t Title ™
, - u Non-printing filing information
740 / ‘ Title traced differently from
: short title
. : p ) R Null condition in first indicator
) 0, Alternative entry
; ) Iy Secondary entry .
: 2 Analytical entry
a Title traced differently from i
i ] . short title
i 750 ’ Name not capable of authorship
‘ ) 0 Not entered under place
. } 1 Entered under place .
o . 0 : Alternative entry
. s ' _ 1 : Secondary entry
3 2 Analytical entry
’ , a Name.or place entry element
b . Name following place entry glement
800* . Personal name-title series added entry
_ 810* Corporate namc-title series added entry
811* ‘ Conference-title series added entry
¢ 840+ ) Title series added entry

-
*Tags in the 800's are uscd for series added entiices traced differently from
the seriecs statement. With the exception that ne second indicuators are used
in the 800's, the indicators and data element identafiers ave’ the same as
those used with the 400's
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PREFACE ‘ b

»

This manual describes operation of the Irascope terminal used in the Ohio
College Library ng;er's computerized, on-line shared, cataloging system. The
manual is intended for-use as a reference tool by a cataloger after he or she

has received instructiomin-use of the terminal. :

-~ 2
~

‘Neither sthe manual nor instruction can cover all possible events and
their interrecactions. However, it\TS\gxpetted that after a few weeks of
experience, a cataloger will only occasionally need to refer to this publication.
Nevertheless, ere may be times during those-early weeks when a cataloger
mzy be engulfed®in paralyzing bafflement unrelieved by previous instruction or
this manual. Before this state becomes catatonic, call the Center for relief,

The Ohio College Library Center is grateful to the Library of Congress and
the American Library Association for permission to reprint Appendix II from
Books: A MARC Format and for permission to include in Appendix I excerpts from

a table entitled "Extended 8-bit ASCII Tharacter Set for MARC II Format" in
the same publication. ‘
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A

. INTRODUCTION

| - \

: The pr1nc1pal objective of the Onlo College Library Center is to ingrease

H availability of library resolrces for use in educational and reseairch programs of

Ohio colleges and universities. The principal economic goal of the Center.is to
- lower-the rate of rise of per- student library costs while increasing avallablllty

i of library resources. - . ¢
A _ ‘ The on-line shared cataloging system for wh1ch this manual Has been prepared
i will supply on cuathode ray tube terminals in each institution's library union

. catalog information, information as to availability of §R§c1f1c items in other
member libraries, informaticn cencerning holdings of neighboring Ilbrar1es to be
3 o used in book selectlon and avoidance of unnecessary duplication, bibliographical
; information to be used in ordering, and bibliographic information to b&used in
cataloging. In addition, the system will furnish to each member library catalog
cards in final form arranged for filing:in individual packs to go intg specific
catalogs. The Manual fer OCLC Catalog Card Production (Februdry 1971) describes
the many options availible to Members for the formating of catdlog cards for their

individual catalogs. ’ i .- T

. oL
=

A major procedural goal of the on-line cataloging system is to furnish
cataloging personnel in individual libraries with bibliographic information when
and where theytneed it. It is intended that when a book leaves the terminal,

. - bibliographic cataloging will be complete as well as physical processing except
for affixing spine labels and labels for book cards and book pockets.

F

A major economic objectlvefls to reduce cataloging costs to member 11brar1es
by taking advantage of cataloging perforied elsewhere and: “thereby ellmlnatlng
duplicate effort. Employment of labor saving machines will of itself further
reduce ’sosts . 4

(<

Each ipdividuai library will have its own design for flow of work and
cataloging on a cathode ray tube (CRT) terminal, 3nd these work flows will vary
_in procedural detail from library- to library. Us¢ of the OCIC system will vary
from a library that mimics LC bibliographic data #nd LC call number to a library
employing Dewey classifi¢ation that would not only alter the Dewey class number
. but also add a book number, . -
The poclf .on of the terminal in a wqu flow diagram should be the same
location as that where the writing-of LC'card numbers .on punch cards occurs in
. : - usenof the ©off-line cgtalog production system. Work flow dfagrams will change
. ) for some libraries, parti Lulaxly for those libraries that search {or biblio-
graphic catalopging information in addition to verifying a title to avoid
duplication at time of ordering. .Morcover, as the on-line “data base expands 1n
size and ut111t), it is quite likely that further changes will be invoked in work
flows. / . .

The following four sections of ‘this manual describe operation of the terminal,
techniqucs for scarching for vibliegraphic information, cataloging using biblio-
— graphic data obtained from the system, and input cataloging for inserting into the
‘ : system. Figure 1 is a flow chart that depicts activity at the CRT.. Details for
the manipulation of bibliographic data are to be found in the: manual entitled
Creation of Machine-Readable Catalog Entrics; an Adaptathn of the 'L ata
Preparation Munual: MARC Edators" {(May 1971).
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FIGURE \‘{. General Flowchart — On-line Cataloging System, 15 May, 197!
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Text of commands to be communicated to the ¢~ »nuter are printed in upper case
L 1n this manual to avcrd pessible arbiguity. For crurple "END" 1s used as the
S command a cataloger erploys to instruct the conputer that he has ceused to operate

\\\\\\Fhe terminal, but the cormputer wi.l also recognize "end".

OPE ION OF TERMINAL
\

™~

—~

- *
be terminal is-g small satel..te computer that possesses a /
for manipujating alpharumeric characters. Outwardly it
- apprars as having a4 screen not unlikf thdt on a television set (Figure 2) and a
keyboard that resembles that oty tfpewriter (Figure 3). When the terminal is
turned on, there is a blinking curs wmsisting of a blinking vertical line tha.
~appears 1n the upper left-hund corner the screen. Whenever a key on the key-
board is depresscd the corresponding character appears in the position ocuupied
) by the cursor. The cursor then moves one po;Ttipu to the right or to the start
- of the next line 1n the cevent that depressiow-of\thg key occurred when the cursor
~

, . A cathode ray
. . memory and logic circul

occupied the last position in a line. o e
, - . . . L
-5, N - The central computer can also communicate with a CRT terminal and place
’ L. s information in its memory to be displayed on the screen. \\\\_ -

B Cathode ray tute terminals are solidly b 1lt but are not indest;;Efiblgf
Ordinary usage, such as that given a typewriter, will do no damage to the ™~

terminal. lHowever, if one pushed tke terminal off a desk onto the floor, the ™.

effect on it wonld be the same as would be'achieved if one pushed a portable

television off a desk onto the floor. It would be wrecked. .

[RILTR T

: The terminal is turned on by rotating the knob below the lower right-hand

corner of the screen (Figure 2) in a clockwise direction for about 180 degrees.
- Soon the cursor will appear blinking in the upper left-hand corner of the screen.

Next the brilliancy of the characters may be adjusted by rotating the knob in P
: either a clockwise or counter-clockwise direction. -

i

-
Ao

\-“l

To. the right of the screer is a column of three yellow {ndicator lamps
bearing captions INSERT MODE, MSG WAIT and KBD LOCK. The significance of the
top and hottom lamps is explained in subsequent sections of this manual. The
middle lump (MSG WAIT - message waiting) illuminates when the computer has 2
special message to communicate to the terminal. To receive the message the
cataloger should return the cursor to the home position if it is not already at

/ home, type MSG, depress the key labeled DISPLAY REC'D and then SEND. The
-computer will display the message on the screen. The computer will hold the
B sssage untrl the cataloger indicates as described above that it is conveanient
to 1eceive the message; a warting message will in no way interfere with normal
cataloging activity on the terminal. ‘
Logging In
After having turned on the CRT, or whenever a cataloger {irst begins to usc
a CRT, he should log in. If somcone else has left text on the screcen of the
CRT, the screen should be clearcd by simultaneously depressing the keys labeled
CONTROL and CLEAR PAGE. This action will erase data on the Screen and will
return the cursor to the home position, which is in the upper left-hand corner
1
>
- ) M " -
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of the screen. If there is no text on the screen but the cursor is not in the
home position% it can by returned to heme by depressing the key lqpéleg HOME.

>

N The cursor should wlways be réturned to the home position before a request
~™ _is typed to be sent to the computer.
\\
: To tontinue the plOLebb of logging in, the cataloger should next type his
. or her Social Security nurber including the dashes (i. e.,-023716°3272) and
- _depress the key labeled SEND. The computer will now acknowledge that the
! “cataloger has beefl ident:ficd. Catalogers will be qualified either to make full

use of-the system including.production of catalog cards or to make partial use
of the system not involving production of catalog cards. Partial authgrization
will be provided for thosec individuals whose cataloging must.be revised before
cards are to be produced and holdings information and input cataloging arc to be
entered into the system. The cataloger need enter his or her Social Sccurity
number only at the beginning of the period when the cataloger will be using the
teyminal,  When the cataloper ceases to use the terminal, the screen should le
cleared or the cursor returncd to home if the screen is already clear, END should
be typed and SEND depressed.  Such action will prevent another -person from&yslng
the terminal until he has identified himself to the systen. e

-

Keyhoard . ’ ’

: The keyboa:d-consisis of a standard typewriter keybeard plus many additional
o characters and a variety of special function keys (Figure 3). The five function
kéys, most of which arc at the right end of the keyboaid, are employed to
communicate with the terminal and to edit text on the screen.

SOM: The left—most column in the main bank of keys contains three function
T keys: SOM, SEND and CONTROL. SOM stands for ''Start of Message". The start-of-
; message Lhardutcr is a triangle {}>) and must always be at the beginning of any
message or string of text to be communicated to the computer. There is a
. permanent start-of-message character at the beginifing of the first line, but i*
is not displayed on the screen. The start-of-message character can be 1nﬁcrteu
- into the memory of the terminal and therefore onto the screen by simultaneously
depresslnb the CONTROL key and the SOM key. Any text then insert'ed between the
start-of-message character and the cursor will be transmitted to the computer

when the SEND key is depressed. ~
- .

: SEND: When the SEND key is depressed an internal flag is set that indicates
: to the computer that the term’ 4s data to be transmitted. The computer will
then instruct the terminal o m1t the data and will acknowledge to the

. terminal when the data has be ceived successfully.  As soon an the SLND key

i Is depressed, o yeilow indicatos lamp to the pight of the wreen Dearing the

: Luptjon KBD LOCK (Fipurce 2) will alluminate and will remarn lit until the computer
achnowledges successul rederpt of the transmission. During the period that the

keyboard is locked, 1t 1s inpossible to ope:ateg}hc keyboard.

CONTROL: The CONTROL hey is'a safety device to prevent loss of d;ta'by

accidentally dqgressing SOM, MSTP RES:T or CLEAR PAGL. Accidental insertion of the

;Z start-cf-messagC character could lead to loss of data in transmissién in that not
all data intended for trunsmission would be transmittod.  Similarly,. accidental
depression of MSTR RESLIT and CLEAR PAGE could cause loss of data from the memory

“~. - of the CRT terminal. ‘

E
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INSERT: At the right-hand end of the keyboard there“are thirteen funcgion
keys. The first key in the top row labeled INSERT puts the terminal into -insert
mode when it 1s depressed. °‘All other key¥*then produce -the same action when
depressed while the terminal is ip insert mode as in norr.al mode except for- the
space bar at the bottom of the keyhoard. In normal mode, this space bar operates
exactly like-the space bar on a typewriter. 'That is to say, it advances the
cursor without' having any effect on the text already typed onto the screen .
However, in insert mode the space’bar,always inserts a blank and,movgb exfg%ing
text one position to the right. "~ To advance the cursor“Withou -altering text when
the terminal -1s in insert mode,.the "thixd key 1n the fourth ro% from the top,
bearing the¢ arrow pointing/ to the right, should be depressed. -

B L 3 b

When INSERT is depressed, the apmost of the three indicator Jamps to the’
right of the screen (Figure 2) will 1lluminate yith the caption INSERT MODE. If i
the cursor "is not alieady in the position where the insertion is to be made, it
should be moved to that pouition using the ‘cursor-méve keys;rn the third, fourth
and fifth rows of function-kevs. After the cursor has be&n ﬁbsEtioncd, the
cataloger can then’type in text that is to be inserted. Text already on the“
screen will move to the right and upon reaching the end of the line will move
down to the next line -as the terminal opeﬁ% up that line to receive text, -When
the insertion is complete, the INSERT key should be depfegsed again to return the
terminal to normal mode. . . = ’

“ DELETION: To delete a'churacteffjﬂégf the cursor’on the unwanted character
_.and dgpress the key labeled DEL PARA DEL. Tlhe delete key ‘DEL wyll cause the-
charactér at the cursor position to be deleted and will move all text to the right
of the cursor it that line onc position to the left, providiné that a carriage-
reture (k) Or paragiaph mark terminates, the line. If the delete key is held
down, the deélcte operation repeats until all of the text on the line has been :
erased. If the delete key is still kept depressed; the text on the next line is -
moved up with the first character position at the cursor location and the delete
operation continues as long.as the delcte key is hcld down.

When the delete paragraph function L PARA is activatea by first depressing
the ESC key and then the¢ DLL PARA key, ali characters up to a maximum of 256 from
the cursor position te, but not including, the ncxt followiny paragraph-mark
character are deleted. The paragraph-mark character will appear at the cursor
position, C , ~ )

MSTR RESET: The  third key in the top row is labeled MSTR RESET, which
stands for "Mastel Reset". Simultanecous depression of the CONTROL key with this
key will initiate the display, restore the keyboard, and return the curso. to the
home position.  This functien does''not clear the display memory, so thit 104{ in
the memory ':1'1 not be lost. In genergl, \\.'hcncgt-r the terminal does not 12spond
to any action for a protracteu periodiyof time, uch as a minuce, 1t should be
reinitiated by employing MSTR RESET.

ESC: The first key in the second row of ncc right-hand.greup of function
keys is labeled LESC, which stands for "Escape' .V By depressing and fEleasing
this key and then a keyboard key, the character ut the right on a keybdard hey
will be inserted into the memory and displaggdfhn’the scrzen.

[y

' /
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" .RAGGED RIGHT: The seuond kev im the second row is labeled RAG'D RIGHT, which
““stands for “"Rugged Right", a printer's tbrn When typing. on' the streen, one can
type continuously and the line of text’ *will drop down to the next line whenever a
lihe has Been filled. When one reaghes the end of a paragraph or'field, the
paragraph mark should be inserted. Then the cursor should be moved upward to a
_position in the first line of the paragraph.or field and to the 1éft of the rfight-

.- most blank space in the line. When the ragged-r1ght key is depressed, the screen

v* will be rearranged so that each line is filled as fully as possible with complete
words only. Fherefore, a cataloger only types & hyphen when it s td appear on
the catalog card 1rrespegti»e of its position in a line. "A hyphen should never
be used to divide a word at the énd of a line. ) S

"

[3
ot

PRINT: 1If a terminal has the optional printer attached to it, depressicn

' of the PRIVT hey will GJUbe the text on the screen to be typed out 'on the type-
wrltor . .

o Ml

N
‘ AUVANCE LINE: The first key in the third row of right-hand function keys 1is
% ADVANCL LINE.  When this key 1s dcprcsscd the cursor advances to the first char-
acter positiép of the folluwing llnc . o - “
HOME: The th1rd kev 1s labeled NOME. Depression of this key returns the
. cursor to the first character position of the first line - the home pos1t10n
CLEAR PAGE: .The second key in the fourth line is labeled CLEAR PAGE. This
function can be activated only by sifiultanebus depression of the CLEAR PAGE key
and Yhe CONTROL key. This action erases tsb text on the dcreen and in the
~—Temory. It should be used only when the data on the screen is no longer needed.

s
MOVE CURSOR: The second key in the Lh1rd row,bears an arrow pointing up. On
the depress1on of this key, the cursor will move to the corresponding Character
position in the line above. If the key is kept depressed, the cursor will contjnue
«. + to move upward, but if the cursor is on .the top line, it will remain on the ;op
- . line except that 11ne roll mdy occur (See Line Roll)., TR

K

The first key in the fourth line has anm arrow p01ntihg t8 the left. ;Lf the
key is kept depressed, the cursor will continue to move to the left, and its
movement- will terminate yhen it reaches the first character position ‘of the line.

. The third key on’the third line carries an arrow pointing to the right.
In normal mode this key and the cpace bar have the same function. fomentary ’
\ depression of the key moves ihe cursor one position to the right. - If the key is
' held down, the cursor wil% continue to move to the end of the line and then to
2, the first pus:tlon on the foliowing line. In insert mode, this key has the s.ume
! function. )

)S - ' to . <

k The ‘bot tom Key in ‘the rlght -hand group of functlon keys has an arrow point-
i ing down. Depxesswon of this key will cause the cursor to move to the )

“correspdﬂdlun character p051t10n on the ling below. If the cursor is held down
\1t will move continuously down to the bottom line. If the cursor is ‘on the last

\llne, it will remain on the last-line, except that Line Roll may occur (see Line
Roll) . ) U < .
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Lire Roll
" Line Roll is the mechifffsn that provides pccess to that poriion of *he memory
reftaining undisplayed on the screen after 32 partially filled lines of ¢haracters
hpve been displayed. If a. carriage-return pr paragraph mark is entered on the
3¢nd or bottom lin: of the display and the move-cursor-down key depressed, all
lines will move up, leaving the cursor on the bottom line. The original 32nd.
line will now be the 3lst line, and tHe 31st” line 'will benghe 30th line, and so *
forth. The first line will disappear from the display screen, but will remain in
the me'ﬁny. The bottom line on the screen is now available for data entry. This
process will repeat until no memory remains undisplayed. .

P

=

~If the cursor is on ‘the first line and a cursor-up command % given, the
line preceding the first displayed line will return to the display screen in the
first line position; all subscquent Lines will move down one line. ' The bottom
line will disappear from the display screen, but;will remain in.memory. This
process will repeat until the beginning of the mzmory is displayed at the top
of the display screen. .

Depression ot the HOME key will return the cursor to the home position and
thereby put the first line of memory on the first line -of the display screen.
All subsequent lines will be repositioned accerdingly.

- Qiytended Library Character Sets

The fourth édigion of Books: a MARC Format describes three "extended libgary
character scts": the Greek set, the subscript set and the superscript set.
OCLC will accept characters from these sets and any other sets that may be ~

established by the Library of Congress for its MARC fgrmats,

will be maintained on the data base and displayed for users™®

These characters
f the records

containing the characters.’

However, currently OCLC has no means available for

printing the characters contained in these extended character iets. Therefore,

whenever printed material is made from a record containing one of these characters,

an opening will be left in the text for the character, but nothing will be
printed therein. It is recommended, therefore, }hét the‘tatalogerrspell out
any symbol that is not included”in the standard character set described in
Appendix I. ‘ ' :

+ The change from one character set to another is signaled by a broken vertical .

bar,' » produced by depressing SHIFT and then SOM. The chhiracter that immediately
follows the vertical bar signals which character sct is desired: "s" for standard,
"g" for Greek, "b" for subscript and "p" for supérscript Once a character set
has becn entered, all subspquent characters input will be' treated as members of
that character set.  For .example, if the cataloger wishes to enter ? into the
system, the. character sequence ”:ga{pZ;s“ would be used, the_”:s” signaling

return to the standard character set.

Greek Character Set ) .

characters can be enteved into the bibliographic recerd as follows:

- * . -~

After the Greck character set mode has been invoked by keying'"{g”, Greek

- .

Character - . . Name Displayed as Keyed as
Alphi. a . ) ar
Beta ° b b

Gamma ¢ ' c

8

£




.

Subscript Character Set ST " .

L

.. When the subscr1pt character set mode has be7ar51gna1ed by keying " b'", the
followlng characters can be enter d::
—~— . - - !

Charatter » . 7 Name . . ‘,f Digplgxed as * Kezed as

- LS *
‘0, ) Subscript 0 ,
Sebscript
Subscript
Subscript

" SubscTipt
Subscript
Subscript6 .
Subscript
Subscript” 8
Subscript 9
Subscript Open Paren
5ub5cr1pe\Llose Paren
Subscr1pt Plus,

- Subscr1pt Minus

.
. O

N R - NN S
Nt e D 00, OV BTN
L A m B O NN B NN O

4

Y . [y
.

[ e
Jupesrscript Character Set
)

5‘

. - ! . . - o
When the superscript character set mode has. been entered by-ikeying "%p", .

characters of the superscript character set corresponding to the above list of

subsﬁmlpt characters may be egXered into the bibliographic record. )

-SEARCHING >

+

»

- Although it would be possible to ebta1n a b1b}1ograph1c record froi the
central file-for display on a CRT screen by employing a call number, 5earch1ng
+ for bibliographic information will undoubtedly be done entlreLy by, use. of LC ’
« card numbers and search keys when LC card numbers are lackgng

-

: LC Card Numbcr

T .
. . % . +

The first action of a“cataloger at a CRT is to check the verso of the title
page ‘of the book to be .cataloged to obk@;n the LC card number. If an LC card,
nunber is not’ on the verso, the search should then be performed using the search N
key . Y '

Before typing the LC card number onto the screen, the cataloger shobild
clear the screen by simultaneously depressing CONTROL and CLEAR-PAGE. Type the °
LC card number onto the screen, depress the' key labelea DISPLAY REC'D, then
depress the key labeled SEND If the bibliographic record bearing the cal .
number typed on the screen is in the master file, it will be dlsplayed<gtéé;e )
screen as illustrated. in Figure 4, - . .

Compare the bibliographic descr1pt1on on the screen with the title page.
" If the description iy for the book at hand, or if the deScr1pt10n varies only
in minor detail such as imprint date, cataloging proceeds as described in the

- . : r -
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- ‘ l subséquent scction entitled CATALOGING thH EXISTING BIBLIQCRAPHIC I\rORMATION
« e - T If the deSCTlleOn dees not match the title page, the search should then be -

.o, carried out using the sc)rch key descrlbed under Search kels, the next subheadlng
. . of this section. ' - .

.
[

[r——

, .
T S Infrequently, two’or more truncated b1b11ograph1c entries will be d1splayed
. . Wwhen a search is prosccuted using an LC card number. This event occurs when two !
' . . Qr more recqrds bear the same number, and when.it does occur, the cursor will be
S di'splayed at the hongposition. Lach of the truncated entries will-be numbered,
{ , "and if one of the.entries appears to match the title page at hand, type its -
R number, depress DISPLAY REC'D, then SEND. The full bibliographic record will - -
. 5 \\\\\\ appear on the screen. Compare the description with~the title page; if it fits the
. title page,,pnocccd with the cataleging procedure "¢ the description con the .
- screemr does not fit the title page and if it is thought, that*one of the other |,
R truncated entrics might do so, the display of truncated entries can be recalled
. o . by typing PS (abbreviation for "prevjous screen"), and-depressing DISPLAY REC'D
- . " and SEND. 1f-g bxblxograph1c record cannoct be found by using the LC card number
’ that matches the title page, clear the s¢recn and use the scarch key prqcednre

Jhen the blbllggraph1c record on the screen matches the title page of the
* book at hand, procetd to catalog it as described in the next section entitled
CATALOGING WITH EXISTING BIBLIOGRAPHIC INFORMATION. If the biblogriphic record -
. - 1. “is mot found by either LC-card-number access or search-key access, it is then

: ’ necéssary to input .the cataloglng information as descr1bed in a subsequent section
ent1t1ed INPUT CATALCGING. - .

. * . 3

- “Search Xeys - Va@e -Title-Entries ) . L .

-

The OCLC access system by name-title and title- only entr1c;\employs 4.3,3

search key. In the: case of the name - title entry, the search key consists of

the first three letters of the main entry and the first three letters of the

first non-English-article werd.of thé -title. - At the present time, foreign
‘ # °articles will be rreated as the firs} word. .
. Punctuation should be deleted from words’, and the space, which the )
s . punctuation mark ocgupied, should be eliminated before the search key -is
) construct'ed. For example, "U.S." should be changed to '"US", the search key will

. be "USP" where "P" signifies a blank. Similarly "0'Brien" becomes "OBrien'',

- and the sear®h key is "OBr". 1In constructing the search key for the title, )
. *  The co-op in Swedein, the English article "The' should be discarded and the .
- £ hyphen eliminatcd from "co- op" Hencc the key is "coo",

) The 3,3 search key for a book by John O'Bricu entitled The Co-op in Sweden
- I (New York, Wiley, 1904) is '"OBr,coo'". However, it i« immaterial to the system
' : whether upper- and Tower-cuse characters are used or all upper-case or all lower- P
case. The following three search keys. for 0'Brien's book are equally walid: 1)
* OBr,Coo; 2) OBR,L00; and 3) obr,coo.’ When the search-key method of ac¢dess is '
employed, one or more truncated titles will be displaved. on the gcrcen., A
: truncated entry will consist of up to 58 characters of, the main entry, and if 58 -
N charactetrs of the main entry are displayed, up to .30 characters of the title,
: plus the date of imprint. This data will be preceded by a sequential number.
If theré is but one entry for a search key, as will be the case fér three out of
four keys, the full b1b110graph1c record will be ~displayed immediately. Nlnety-
: nine percent, of the time, all of the truncated entries for a single search key -
: R ‘ © will occupy less than one screen. To obtain the full blbllOgraphlc record,
* - N . . ~

gl
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type the number of the entry desired; the ébmputer”willvﬁave,placed the élrsoi
at the home position. Then depress DISPLAY REC'D and SEND. The full bibliographitc ~
- record wtll appear on the screen. ’ A - - : ’

?

R+
i
'

. - If more truncated entries are found than can be displayed.on one screen, *
“Mere will be a message at the top in’the. following form: 'Screen 1 of 2
screens’.. To see the next screen, type.NS, DISPLAY: REC'D and SEND. To return to
the previous screen, type PS and depress DISPLAY REC'D and SEND. If the search
key yields more entries than cart be displayed on two screens (nine entries per
F | screen), a message will be put out requesting the cataloger to enter a three-
- charactéc_kev consisting of the first letter of the next three words in the title
. following the last word from which a key had been derived on the previous search.

I ? Wbl IR
"

» / A comma must follow the first and second pésitions in the key even when a
Y / . position is blank, ‘Next depress DISPLAY REC'D and SEND. . .
. . . . L o
\\‘_;,// " The initial scarch key for the following entry is "USP,NOM", and it produges

more entries (102) than any otlfer key from a MARC -file of 130,000 records.. .

U. S. Congress.  Senitte., Committee on Financem ’
. Nominations. taring, ninety-first Cdngress,
R secoad.session, on nomination of Elliot L: Rich-

: /.
o ardson, of Massachusetts, to be Secretary of Health, /
) . Education, and Welfare. June 11 and 12, 1970. * /
o . X III, 43 p, idlus, 24cm. y . /

Upon being requested to énter the three-character key,’ the catalogef will type

- VH,N,C" (the hyphenated phrase "ninety-first" is treated as one word). Again,

. - 1 there will be too many entries (55) for two screens, so’ the request for a thrce-
: character ‘key will te Tepeated. The cataloger will then enter "5,S5,0". This

ooy time there will be 22 replies, so again a three-character key is requested. The

. cataloger now entérs "N,O,E". Only one reply will be made, and it will be the

entry sought. Ahu9, the desired record is obtained in the worst pogéible case.

Search Keys - Title

= .. A work may bec -scarched by its title in a name-title or title-oﬁiy entry.,
The fqrmat of the title-type scarch key is the first three letters of the first
) "non-English-arficle word of the title followed by the first letter of the

: following three words each separated by commas. For example, the title search oo
: - Key for George H. Daniels' American Science in the Age of Jackson is "AME,S,I,T".
. . : The tdtle;key for C. P. Snow's -Lest Things is "LAS,T,p,p". *

Search Keys -~ Maim Fntry Index - ' ) R

(Suppleirentary pages will be issued containing a description of the search

keys to be used when searching by main entry only.)
. ! ,

v ¥ !

: ' ) . A
- CATALOGING WITH EXTSTING BIBLIOGRAPHIC INFORMATION
N S~

. . . - / - N,
This section describes cataloging employing a master biblidgraphiE record .
. . " . displayed on the CRT screen that was lecated by using ejther an LC card number
- or a search key. The majority of cagaloging will then proceed with editing of
. » .

-
-

L 4




?Z the bibljographic data and acceptance or construction of a call number. However,

i -before final cataloging, other information can be obtained from the system such

X as other titles by the same author, authority for entry, other titles classed in ' ,
the same class number as given on the master bibliographic record, and determina-

* tion as to whether the class number used by the Library of Cohgress is the same : ~
class number in which the library places books on the smbject of the title at.
hand. - - ) : R . ]

’ / “« . \ . - . .

. Most librafies use ‘the Library of Congress main entry as an duthority and

o ,supplement Library of Congress cataloging with their own authority file.

. Authority Tiles may be entered into the system, but in their absence a Lier.y

. of Congress record will-be“displayed if it is”in the system. To check for

authority information the cursor should be positioned immediately following the

- i main entry, then depress the hey labeled AUTHORITY and ghen SEND.  An authority

| : record or a Library of Congress record will be displayed as a truncated  entry if -

g ) either is present in the system. The cataloger may then obtain the. full recprd

} ;§ by follo%ﬁng the.procedure. described under the subheadigf Search Key. "

. N »

-

-

) The tcataloger may also determine what titles have already been entered in 2 b
given ckgss number by positioning the cursqr in the blank spafe following the
. ——1- ° class number displayed on the screen providing that the‘class number does not .end
: with a date; if the numbér terminates with a.date, place the cursor in the blank \
", - space before the date. Next, depress DISPLAY REC'D and then SEND. Truncated ’
entrigs for up to ten titles-classed under‘the number. being searched by the »

"library doing the searching will then be gisplayed on-the screen.

I iy
“ i

. - 4 . *
Editing Bibliographic Data ‘ -

$

* The cataloger will probably first scan the bibliographic data for errors ard
by "errors" js meant only 'errors in spelling or in tagging and coding. These '
; . errors should be corrected on the scteen by oveftyping the incorrect.character or
‘o characters/ To overtype, position the cursor over”the incorrect character aid
- . type the correct character. °

.

\\~w: e If there is an extra character in the data on the screen that is not on the -
- title page, that character may be deleted by ppsitioning the cursor on the
© . qpffehding,charac;er and depresging the key labeled DEL.. If eharacters have becen
’ omitted {rom the data that are on the title page, insertion of characters can be
7 - .achieved' as, previously described under INSERTION in the sectjon,entjtled -
: : OPLERATION OF TERMINAL. The cursor should be placed in, the. position where the-,
: - omitted text is to be inserted. Then-depress the key labeled iNSERT; the small-
orange indicator 'lamp bearing the caption INSERT MODE will light up. Next type
the text that is to bc inserted. The text.afready.on the screen will ‘
automatically advance to make room for the new text. When the insertion is
complete, depress the INSERT key again, the indicator lamp will go out, and thg
terminal will return to noimal,mq?e. : ' N

’
- -

- A new field can be insqrted by opening up a lire for the insertion 6f by
- typing the new field following the last line displayed. To open up a new line,
. : ) position the Lursor at the start of the line to follow the new line anq!insert
. . - a paragraph mark.. Then put the terminal into insert niode and type in the new .
. N fig}d. .. Co o
Q : \ﬂJ by . .- ' .
ERIC - .
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Whether the ncw field is inserted or-added, it must be given a decimal
fracticn number that will position the field relative to existing numbered.fields.
For example, .if a cataloger wished to insert. the subject heading "Poverty" as the

irst subject heading in Figure 4, the new field could be numbered 3.5.

h\\\\\; Sudsequently, the cataloger could add another subject-heading field between

N ""Poverty' and "Social work with youth .- New Haven' by assignirg* 5.8 to the second
new fiefld. s . . vt

-

Whenever a correction, deletion, or insertion has.been effected in a field, « °
the key ADVANCE LIXE should be depressed until the cursor is in the first position .
of the field following that in which the change was made. Then*depress_SEND.
This action will have the effect of communicating the altered field to the computer
so that the .cards produced will contain the <hange made in that field. Qnly those
fields in which changes fe made need to be sept to the central computé%\when
cards are to be produced from a bib}iographic record already in the system.

Y]

If the book at hund is a different edition from the one on Qhe screen, the
edition statcment and.the imprint and perhaps other changes can be effected
;féng the techniques just described. However, a different edition (not merely a
‘different printing) constitutes a separate bibliographic recdyd, and the edited
text on the screen should be Viewed as new cataloging. Therefore, follow ‘the
procedure described under the:subsequent section entitled “INPUT CATALOGING for
the transmission, of the data, field by field, to the central computer.

. . ¢ . .
(.1ass Numbers o ¢ - . -

s *

For a book to be classed in the literature section of 4 classification
schedulesand in some other sections of tlassification schemes, it will be
necqssag;:xﬁ.chc;k to see if the library uscp the same class number for the author

- as that on the bibliographic record displaygdd. To do so, the cataloger shpuld

~follow the procedure described above. If the library has used the class nﬁmbqr,
truncated entries for up'to the last ten titles assigned the number will bg
displayed, and if the entries displayed are for the author being searched, the
cataloger can accept the class number on the master bibliographic record. How-
ever, that record will have disappeared from the screen when the truhcated
entries were displayed. Therefore, retu¥n the cursor to home if it is not
already there, type PS (for "previous sgreen"), and depress DISPLAY REC'D and SEND.
The master record_will reappear, and the cataloger can continue cataloging.

r

When. the Iibrary\has’ﬁot used the class number being searched, a truncated
version of the entry most recently assigned to the number on.either side of the -
-numbeT being searched will be displayed. If the alphabetized location of the
author's nuzc is between the two names displayed, the cataloger ‘can accept. the
class numbe} on the master record and proceed as described in the previous -
paragraph. . . ' > N : '
When the author's name being scarched is not in an alphabetized location
#between the names. in thc two entries displaf%d,.the cataloger will select an
arbitrary ‘class numbér.beyond the.number for the entry that alphabetizes more.
closely to the name soufht. Type the selected number at the home position,
then CL, depress DISPLAY REC'D ajyd then SEND. " The cataloger should repeat this
procedure untdl the correct, alphabetized location for the author's name being
searched is discovered.

[T
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LIt must be pointed out, however, that the procedure descr1bed in the last
two paragraphs will not produce valid restilts until after the 11brary has
COnyerted dnd entered into the system 1ts -entire*shelf 11st. . ’ o~

® “

. Call Mumberg . o . . . . <
- o . \ . .
Processing of call numbers cah constitute 1) acceptanc of a call nudber
displayed with the bibliographic data; 2)'an flteration’of the.call num¥er — -
displayed; or 3) the addition of a book number’ to a class number displayed.
[ .. . . .
" Libraries m1m1ck1ng LC cataloging will be.able to‘accep LC call numbers \
as displayed when such a call numbér is mad¢ up of an LCclassification number - \
plus a book number. However, if the 11brary has not converted-its shelf ,rist .
and is not cmvloy1ng a special character at the end.of call numbers produced ih - o
the on-lina#system oT is not using an "x" or some other character at the -end of —.
~call numbers for which the 1¥brary has done Q:lgznal cataloging, it will be- . * |
necessary for the operator to check-the call number against the shelf 'list to _

* determine whether or not the call number has already_bcen used. Once the -
library has converted ‘all of 1ts holdings into the on- l1ne system, the-:checking i ,
can be done from the terminal by placing the Qnrsor at¥the -end of the call number ~
field, depressing CHK CALL NWM and then depressing -SEND. A message will. be- . -

. printed out at the top of the scréen 1nform1n§ the cataloger, whether or not the -

¥
call number checked has already been used. - !

~

S

¥

! The cataloger may change a call number by overtyping a character or et
- characters, by deleting a character or characters, or by adding characters.

Presumably such a changed call number, will require checking, and the same

» procedure described in-the previous paragraph should be followed. lerarles‘/4 .

employing LC's alternate literature class number or Dswey classification numbers )
will need to complete such class nupbers when displayed on the screen by ‘L
adding a book number. Once again, it will-be necesgary, to check whether or.not

a new number has been used by following the procedure described above even '

though the library may be using a special symbol at the.end of the call number

to denote that the call numper was produced in the on-1ine system. '

When the call number has been completed on the screen, it should be - d ;7
written in thesbook to be used-in physical processing. If the 1%brary has an
optional printer attached in the terminal, the cataloger should return the
cursor to home, type LL (for labels), depress PRODUCE and then SEND. The
computer will reply by writing text for the labels on the screen. Next, the
cataloger should depress PRINT; the labels will then be typed on the forms in
the typewritdr.

x

.

‘ : ' 1

The subsection Multiple and Partial Holdings describes ﬁbe Egocedure for LT,

adding holdings 1nformdt n to call numbers as well as locatlon J4mps not
automatically supplxcd by the catalog production progrum. : : .
Holding Library ' y .

: * . - > ¥

‘Unless this' field is filled in on the screen, the system will automaficéliy
place the symbol for the library dcing the cataloging in the figld. 1In some
sfialler institutions there is only one holding library so that insertion of
the holding library symbpl will alwa}g\be automatic.

% ’ * “;\. *
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In inSt1tutlonsfhu?ung moYe than one holding lJLrary, the éataloger chould
always epter the holding library 'symbol wherever the holding libraYry differs fron
* - the nain collection, in the library in Which the ,cataloging is being done.’" The
¢ Symbols” are the same us those employed in off-line catalog -production. For .'
example,sat Ohio Unkversigy, the sym@ol fqr&the referepce collection in the main
library js "OUR", and this symbol should be typed into the position designated
when the book is™to be shellved in Referenc Similarly, a book being catalaged
for the Fine Arts Library bt Oﬁib;University should have '""QUA" entered for it.
When a book is being cntalﬁged for the main library, no symbol néed be entered,
for the system will’automuﬁically default xo "C™", the symbol for the main

+ collection. ' ’ / . : E -

A\

>

D pid e by Gpee .

-

. ‘ A ¥
. - Fy
©, Multiple and Partial Holdings _ ° e .

- - - . »

[T Ml-mi-wi

- Provision i's made in the -system for -recording and printing'holding§ informa-

’ tion. * This section gives the cataloger sufficient informatiar for him to be able

-to introduce into the system all’the data necessary for the printing of Cards

and for- the circulation of the book. ., . ’ )

| ' .

Heyd) as'elsewhé}e, the subfield delimiter '"double dagger" will be

» ) represented by '#", the end-of-field paragraph mark by "} and .all other

' ' ¢ characters will represent ‘themselves. . -

A

et e

&

.
-

-
Js—, 1
-

. The.tag’ for the holdings field is 049. There must be one and only one 049
field for each and every call number. Thus, if the cataloger has assigned two
<. R call numbers to two ccpies of a book, then each of the call number fields should
. A ' § - ¥be succeeded immediately by a holdings field.' If the ho&?ings field .is gbsent,
. a default 049-field will be used by the system. £ A

[r——

: . " - The interpretation and use of the contents of the 049 field is governed by

s ] its indicators. Both indicators for the 049 ficld will be used. The first
. LW indicator controls the printing of the holdings §nformation. If the first™
. ; " indicator is ¢ 0 (zero), the holdings information is for'circulatioh purposes
o + ouly, and no iaformation below the holding library level is to be brintgg on '
. - - any cards. If the first Phdicutor is either a 1 or a 2, all holdings information
will pe used in card production. The information will be formated according to

one of the two formulae specified by the librgry and selected by the indicator.

———

e

The second-indicator indicates whether:or not the.049 field contains all of
the holdings information for this particular title-call number combination. A
© 0 (z€¥0) is used to'j dicate’ that the information in the 049 field is complete; .
~a 1 indicates that it is incomplete. 4 \ .

s
H
i

. . .. The "a" subficld is set up to hold all the shelving information mecessary

: to locate a book. The most important itegm is” €he holding library code. These
codes are the same three-letter codes that were used in the off-line system and
have the same meaning. If with¥in-a holding library therc are special shelving.~
locations for which no codes have been assigned, the stamps corresponding to

these locations will also be carried in the "a'" subfield.” For-example: -

H B
For Xavier®niversity (XAV), which has a locked stack;'the}follow%gg;might
be used! T : ) ' ’ -

049 00 XAV[LOCKED] [STACK] (ex. 1)

7 - ~ -
. = \ . A
A 1 o




. the e¢xception of the holdlng library code: ,3) each line of the stamp is bracketed

There arc' fout thuiigs to ﬁote in this exanfplg: 1) the'fa' is not written in since
the first sudrsvlu 15 the "d" subfield; 2) brachets suground all information with,

separatelv, and 4) the stamp follows the holding library code 1nd1cat1ng that it

should be/pranpcd below the call number. 2

N -

Ohio Unxvczslt) (OU\), which does not have automatic olersize, tan 1nd1cate
the special shelving of an ‘oversize book by:

. 019 00 [QUARTG ] [SHELF JouN # ‘ , (ex. 2)

Note that in this case the stamp would be printed above the call number.

- <

If a library shelves only the latest volume of a serjdl in a special
location, this information, when carried as a stamp, can be carried in the "a"
) . subfield. For example, Marietta College (MRC) shelves only the latest volume of
5 Moody's handbook of common stocks in its reference cellection; d11 prev1uus volunmes
are shelved in the main library's stacks. This information can be carried in the
systcm as: :

N #

*

. 049 01 MRC[LATEST] [VOL IN][REF]#t (ex. 3)

2 . " 3
As with the off-line system, no stamps should be entered which would other-
wise be. produced automatically such as’ those based upon the hold1 library gode, /
automatic oversize, -etc. * °

A '

If a single copy of a work is to be'shelved in the ¢ataloging library dud no . ¢ -
special stamps are to be added to the call number, then the holding library co
for the cataloging library need not be entered -- it will be used as the d%égyi?
For example, if *Kenyon College (KEN) were cataloging a work for the main library's

stacks, then )

049 0o §f S . ‘ ‘ (ex. 4)

» and

e’

049 00 KEN ' oo ; (ex. §)

would copvey the same information to the system, and either could/be used.

/
/
/

where fio "¢" subficld was entered, a "$c 1" was assumed. Howevér, since the first
- indicator was 0, the assumed copy number would not have been printed. This
) information could have been explicitly entered in v\dmplc 1 by entering:

he "c" subfield identifies‘copy nimbers. In the previou:féxamples (ex. 1}-5),

* 049 00 XAV[LOCKED] [STACK] 4c 1% ’ " (ex. 6)

and -in example 5 by cntering: J
049 00 jc 14 - ’ - © T (ex. )
If in example S, Phree copies of the book had been acquired, the following
equivalent holdings fxéld could have been entered: -

-

049 00 fc 1-3* (ex/g) ’ -
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As a surhary fo the preceeding cxamples, one more example with a“single )
variatieon ga. be doveleped.  If Ohio State University has ‘three copies of a work
and gf the cataloger wishes to provide the system with the following infdrmation:

«+

e §

,the main lib%qry‘(OSU) has copy 1 : A . .
3: ‘ the fine arts library (OSF) has copy 21(\ B )
copy 3 isilécking | Y \ .
, the main librurykhas copy 4 .

. This information could be entered into the system as:
~

049 00 OSU#c 1,4 $a OSF #c 2 . . (ex. 9)

This entry can be read as

+

OSU has copiés 1 and 4, and OSF has 'copy 2. '

*

i ) If Ohio State University numbered its copies within the-holding libraries

instead of within’the total library system, and if the missing copy had been the -
—_ second copy in the main library, t . N -
OSU has.a copy 1 -, 2 ) .
B OSU is lacking a copy 2 . .

osu ha; a copy 3 .

. 0SF-has a coby‘l

- would have been the desired information to enter, and example 10 will aceomplish
¢ this entry. - - : : ) .
- N :

049 00 OSU#c 1,3 4a 0SF c 1 F

The difference between multiple and partial holdings, statements (both are.049.
fields) lies_in the subfields-used and hence is determined mostly by the cataloger.
- Uder a certain set’ of conditions (specified below) the cataloger can tonstrugt a
i; * 049 ficld completely and unambiguously by using only "a"_and Mc" subfields. A 049

. fiel¥ so constructed is a multiple holdings statement. 1f any of the other avail-
able subficlds -are used (all of which are defined below) :the resultant 049 fiéld
is a partihllholdings statcment. ot - '

- -

The conditions under which a multiple hbldingsAstétement can be used are: 1)
the library must have one or more, complete copies of the work and no incompletg ,
copies (i.e. no physical voluwnes are lucking from afy set); and-2) the number of
physical volumes must‘beascertainab}g~§£:m the collation statement” as it appears$ .

L 4

. in the master®rccord. For this second ™gndition to hold® true, therccllation line
must begin with pagination information {N\e. the wogk is complete in.one volume)
ror begin with "n v." or "m v. in m' where both "m" and "'n"'-represent -Arabic
numbers in these formulae, and '"n" is taken to be the number of physical ,volumes
in both formulae. If either of the above conditions cannot be met (for example, -

B x B .

- 1

L el ex10) - o

.
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« the nurder of volunes 1s ,open), then the holdings statement must be gnade into a

partial holdings staterent. If the volumes are not known, as vol.l,; vol.2, etc.

within the library (e.g., 1f dates or accession nunbers are use . to ,
and circulste 1nd1{1duul volumes) or if one or more v¢olumes art i, 2a under ™’ .
différent call nunbers (i.e. volumes of the work have to be split petween two Or

- -more differcnt 9§9 fields) the holdings statement, must be a partial holdings

statement,. . . .

“The "v'" subfield is to identify volume information either physical.or biblio-.
graphital, depending upon the library's practices. If the cataloger records <
bibliographical instcad.of physical volumes and if the number'of physicil volumes
_differs from the number ‘of bibliographical volumes, then the cataloger will have

*+ to usefadditional subfields und/or brackets (see below) to describe to the system

“how the biblivgraphjcal volumes relate to the prsical volumes. For example, if
Western College 11 Womgn (WCW) had two copies of volume 1 and one copy each of
voluwie 2 and 3 of a 3 volume (both bibliographical and physical) set, then the
following would be used:. } . -

N .

049 10 WCW e 1 4v 1-3 %c 29v 1§ . : s (ex. 11)-

. ¢ » -
The "p" subfield is the mnext level of breakdown below the "v'' (volume) level.
_ For example, if Obérlin €ollege had one complete copy of a two yoiume work the
first volume of which was in two parts and ‘each part was bound separately

~

(collation starts: 2 v,-in 3), then the following would be used: -
t * .

-

. 049 10 OBE #c 14v I'#p 1,2 v 2 * o ' (ex. 12)

The '"q", "r', "s", "t" and '"u" subfields represenl additional successivg
levels of ‘breakdown below the "p" subfield.- The "names'"’of these levels and for
“the "V'" and "p" levels depends upon the formulae specified by the library;
however, it -has been assumad up to this point that '"volume" (vol., volj v., etc.)
has been used at-the "v" level and "part" (p*., p., etc.) at-the "p" level.

Once a formula has been set up by a library to‘%;ntroi printing of holdings
information, it will-then become necessary occasionally to change_'the text of
thesformula. For example, if the formula has been set up to preceed the contents
of the "v' subficld with the tggt "v.'" when printing and ‘if the cataloger now has
a German work in hand and wishes to.use-"Bd.' then the cataloger should enter

X

v [Bd.] 1-3 ’

instead of the normal d
T v 1-3 .
Whenever brackcted text preceeds the normal contentd of a subfield, the bracketed
text overrides the default text specified in the printing formula. h\ke
' S—
P el i
Occasionally ‘the need arises’ to.use non-numeric information in one of t

subfields itnthe pla Qégffnumeric information (e.g. a book -has two parts "a'" and
"b", instead &f "} and "2"). ' ‘The non-numeric data is placed in parentheses in
place of the nuileric information for the example cited above: ]

»
- -
=

.\#P (a), (b) . -
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Also, if nuw.cric data contiins a“deciral or a hyphen, ¥he data should appear in

parentheses.
B 3 - » s \ ‘ .
. : The following three examples (ex. 13-15) were drawn from the holdings of
' . Bronn's Klassen ‘und Ordnungen des Tierreiehs in the Bostany and Zoology Library
at Ohio State University (OSB). ] ) {/
049 11 0SB #c 1 4v [Bd.}‘z $p [Abt.] 3 4q ,
’ - (Buch) 1-5GF « o . _ , (ex. 13) x
¢ N o - . ' ‘
o Example 13 records Bd.2, Abt.3, Buch 1 through Bd.2, ABt.3, Buch 5. o
- 049 11 osa Fc¢ 1#:\/ [Bd 13 4;p(5upp1 ]() 4=q ’ cT
[Abt.]1 br [Lfe.](1-47) , [Lfg. ](48 08)(#' L. o (ex. 14) -
~ ‘ ..i . ) ) ) o " - I R
o . LExample 14 records Bd.3, Suppl., Abtzl, Lfg.1-47 and Bd.3, Suppl., Abt.1, Lfg.. .
, .- . 48-98, 7 g . v . o
) ' L 049 Y1 0SB #¢ 1 4\/ (Bd.]5%p [Abt.]34q [Buchll2
; #r |Teil](a), [Tell](f)q} ) : v (ex. 15)
) > 7 Example 15° records Bd 5, Abt 3, Buch 12, Teil a and Bd. 5, Abt.3, Buch 12 Teil f.
§., . ; [ !.
i I‘ a library records such data as accession numbcrs dates, or datea/o;:D ¢ ~
e publication as part of holdings information, this data should be placed in brackets
. fOllOWlng the ‘numeric and/or parenthe51zed portlon ofithe lowest level subfleld
i corresponding to'’the item. : :
7 Some examples are: -
/é . 049 11 W&Vc 1:l:v 29{46862], 30[48350](}} ex. 16).
> n 049 11°WCW $¢ 1 v 10[1969],11[1970](]} (ex. 17)
E] * . ] -
3 B £ g -
- 049 11-WCW ¢ 1[37226],2[37227]‘# - (ex. 18) .
§. . Whencvery volumes bcarlng the 'same titlc are bound together but the library R .
{ 2 desires that they be listed qeparate!g in the library's holdings, the binding of |
N \ the works should be 1nd1;atcd with brdces. Somc examples are: .
1
1 049 11 0sU F¢ 1erv soi#p [no. ]um 1956], [no. JZ[MdT 1956], [no. ] 3[May 1956],
» . . [no.]6[Nov. 1950]} 7 (ex. 19)
T 7» - . B : | -
N NEE - 049 11 05U #c 1 §4v 1-8, {e-18,11,12¢4 C T (ex. 20) .
T .~ In example 20, volume 1 through 5, and 6 through 10 are bound together

- ~ *
has ' . ¢ -
» - -
RN N .
3 -
- 3
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If there is a note to be printed on the card that relates onky to the specific
copy being_cataloged, that note.should be written in the 590 field. Both i
1nd1cator5’1re blank. ~ '
] ) ' . v . ; L
User Option Area A ' ’ ° g

If data is to be entered into the user option area on the bottom line of cards |
(see Manual for OCLC Catalog Card Production (Fcbrualy 1971) P 28). the data is ,-
given the tag 910. Both indicators’are blank. For cxample, an accession number
to be3dn this area would be entered as follows: Y, . .o

910 123456 ‘ Co

\ ;‘“OWLth, if a library's profllc prOV1d05 for ddtd/f/‘go automatically into thc

user option ared, entries ;hould not be ruade manually into the 910 field.

-

Production of Catalog Cards

a
?

When the blbllo&rathC data huis beén edited, the call number constructed, the
holding library symbol added, and local note, if any, put in the 590 field, the
cursor should be returned to home, the key labeled PRODUCE should be depressed and
then SLND. This action will cause all gzzgéiary cards to be produced to be
delivered to the cataloging library in:patks,” ready to be filed in individual
catalogs. The new-holdings information about the title including institution,
holding library, cail Twumber, and local note }1 any, will be*added to the system

files. In addifion, all information rcqulred to rcpxoduce the catalog cards will,
be letalned on an archive tape. ) ..
INPUT CATALOBING L I S

—

<

JE
Cataldging that Ts new to the central data base will be discussed in th}é{’.
section. From the viewpoint of the catalcg1ng ;IE?EEy, such Catalog1ng may not
be "original" since it/ magmcongtitute Lc cataloging not available in thesmdster
b1b11ogxaph1c record file, but available elsewhgre such as on a pypof slip.or
in the printed National Un1on Catalog. “\

‘- -~

5 To undertake input catalog1ngg the cataloger should first request a workform

of the system. Return the cursor to home p031t10n~1fﬂmeccs5d1y Tupe WF
(abbreviation for ““workfoym"), then depress DISPLAY RIC'D and SEND:  A’work form
like thut depicted in Figure 5 will appear on the screem.  The dashes, '-"4 in
Figurc 5 will be blinking to remfnd ghe ca¥taloger to fili them in. The bllnklng
) o .

dashes rcpq'\pnt digits in the tags and indicators. The asterisks in Figure 5

represent pdl\deph marks.
R4

¥

Wfransmission of input cataloging in the computer is field by-ficld. As soon
s a ficld has ‘been completed, the ADVANCLE LINE key should be depressed and then
SEND; the completed field will be transmitted.  The entire fixed field should be,
transmitted in tHe same manner. When all fields have been transmitted and the’
command to produce cards has bech given, the computer will assemble the fields
into a master b1blo&1aph1c record, assign to the record an®CLC record number

_if an.LC Turd number is l.cking, aaﬁ thg record to filgs, 1ndex it, and produce

cards. s -

.

¥
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N 1
. ! [Cursor at home position] ) - ' ] .
: ¢« Type: Lang: . »
e Form: ISBN: : .
co- -, Intel lvl: Card No: )
Bibl 1vl: o
‘ ¢
Cﬁ 11---- d @ \
, D> 22a- - b o F.- )
. D 3 250 e
. b 4 260 - b ¢ F
: b 5 300 b ¢ ¢
. p 6 4-- - d ¢
D 7 5"" - ﬂ g }
D 86-- - G S
b 9o7e - a ~ :
v " plo 8-- - * . ’ \
: b1l 092 b B - . "
, D12 049 -- ¢ -
) D13 590 T .
.. ' .\ . ,
) - . Figure 5: Workform on-screen for a Dewey library. - ’
s
/
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Fixed Fields

yi

In the workform there are seven fixed fields-that precede the bitliographic
data fields. These fields nay be filled in at anytime during the cataloging. All
fixed fields except illustrations; ISBN,. and LC card numbers will have defaults
that will be in effect unless expressly overridden. The cataloging source item
can be defaulted zccording to the terminal being used, but this item is also
capable of being overridden. For exarple, it may be.in a university library system
that the main library does most of the cataloging centrally, but that some depart-
ment libraries, such as the music library, may catalog special types of material.
If the music library catalogs phonograph records and has access to the terminials in
the central library, the operator can then key in the music library symtole as

cataloging source.

1a the follow1ng listing the'default conditiovns are underlined. The default
techniques makes it necessary for the cataloger to key in the appropriatd symbol
anly when the default is not in effect. For example, whenever the material helng
cataloged is printed language material as will be the case most of the time, it
will not be necessary to key the character ''a'" after TYPE. However, if the
material is printed music, then the character 'c" must be keyed in.

- . .

one character

TYPE:
a Language maéerial, Printed ) ¥
b Language material, Manuscript
c Music, Printed
y d- Music, Manuscript
. ¥, o - ) ’
e Maps #fd atlases, Printed

¢ £ Maps, Manuscript

g Motion pictures and filmstrips .

h Microform publications ’

i Phonorecords and other sound recordings, Language or spoken

j Phonorecords and other sound records, Music -

k- Pictures, desféns, and other two-dimensional rcpres@ntéti&nst
- 1 Computer media, i.e., machine-readable data

X Authority data, Names

y Authori;y:data, Subjects

BIBLIOGRA?HIC LEVEL: one character

a . m Monographs’ .
Serials\



+
wve
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.t INTELLECTUAL LEVEL: .‘one-éharactgr : ' o i
' ", T, ) . j Juvenile + ) - t ~ s |
N B _Non-juvenilé ! ,
A , a N . o
. . ' FORM OF REPRODUCTION: one character ) S .
- . ‘ x;\' a Microfilm o //,-h_. ’ ‘ - ) )
b " : \i b "' Microfiche I ‘ )
3 ; o 2 Micro-opaque ,
©d La;ge print L . te . -
: L I 4& Eignk (Not a‘reproduc¥don} ' ) - * -
' LANGUAGL: Three alphubJ:ic characters
- o Y ) . eng English (Appendix II is a tablé‘of language code;) ' )

If the language of the-title differs from the language of
the text, the abbreviation for the title language should

be entered following a comma typed after the abbreviation
for the text language. .

a—**x\ . eng, fre

‘ISBN: A 10-digit number : . . -

CATALOGING SOURCE:  three characters.

- 7 ¢

LC CARD NUMBER: Complete number including piefixes and suffixes if present.

1 Bibliographic Data Fields

e,
s

The bibliographit data fields should be filled in according to the instructions
. ‘givén in the manual entitled Creation of Mdchine-Readable Catalog Entry. For exdmple,
E " the first line of bibliographic g?ta, namely the main“cntry, in Figure 4, could, be
: fi{led in‘as follows:
\

. . &, bl R ;) !
‘(1) 100 10 Cary, Max, $d 1881-1958. )

: This line was prepared by placing the cursor over the first blinking dash .

£ . following the "1'" in the tag, next the "0'" (zero) was typed, ancther '"0", a space,

: a "1" and then a "0". At this junction the cursor was on the Spice before the

double dagger. The kcy labeled INSERT was pressed and the author's name incliding

the final comma was typed. While the author's Tame was being typed, the . )?’;/
delimiter, sub-field code "d" and the paragraph mark moved along to the right, o

the data being input, Following the author's nanme, a space was inserted by
depressing ‘the space bar. Then the cursor-move-right key was held down until the i
cursor had moved ohto the paragraph mark. The birth and death dates and period \\\\_ﬁ

N

: were -then typed in. The INSERT key was depressed again to take the terminal out
i i of insert mode, and the ‘ADVANCE LINE key depressed so that the cursor was

.
» . t
«




r. .
. l 4 ¢
5234 ~
-
‘posttioned at the first column on the nekt line. Next SEND‘was depressed .so that
i the first field“was transmitted to the computer. : \
The following example is more comélex:'

. he (1Y 100 00 Conétantinus:#b XI Dragases, L ¢

-
' 4

- . - - .
. 4c Emperor of the East, #d d.1453 _ -
In this example, the cursor was positioned on the first blinking dash that followed
the "1" of the tag as shown in Figure 5. Next, the cataloger typed in the "Q"
- (zero), another '"0", a space, and two more 0's in the.two indicator. field&. The
“first indicatqr designuates the main entry as being a forename.  At-this juncture,
.. the cursor was on the space before the delimiter. The INSERT key was dépressed and
P "Constantinus' was typed fo}lowezfgy a blank which was typed in using the space
bar. Next was typed thc™elimités—and the lower case 'b" followed by a blank, then
"XI Dragases," another blank wds inserted after thc comma and the delimiter
.- followed by lower case "¢ wus typed, then a blank, and then '"Emperor of the East"
i - followed by a comma. Another blank was imserted, and the cursor-move-right key
-employed to move the cursor past the subfield code 'd" to the paragrap mark.
Finally, "d. 1453" was typed in.. Then the INSERT key was depressed again to take
the terminal out of insert mode, -arid ADVANCE LINE was depressed, thereby position-
ing the cursor in the first position of the next line. Lastly, SEND was depressed
4 to transmit the main entry field to the central computer. The remaining fields
2 - through tag 800 should be construcged‘in the same manner.

If a field on the workform does not exist ih the data, it gan be skipped
over by depressing ADVANCE LINE, For exayple,.afﬁer transmissicA pf the title
-field, -the*cursor is blinking on the first character of the edition field. 1if~
. - . “there is no edition statément, the cataloger has only to depress ADVANCE LINE-

’ to skip this field .so as to insert data in the impriint field.  Similarly, if there
- is no.data to be‘inserted following a subfield ‘code’ iyr"the workform, the computer

will automatically eliminate that code. For example, in the imprint field a

2 . publisher may b lacking so that after place of publication has bGen insertegd,
oyt the cursor .will be moved to a position following subfield code "c¢'" and the date -
i’ inserted. When the imprint is transmitte;{jo the computer, the computer will
‘ ‘ di'scard the delimiter and subfield code ''b"

. - . .- ; A
Nog-bibiiographic fields . ‘ . :

Data for the.call hﬁmber, holding library, .and local notes will be inserted
~in the manner described for such new information, in the previpus section. -Each
. . field should be scparately transmitted to the central site. ) '
- v . * - . i
i The, languages field (041) should be fikled in if appropriate and transmitted.
(See MARC manuals) )
(_, Y . - ~ ‘- 3
Produce Curds ’ ,

ES

The production of* catalog cards is carried ‘out s described at the cnd of -
the previous section except that in input catalegirg all of the input cataloging
in fixed fields yill also be added to the master record base.

~
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operated ‘in the same manner as
~delimiter () characters, and the clgar-page and master-reset furctions.
" is conditioned.for the special “character set which includes the diacritics. -

can be canceled by striking the CONAROL ké?.

. cursor is positioned at an otherwise .blank position.on the screcn: - .

¢ L
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APPENDIX 1: Bable of Chax;fcters K ) .
’ N , <

»
%

EY
-

Unless specified otherwise, the character displayed in the Table is the
desired character, and the keys activated to .produce a character are the same as
the keys that would be used in _nommal typing. The SHIFT and SHIFT LOCK keys are
the corresponding xeys of a typewriter and serve
the same function. ~ ' ’ ‘ R

The CONTROL key is operated in the same manner as a SHIFT key. but serves
a different function. The CONTROL key is a special "shift" that is ndcessary -
for the generation of the start—of-méssage (P), paragraph mark (§), and
The ESC (escape) key is also a special."shift" in its function; however, '
it is not operated as a shift kcy. Whenever the ESC key is struck, the keyboard

Hence, after striking the ESC key, both hands are,free to activate the other )
key or keys necessary to produce the special character. The ESC key is also

used in the two stroke operation ESC, DEL PARA in order to delete-to ‘the next

paragraph mavk. If the ESC key has been depressed accidentally,sits effect

The ADVANCE CPRSOR bar may be used in place of the BLANK key under either
of the following conditions: 1) the machine is in the INSERT -MODE; or 2) the

3
- - B 3 .
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Code

ACH
AFR
AFA-
AKK
ALB
ALE
ALG

AMH,_

ANG
APA
- ARA
ARC
ARP
ARN
ARW
ARM"

ASM -

AVA
AVE
- AYM
AZE -

.BAL
"BAT

BAM

. " BAK.

. BAQ
BEJ
BEL
BEM
BIN
BER
Bl

3

BLA

BRE
BUL
BUR

e . -

APPENDIX I1: ,LIST OF LANGUAGES AND LANGUAGE CODES - July 15, 1969

(Extracted fregrm Duta Preparation Manual: MARC Editofs)
v h 4

Language ) L

Acholi
Afrikaans
Afroiﬁsiat%c,(Other) : -
Akkadian : Y - }
Albanian . : :

~ Aleut ~ . ’ : i
Algonquin ] )
Amarinya see Amharic

_Amharic

Ancient Greek see Greek (Classical)

Ancient Hebrew :;;b: Hebrew v

Anglo-Saxon = = :

Apache - ’ . .o ,: .
Arabic > : : !
Aramaica . -
Arapahoe . ‘ )
Araucanian
' Arawak, . .
Armenian ' . .
Armoric see Breton

Assamese ‘

Avar o ' LY.

Avaric see Avar ) ) v s
Avesta . ’ . -
Aymara ) . .
Azerbaijani )

Azeri see¢’ Azerbaijani

Baluchi ' )

Baltic (Other) )
. Bamana see Bambara

Bambara , , : . , \\\\\‘;__‘ )
" Bantu see Niger-Congo .

Bashkir, - . - . ’ -——\\\\

~eh

Basque . . 2
Beja ’
" Belorussian
Bemba A , ) . ,
Bengali . .
Bfghcr Group Vo . . . N y L
Bihari ) . i ]
Biluchi= see Baluchi e
Bishari “sec Beja ) e T
Blackfoot . o _
Bohemian 'see Czech h .
Breton - . \ ’
. .
Bulgarian
Burmese - , !
Bushman see Sub-Saharan African
- . :
- - N - 1\\ -
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CAD Caddo .
, CAM Cambodian o
) Canarese see Kannada
CAR * Carib T . -
Castillian see Spanish’ R s .
CAT Catalan <L , ) _
CAU Caucasian (Other) . . : : -
CEL Celtic s C, ’ , ' ’
GAI Central American Indian (Other)
: Chaldean see Aramaic '
F CHE = Chechen ’ .
i CHR = “Cherokee - :
CHY Cheyenne - . ’
A CHB  Chibcha b R :
) CHI Chinese \ ,
. - . CHN Chinook T~
- CHO  Choctaw .
- Ciiv Church Slavic '
. - +CHV Chuvash s
Z ) Classical Greck see Greek (Classical) )
R COP ' Coptic -
. N -COR Cornish ’ ‘
o CRE - ' Cree . - . : ‘
g CRP Creoles and Pidgins
f ! CRO Croatian ’
Do cus Cushitic (Other) :
z CZE Czech .1
< e B DAK  Dakota
- DAN Danish - '
i Dzno-Norwegian see Norwefian, : ' ¢
A DEL  Delaware ' “ : '
. .. Denca see Dinka . ' ~ ﬁ? -
s DIN. ' Dinka 3 .
E o - DRA Dravidian (Other) . font
: 1 DUA. Duala '
2 DUT Dutch . \ 5
i EF1 Efik . e L ) *
: I' " EGY Egyptian ., ‘ )
L *  ENG English _
i ENM English (Middle) *
Py A English (0ld)' see Anglo-Saxon
) E : " " Erse - see Gaelic ‘
3 Eskimoan see Eskimo ‘ z
£ ESK Eskimo o i
i _ESP Esperanto ) .. .
. & EST Estonian : -
] 3 . ETH Ethiopic {
T EWE . Ewe T
- § FAN Fang
3 R Farsi see Persian (Modern) R
. FIN  Finnish

FIU Finno-Ugriaﬂ (Other) | - :
" FLE Flemish o - ,
FON Fon ) .
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FRE
FRM
FRO

* FRI

GAA
GAE

.GAL

GEO
GER
GMH
GoH
GEM
GON
GOT
GRC
GRE
GUA

GuJ
HAU
HAW

HEB

HER
HIN

" HUN

HUP

ICE
ILO
INC
INE
IND

InT

IRA_

IRI
IRO

ITA
JAP
JAV

French ’

French (Middle)*

French (01d)

Frisian . .

Ga

Gaelic .
Gaelic (Irish) see Irish
Gaelit (Scots) see Gaelic
Galla .

Ge ez see Ethiopic

Georgian )

German :

German (Middle High)

German (0ld High)

Germanic (Other)

Gondi .
Gothic ’

Greck (Classical)

Greek <(Modern)

Guarani . )

Guerze ‘see Kpelle - )
Gujarati ' . AN
Hausa
Hawaiian-
Hebrew
Herero -
Hindi . ’ -

- Hindustani (Arabic) see Urdu .

Hinddstani (Nagari), .see Hindi e
Hottentot see SubsSaharan African )
Hyngarian ~ - ’ ' .
Hupa : ’ -

Iai see Malayo-Polynesian

Icelandic

Ilocano

‘Indic (Other)

Indo-Eugopean (Other)

-"Indonesian . . -

Interlingua
Iranian {(Other)
Irish

Iroquois »
Isi-Xosa see Xhosa >
Italian i
Japanese (Use for related Japanesc languages and dialects)
Javanese

o

Judaeo-German see Yiddish a "
Judaeo-Spanish ~see Ladino e

Kachin . -

Kafir see Xhosa >

Kamba

Kanarese see Kannada

Kannada -

"Kanuri . .

Karakalpak - . '
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KAR hNaren . ‘b
KAS  Kashmiri I
" AAZ haZahh
. Kechua see Quechua o
i ' Kewa see. Papuan-Australian
¥ " Khmer ~see Cambodian
KIK-  Kikuyu — : ey -
f i . KiMbundu see Ni ger-Co\mgo\
. & KIN Kinyarwanda ) T -
-, K1R Kirghiz :
i ON Kongo °* R
g . KOR Korean (Use for related Korean 4anguages and dialects) .
) . KPL Kpelle - d
. - KRO Kru ' . -
' KUR Kurdish = | .
- KRU Kurukh . : -
s LAD Ladino - ) . :
. LAl Lahnda. . \ ’ ] - . .
. * L«. . LAM ** Lamba . .
K © - . Landsmaal sce Norwegian
. ~ Languedoc see Provengal !
. 'LAO-  Laotian '
- LAP  Lapp . T ) ) -
oy : . LAT Latin . . - . . ’
- {1 -7 LAV Latvian '
. o LiT Lithuanian
4 LOL  Lolo
. K LUB Luba
. : oA * LUG .  Luganda
£ LUl Luiseno
:r MAC ‘. Macedonian ] : N . .
) g ‘Madagascan see Malagasy .
£ MLA  Malagasy ° ,
- MAY Malay ¥
: : 0 MAL Malayalaw . :
: b MAP Malayo-Polynesian {Other). !
] MAN Mandingo . :
: i MNO  Manobo : :
= K MAO  Maori - 5 )
B MAR Marathi’
z MAS Masai
L ; Mashona see Shoné. : ,
£ MYN Mayan N ' g " 4
. % Mbundu sce Niger-Congo . , . ' _
£ i MEN Mende . . .
Middle English see Lnglish (Middle) . )
Middle French. .sce  French (Middle)
; Middle High'German Yce German (Middle High,
Middle Persian sec Pahlavi

. MIS Miscellancous . .
Modern Hebrew see lebrew
MOL Moldavian '
*  Mole see Mossi @
Mongo see Lolo




gﬁ MON  Mongol

Morgolian see Mongol
More see Mossi L.
MOS  Mossi
MUL  Multilingual
MUS Muskogee .
Ndndi see Sub-Saharan African
NAV Navaho ~ ,
NEP Nepali
- NEW Newari
Nguna see Malayo-Polynesian
NIC Niger-Congo (Other)
NAI North American lndian (Other)

~

0 : NOR Norwegian :
. ; NUB  Nubian ‘ ,
¢ NYM Nyamwezi
. ER “NYA Nyanja
B B NYO Nyoro . ; :
. 031" 0jibwa .
g . 0ld Church Slavonic see Church Slavic '
oz ’ 0l1d English see Anglo-Saxon
(~,\ : ‘ 0ld French see French (01d) -

01d High German see German (01d High)
Old Persian see Persian (01d)
ORI Oriya
OSA Osage
Osmanli see Turkish
0ss Ossetic
* OTO Otomi

I

PAH  Pahari ' . R
PAL Pahlavi
PLI ° Pali

PAN Panjabi
Panjabi (Western) see Lahnda
PAA Papuan-Australian (Other)

13
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. Pashto see Pushto . )
- Persian (Middle) see Pahlavi . -
. ) PER Persian (Modern)
R T PEO Persian (01d) ! ' .

POL Polish .

Polyglot -see Multilingual
POR Portuguese '
. - PRO Provengal 1

: Punjuabi see Panjabi

PUS Pushto” =~ )
QUE Quechua .
RAJ Rajasthani

08 1l A

M ot

Rhaeto-Romance see Romansh
. Riksmaal see Norwegian .
ROA Romance (Other) )
L4

RUM Rumanian
Rumansh see Romansh
RUN Rundi ’ =

1 ROH Romansh
ROM Romany
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Russian

Russian (0ld) see Church Slavic
Samaritan T )

Sandave

Sango 4

Sanskrit .

Scots Gaelic see Gaelic

Selkup T

Semitic (Other)

Sephardic see Ladino

Serbian

Serbo-Croatian (Cyrillic) “ see Serbian
Serbo-Croatian (Roman) see Croatian
Serer -

Shan

Shona

Siamese see Thai

. Sidamo
Sindhi L ~
Singhale '

Sino-Tibetan (Othes)
Slavic (Other)

Slovak

Slovene

Somali

Songhai

Sorbic - see Wendic
South American Indian (Other)
Spanish

Sub-Saharan African (Other)
Sudanic see Niger-Congo
Sukuma

Susu - I
Swahili

Swedish

Syriac

Tagalog

Tai see Thai

Tajik

Tamil

Tatar ,
Tchetchen see Chechen
Telugu T

Temne

Tereno

Thai

Tibetan

Tigre

Tigrinya

Tsimshian

Tswana

»

" Turkish

Turkmen .
Turko-Tataric (Other)
‘ .




]
bd :
;; 52 ) ’
3 TWL  Twi ' | ‘ )
i ' UIG Uigur
UKR Ukrainiap .
R UMB Umbundu -
URD  Urdu ’ : < ‘-7&
UZB Uzbek -
‘ VIE Vietnamese
- - ~ . Vote see Votish <7
Votian—_gggj Votish
‘ f Votic see Votish )
VOoT Votish
WAL Walamo
KAS Washo . ,
WEL Welsh
| Y i WEN Wendjc .
| Wendish sce Wendic . I
' WoL Wolof : v
XHO Xhosa
: Xosa see Xhosa .
' YAOQ Yao - e )
' e~ YID Yiddish . )
YOR Yoruba -
TZAP Zapotec ' A .- )
ZEN Zenaga =
ZUL Zulu
ZUN Zuni
w ) -
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