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PREFACE

In 1978 Colorado State University Libraries (CSUL) received funding

from the (then) U.S. Office of Education for a Title II-C HEA project

grant,to catalog a group, of federal government publications not listed
4.1.7

in the Monthly Catalog of United States Publications. In accordance

with provisions of tlie grant proposal, the publications were to receive

full descriptive and subject cataloging, Superintendent of Documents

classification numbers had previously been locally ass*ned to the items.

From the inception of the grant, the Project staff began compilation

of a loose-leaf manual of its in-house searching and cataloging pro-

Cedures and policies. In addition it includes information acquired

verbally frolm the Library of Congress (LC), U.S. Government Printing

Office (GPO), and other government agency staffs. The manual is sup-

plemented by GPO's OCLC/GPO and AACR2 Cataloging memos, Le's Cate-

loging Service Bulletin and various OCLC technical memos. This material

is not included here. Some of the information relating to cataloging

rule interpretations may be out-of-date or superseded.

The manual was prepared in oose-leaf format in order to insert new

documentation on a given topic and discard outdated material. The

manual is divided into sections and within the Searching and Catalog-

ing sections the memos are arranged in alphabetical order with a memo

number and date of issuance of the memo. The Project staff made every

effort to use the same terminology id local memos as that used in the

cataloging rules and OCLC techniCal memos.



The manual is a compilatiop of cataloging procedures and

policies resulting from the experience and expertise achieved

by project personnel during the life of the project in wOrking',

with problems that are common to cataloging government

publications.

In addition to the named compilers, project staff assisting

in preparation Of various memos for the manual were Sheila Greene,

Janice Marie, Judy Sherman-Jones, Beverly Smith, Leslie Goldberg,

Susan Collins and Joan Dean.

j.

Nora S. COPeland

(Senior Project Cataloger)
February 1982
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GENERAL DESCRIPTION OF THE PROJECT



Proposal: Strengthening Research Library Resources, Title II,
Grant no. G007803538, Oct. 1, 1978 Sept. 30, 1981

Pro'ect Objectives:

1) To identify and organize for cataloging U.S. governmental
publications that are not listed in the Monthly Catalog of
U.S. Government Publications. These publicatiohs are non--
depository in nature and for vaTious reasons have not been
forwarded by issuing agencies to the,Supt. of Documents for
cataloging and listing in the Monthly Catalog. The publica-
tions are primarily issued by regional and field offices,
federal-state organizations, quasi-official agencies and
reports issued by institutions as a result of federal funding.

2) To catalog those publications with no prior catalog copy and
enter into. the OCLC data base, with Supt. of Documents class-
ification numbers assigned in-house by GPO.

If cataloging cdpy (including LC) is found in\the data base,
adaptive cataloging will be initiated, adding L'ite Sudoc
number and the Libraries' location symbol to the record.
This will also accomplish'the objective of making known to
the research community the existence of additional locations
for interlibrary loan purposes.

As a rule, older publications will.be cataloged first, with
current-year imprints being processe& toward the end of the
project period.

3) To prepare a COM and/or pape'r copy pUmulative catalog from
the Lib?aries' archival tapes, with author, subject, report
no./seriei, and geographic indexes. This will enable faculty
and students to gain access to these materials. (There are
no plans at the present time,to place this cataloging data
into the Libaries' card catalog).



Cateoging

Descriptive cataloging was done according_to the Analo-Amer-ican
Cataloging Rbles (1967), and the Anglo-American Cataloging Rules, Chapter 6

(1974) from January 1979 to December 1980 and according to tne Analo-American
Cataloguing Rules, 2nd ed. (1978) from January 1981 to September 1981. The
Cataloging Service Bulletin contains authoritative information reparding LC
interpretations.

Subject cataloging was based upon the Library of Congress Subject
Headings and its supplements.

Cataloging was prepared in MARC format according to standards contained
in several documents from OCLC. Through December 1980 the sources of this
standard were OCLC's Fixed and Variable Field Tags for Books and Fixed and
Variable Field Tags for Serials. From January 1981 through September 1981
the sources used were OCLC's Books Format and Serials Format. OCLC I-level
input standards were followed in most instances. However, some elements
considered optional in I-level standards were required for project

.

cataloging.

Continued efforts were made to coordinate project cataloginp with that
of the Classification and Catalogipg Branch of the Government Printing
Office. GPO sent its OCLC/GPO cataloging memo and AACR2 cataloging memo1
series for monographs and for serials. These memos, Anglo-American
Cataloging Rules, LC rule interpretations, the various OCLC documents, and
our own in-house standards formed the basis of cataloging policy for the
project.

It is important to note that not all of the OCLC/GPO cataloging memos
were relevant to the project. Nor did project cataloging provide all the
information given in. GPO cataloging. Until December 1981, project cataloging .

established names of headings according to LC's policy of superimposition.
This was in direct conflict with GPO's policy of es#ablishing all names in
AACR form. After 1981 the project established all names in AACR2 form, thus
following GPO's policies.

1
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Classification

Each item cataloged has been or will be assigned a Superintendent of
Documents (SUDOC) classification number by the Documents Department.
Monographs are assigned a specific agency stem number for general
publications; subsequently, each item is assigned a three-figure Cutter
number to provide a unique number for each publication. In cases where
the GPO shelflist indicates little dr no holdings of an agency's
publications, a two-figure number is used.

Series are assigned a high-number sequence to reduce the probability that
GPO will use the assigned'Veries number.

These classification numbers are recorded on searching worksheets that
are inserted jnto each item to be sent to the project cataloging section.,

GPO has agreed to verify and/or assign at their convenience class numbers
assigned to project materials.- This process is to be completed by GPO
after the project materials are cataloged.

1
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Subject Headings

Subject headings will be based upon Library of Congress
Subject Headings, and its supplements.

A separate file will be kept for selected geographic names
(e.g. names of dams, national forests, watersheds, etc.)
and selected topical headings.

ee
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DOCUMENT DEPARTMENT

I. Pull item from shelf.

II. SUpply suggested class number.

III. Send item to Cataloging.

E

x

A. Send items from same.or similar issuing agency as,a group.

B. Send all items in a series, serial, or multi=volume set as a group.

1. Documents will dndicate ii' set, series, or serial is an open
or closed entry in Its shelflist.

2. Indicate if set is to be analyzed or not.
3. Indicate*if set of alpha/numeric codes is' to be in 490 or 500

fields.
4. If Documents knows,,ihat pqysical holdings being sent 'to

catalogers are not complete (i.e., piece is missing, not
received, etc.) that informaxion will be noted on documents
section of search slips.
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Workflow procedures in the Cataloging Department

I. Searcher will pick items from designated shelf for searching.
When search procedure is completed, items for adaptive and/or
original cataloging will be placed on the designated shelf with
search slip, printout, and/or xeroxed items in-it for catalogers.

Searcher will make sure that multivolume sets and series are not
separated.

Searcher will make sure that items from same or similar issuing
agency originally shelved a:s a group by Documents remain as a
group after search-is compieted.

II. Cataloger will take seardhed items from designated shelf for adaptive
and/or original cataloging.

If additional search is required by the searchw, cataloger will ask
the searcher who initiated the search to do the additional searching.
The item will be returned to the cataloger initiating the additional
search.

III. Cataloger will shelve the items for inputting on designated shelves.
4

IV. Inputter will pick items for inputting from designated shelves.

V. After items are input, OCLC number is recorded on them and sent to
Documents.

4
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.I: GENERAL INFORMATION

Every title is searched before cataloging for the following
purposes:

A. To locate any cataloging information already.in the OCLC data
base so that project staff will not duplicate entries in OCLC
and will not duplicate their catalogingefforts if another
library has already cataloged an item.

B. To find all cataloging copy done by the Government Printing
Office (GPO): Titles with this copy do not need to be cataloged
by the project and will be returned to Documents.

C. To find Library of Congress verification of main entries and
rime added entries to help catalogers.

II MAJOR TOOLS USED FOR FINDING LIBgARY OF CONGRESS COPY Alb NAME
VERIFICATION

A: OCLC

1. Searchers will follow the instructions in Technical Bulletin
Number 7. OCLC's 'data base contains MARC (Machine Read-
able Cataloging) records input by the Library of Congress
since 1967 and cataloging input by several hundred
member libraries.

2.. To search in the OCLC system, searchers must,use their .

assigned authorization number so that they will call up
any CSU Libraries holdings in the file. CSU holdings are
denoted by the symbol COF.

3, For every search, searchers must fill out a search slip
with the following information:
a. All search keys are listed on slip. Try to search

unde'r all possible entries as libraries differ in
their cataloging practices.

b. List onc number and print record for any copy found.
c. Mark kind of copy found', if any.
d. If while searching, a r41ated item to the one on hand

is found, a print is made. In any case, search
procedure is followed even if a related item is found.

Information should be recorded as shown in example,

p.



B. AUTHORITY FILES

Contlin entries verified and established by Project. Divided
into 4 sections:

1. Personal Names.
2. Corporate and Conference Names.
3. Series (Main Entry)
4. Selected Geographic and Topical Names (not used in searching).

Searchers shOuld record results of authority file searches in the
appropriate place on the search slip. See example, *

C. NATIONAL UNION CATALOG (NUC)
1. NUC contains two kinds of cataloging:

a. Library of Congress (LC)
LC cataloging copy which can be recognized by the bold
print. This copy is preferred copy whenever fopnd and
should by xeroxed for the cataloger's convenience.

b. NUC or non-LC
Libraries other than the Library of Congress (LC) have
provided this cataloging. This copy can be recognized by
tte holding library symbols at the end of the entries and
by the light print. This copy is used for verification
whenever LC copy or LC verification is not found. This
copy is also xeroxed.

All xeroxing will be done on the machine in Room 100 with the auditron
designated for the grant.

2. SEARCUING IN NUC
a. If exact LC copy is found, there is no need to verify

other names.
b. If, however, searchers do not find exact LC copy,

they must verify the main entry and all name added
entries listed on any NUC (non-LC) copy by looking
for LC copy under each name. If no copy of any
kind has beenfound, searchers must determine the main
entry from the title page and any added name entries that
the cataloger might use and check for LC verification oP
each-of these names.
For every name searched in NUC, searchers must list the
name under-the form searched on the search slip and must
indicate which years of the NUC were checked. See example,

17



SEARCH SLIP: FRONT

This side of the search slip is used to record title
and personal author searches, as well as any additional
searches the catalogermight require.

If copy is found, mark a check after the gearch key;
if copy is not found, mark ,a circle aft.er the search key.

Record the OCLC number for any copy found.

Title Search: 3,2,2,1

Author/Title Search: 4,4

Personal Author Search: 4,3,1

"wag

Use checlits and circles to record your, findings in the author-
ity file.

.For any NUC searches, record years of NUC searched and results
in appropriate column.

.13

umumnis

Clasc %umber:

(Series: /analyzed__ not analyzed)

Title Search

OCLCit5R....3MIC/Date Searched q Initials

.;66,

Type of cataloging found LC LC(diff. ed.) on-LCncGPO

Personal'Authors

11-itVated) Job/9 /t/ ,

J

-- .

AF

0
OCLC

meribeA

1

kuc

0
7.2(-; & ,

dditional Searching Requested by

.

.

.

. .

.

AF OCLC NUC

.

.

1

t

.1

.

.
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SEARCH SLIP: BACK

This side of the search slip is used to record corporate
author and series searches.

If copy is found, mark search key
If copy is not found, mark search

or entry with a check.
key or entry with a circle,

For NUC searches, mark years of NUC searched and results
in the appropriate column.

Corporate' Author Search:

Use checks and circles to record your findings in the author-

ity file.

Always record each'corporate author EXACTLY as you find it
in the Authority File, paying particular attention to
capitalization and punctuation.

Serials/Series searches may entail author/title, title, or
corporate author search keys, or all of them: Recdrd all
search keys, and mark each with a check or a circle to
denote the results of your seirch.

Corporate Bodies

26!.5. AyA,e,

Agee ert, ;41e7

Xie/yr, c4r, 67-

U.S. fie et4"?6 0

eda R.e(le u:/ (Lu-4.

tecfre/A.,e7 X'V,Ae-Jab--Lgv-,

Ar
l

OCLC

0 0

NUC

Series ,

as- ,c-. . 6),9/5 e7 cZ.7 /nee .es Cok7

. Al;e7tsi /e,eSzebech /)e4,/e/;:iy
Vk'keve4.- AI,/-4 AWeav-zr) -

-5:4-eadi
Xefe,,d,
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TITLE: Monographs published after 1967
OCLC: Title and author/title search keys
Always start with title or author/title search on OCLC data base, as these search keys
usually provide quickest access to copy for publication.

44. "

OCLC

I

Found

I

GPO or
I

DILC Member
1

COF in (refer to DLC copy
040 field procedure)

Complete
Verify COF's in
main card catalog

Givj to Senior
Cataloger

Record all searches and results on search slip
Print all copy found.

2

Not found

Complete
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AUTHOR SEARCH: Monographs published after 1967
Authority Files: First search all names, corporate'or personaliin authority files.

Found

Used Not used

I

Personal names

Complete

Authority Files

Not found

Create author card
(see example)

OCLC,

Record all searches and results on search sliP
Print all copy found.

2

Corporate names

Not found

,OCLC

Ujed Not used.
I

Complete



DIJC

or

GPO

j

AUTHOR SEARCH: Monographropublished after 1967

OCLC Bibliographic File, and LC Name Authority File

Personal author CorPorate author
(in 100 and 700 fields)

Fojnd

Comp/ete

Member

NUC

(in 110, 111, 710, 711 fields)

Not found Not founa

NUC NUC

Record all searches and results.on search slip
Print all copy found. -

4

Found

Member
(including GPO)

.NUC

2,3

LC

Comrlelia



Not found

AUTHOR SEARCH; Monographs published after 1967

NUC

Personal author

(search 1956-72)

Found

1

Member LC LC

Corporate author
(search 1956- )

Found

, 1

Member

Not found

Complete

When appl4igkl;le consider alternate forms of names.

Record all searches and results on search slip

Print alllcopy found.

23

7.
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DLC PROCEDURE

DLC

DLC

1 DLC

Input by member
library

Xerox record from
appropriate NUC

Authority files
(check all Personal
and Corporate names

and series.)

1 . 1
1

Not found Found Found
.

I

(not initialed) (initialed)

I I

Create card Pull ca:rd Mark search slip
I I

I

Complete Leave temp. A Complete
I

Complete,

1)

.1 I 1 .

Cataloger

Recordfall searches and results on search.slip
Print all copy found.



TITLE: Monographs publishedbefore 1967
eJ\OCLC: Title and author/title search keys
` Always start with title or author/title search on OCLC data base, as these search keys

usually provide quickest access to copy for publication.

GPO or
COF in

040 field

Verify COF's in
main card catalog

Give to Senior
Cataloger

OCLC

Found

DLC Member

(refer to DLC copy

procedure)

Record all searches and resulfs on search slip
Print all copy found.

ft

NUC

Not found

NUC



AUTHOR SEARCH: Monographs published before 1967
Authority Files: First search all names, corporate or personal in authority files.

-

I
I

Found Not found

1

I

Create author card
I I (see example)Used Not used

I

:1
I

OCLC

(

Complete

Authority Files

I

I

Personal names Corporatd'names

1

I

1

Record all searches and results on search slip
Print all copy found.

3 3

Not found

OCLC

I I

Used Not used

I I

I

Complete
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AUTHOR SEARCM Monographs published before 1967

OCLC Bibliographic File and LC Name Authority File

I

Personal author Corporate author
(in 100 and 700 fields) (in 110, 111, 710, 711 fields)

1

,

1

.
I

Not founl Not found FoundFojnd

MemberDLC
or

GPO

Complete NUC
f.

NUC NUC

Record all searches and results ,on search slip
Print all copy found.

Member
(including GPO), LC

NTJC Comrl.et"

3(3
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AUTHOR, AUTHOR/TITLE SEARCH: Monographs published before 1967

NUC

Author/title
(search

Mansell-72)
(copy for pUblication)

Not found found

Member LC

Personal author
(search

Mansp11-72)

Not found

Corporate author
(search

Mansell- )

I
I

found found

1 1

1
1 1

1 .

Member LC LC Member

Complete

When applicable consider alternaie forms of names.'

Record all searches and results on search ,slip
Print all4copy found.

4

Not found

3 6-



DLC PROCEDURE

DLC

DLC DLC
Input by member

library

Xerox record from
appropriate NUC

Authority files
(check all Personal
and Corporate names

and series-.)

Not found Found
(not initialed)

Create card Pull card

Complete Leave temp.

Complete

I I

Cataloger

Record all searches and results on search slip
Print all copy found.

33

Found
(initialed)

1

Mark search slip
1

Complete

:1
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II. CATALOGER

A. 'If item is cataloged by a member library

1. Determines from.seardh slipNif additional searching is
required to find,bibliographic record and/or to verify
names
a. Asks searcher to do additional searching
b. Cataloger does additional searching,.

2. CatalOger prepares worksheet indicating changes and/or
additions to OCI)C record or makes changes on the OCLC
record. .

410
3. Cataloger establishes authority file ccmtrol card (for

specific guidelines, refer to the appropriate section of the manual).
r

4 Cataloger ecords statistics (for specific guidelines, refer
to the appropriate sedtion of the manual).

5. Cataloger sends worksheet and/or printout ard search form to
inputter.

1



II. CATALOGER

B. If item requires original cataloging (not found on OCLC)
1. Determines from search slip if additional searching

is required to find bibliographic record and/or to
verify names
a. Asks searcher to do additional searching
b. Cataloger does additional searching.

/
2. Cataloger prepares worksheet.

3. Cataloger establishes authority file control card
(for specific guidelines, Wer to the appropriate
section of the manual).

4 Cataloger records statistics(for specific guidelines,
refer to the appropriate section of the manual).

5. Cataloger sends worksheet with item and search slip to
inputter.



III. INPUTTER

A. Adaptive inputting
1. Receives adaptive worksheet and/or,printout and item from= cataloger
2. Calls up OCLC record
,3. Makes changes and/or additions to OCLC record

DURING INITIAL TRAINING, INPUTTER PUTS RECORD IN SAVE FILE

(1) Reviser (documents c'ataloger) calls record from save file andrevises.
(2) Reviser (documents cataloger) updates.(3) Inputter proofs completed record and updates.(4) Item returned to Documents with OCLC number recorded on item.(5) Printout with or without workform ,rned according to OCLC num -ber.

Search slip discarded.
(6) Inputter records statistics'.

V.



III. Inputter

B. Original inplitting

Th
1. Receives original worksheet with item from cataloger.
2. Searches OCLC again to see if item has been input

'a. If item found, follows appropriate steps in searching
procedures

b. If no entry foundjor item
1) Calls up appropriate workform and inputs the

record

DURING INITIAL TRAINING, INPUTTER PUTS RECORD IN SAVE FILE

(1) Reviser (documents cataloger) calls record from save file and
revises.

(2) 'Reviser Idocuments cataloger) updates and adds OCLC number to
cataloger's worksheet.

3. Znputter proCfs completed.record and updates.

4. Record called back through reformat command.

5. OCLC number added to cataloger's worksheet.

6. Item returned to Documents with ocx,c number recorded on
item.

7. Workform filed by OCLC number.

Search.slip discarded.

8. Itputter records statistics.

a
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NAME AUTHORITY SYSTEM

The establishment and maintenance of a name authority system present
difficult challenges for-the Title II Project. Currently, CSU Libraries does
not maintain a unified file in which authority information can be found.
Instead, there exist several primary sources of information: the NUC, the
card catalog, the selAies authority file, the general reference file, and LC
records in OCLC. Control information (the record of references made in the
CSU catalog) is in most instances added to the tracings of a shelflist card.
(Formerly, the control information was added to the tracings of the main
entry.)

The Project Planning Staff concluded that a separate name authority system,'
particularly one for corporate names, is needed for the project. The question
is how to create such a system in an efficient manner that permits the accuracy
necessary for the project. The.planning staff developed the following pro-
cedures to be used for the initial weeks of the project. During this initial
period the procedures will be reviewed. Changes will be made as necessary
and desirable.

Separate authority files in card format will be maintained for:
(for specific guidelines see appropriate section of the manual)

1. Corporate headings, conference names.
2. Personal names
3. Series (Main Entry)
4 Selected geographic and topical names
Cards will be created in-house by the project staff.

For the purposes of the project, control cards will include mostly
x (see) and xx (see also) references, and where appropriate the history of
the body. Cross reference cards will by typed from the control card. This
authority file is for the project and will not be used by the public. (See
appropriate section in the manual for guidelines.)

The control cards will be revised regularly and then sent to a I-B or
hourly staff member for the typing of references and filing of all cards.
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Fixed Field
CSU Project Memo no. 1

3/2/79

Illustration Codes

Illustration codes should be based on the entire collation statement. For
example, if plates are, mentioned in the pagination and a more specific type
of illustration such as maps is given in the illustration section, both
should be coded in Vie fixed field. This.would apply even if all of the
plates were maps.

,
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Fixed Field
CSU Project Memo no. 1 a

3/2/79

Contents: Use of the value 's' for statistics

The explanation for the use of this code given,in Fixed and Variable Field
Tags for Books is Misleading. The code should be used when the work in hand
consists of statistics only or statistics and text that comments directly on
the statistics. The application of the code ils much narrower than the ex-
planation in Fixed and Variable.,.Because of the confusion, records in the data
base will re4ect a variety of interpretations. It is not necessary to re-do
work already done for either illustration codes or contents.
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Fixed Field
CSU Project Memo no. 2

4/16/79

Government publication code

Please review the information on page 10 of Fixed and Variable Field -
Tags for Books. In the second paragraph, interpret the phrase "when
in doubtrIE-grally. Assume that a formal distribution statement need
not appear in the catalog record for the item to be coded as a
Overnment publication. In othez, words, the item may be coded
as a government document even though the imprint reads 's.1.:

If a publisher other than a federal agency appears in the imprint,
the fixed field should be coded according to the body appearing in
the imprint. This is a constraint of the OCLC system and need not
be a reason for excluding an item froli the Project.

JS
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035 FIELD

CR

035 Field
CSU Project Memo no. 1

6/29/79

Delete ttfe 035 field on an adaptive record.



090 Field
CSU Project Memo no. 1

10/2/79

090 FIELD

The cataloger should supply all blanks and delimiters in the appropriate
places when recording the LC class number on the input worksheet.

Examples: R737)3#bl3.A38

SHl1)3#b)S.A3)3no.)562

c.1
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300 Field
CSU Project Memo no. 1

9/26/79

300 Field

- -N
Open entry monographiC sets

Leave 5 blank spaces befoie v. in the 300 field.

4 V
This is based on LC practice as seen in current volumes of NUC.
The same LC records in MARC format, however, show no spaces left
before the "v." 2

NSC
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S.

505 FAld

Incomplete contents note

Tag 0 for the 1st indicator.

Leave 5 blank spaces to indicate that a volume is missing.

This practice s incorrect according to Books: A MARCormat
where the first indicator is, defined as descriting the'nature of
the contents 'and not as a determination of whether or not the
field will print. Due to an error in programming (according to
BCR), this field will not print if the first indicator,is "1".

.

The question es to whether the field will print with a first
indicator of "2" has not been examined.

NSC

4

505 Field
U Project Memo 30. 1

0 9/26/79

:



.7140 Field

CSU Project Memo no, 1

3/5/79 ,

740

_Use the value of One in the secOnd indicator positiondn the 74.0
field. (Entries in the.data base with tlie value of zero may be found.)

5
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Minutes of Project Staff meetings
CSU Project Memo no. 1

10/22/79

Methods of recording information discussed at Project Staff neetings
will vary according to the type of meeting and information. One
person will be designated on a rotating basis as the recording
secretary for each meeting, and the guidelines below:should be
followed.

I. Meetings of Project Catalogers and Support Staff

A. Cataloging policies or procedures: Decisions made
1. Each decision should be recorded on a separate sheet of paper.

a. Each memo should contain the following information in
the upper right hand corner:

'Subject of the memo (and(subheading if necessary)
"CSU Project Memo no. " (no. pill be consecutive

for each subject)

'Date of meeting

b. Initials of the recording secretary should appear in the
lower left hand corner after the text.

2. A draft of 'the memo(s) shOuld be prepared and circulated
among the staff for comments or approval.

3. A finaLcopy of-the memo(s) should be prepared and 11 (eleven)
-copies made. Distribution as follows: Project Staff, Mr.
Schmidt, Mr. Stickman, Mr. Lindgren, Ms. Kruger, Project Manual.

-

B. Cataloging policies or procedures: No decisions made
1. The Senior Project Cataloger will keep a rec'ord of the

subject and will put it on the agenda for the next meeting.
2. The Senior Project Cataloger.may also assign a staff member to

investigate the subject further and present the findings at
the next meeting.

C. Topics of general discussion, announcements, etc.
1. If the topic is deemed important the recording secretary

should make a note' of it.

2. The note should be typed'and filed in the Master file.
3. A coo' should be sent to Mr. Schmiat'.

II. Meetings of Project Catalogers and Mr. Schmidt

A. -Minutes in the traditional tense should be taken by the record-
ing secretary.

1. A draft of the minutes should be Prepared and circulated among
the Project Catalogers.for comments or approval.

2. A f al copy of the minutes should be prePared and 7 (seven)
les made. Edstribution as follows: Project Catalogers,

J



Mr. Schmidt, Mr. Stickman, Master file. The Master
file copy should be routed to the Support Staff before
it is filed.

B. If any decisions are made concerning cataloging policies or
procedures, the recording secretary should follow the pro-
cedures-outlined in I. A. above.

11
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Abbreviations
CSU Project Memo no. 1

4/17/79

County
Some confusion exists regarding the correct way to record
the word "county" in corporate author headings and in subject
headings. Conversations with GPO and BCR/OCLC provided the
following background information. Library of Congress will
now establish a new oounty with the word spelled out rather
than abbreviated:

Larimer County, Colo.

However, for'already-established county headings LC will continue
to use the word in its abbreviated form:

Larimer Co., Colo.

GPO has adopted a blanket policy of spelling out the word.
OCLC has advised that use of the word rather than-the abbreviation
is acceptable even if LC has already established the abbreviated
form.

As a result, the policy for the Project cataloging will be :to
spell, _out the form whenever it is used in a corporate or subject
heading. This applies regardless of 'IC's previous decision regarding
the heading.

JS

L'arimer County, Colo.

Flood control - Colorado - Larimer County.

53



Added Entries-Personal Names
CSU Project Memo no. 1

2/27/79

Do not supply the designation "joint author" if the main entry is a corporate
body. For example, if the main entry is a corporate body and one or more
personal authors are being traced as added entries, do not add the designation.

JS
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Appendices

CSU Project Memo no. 1

3/19/79
In the attache6 example, the term appenrlim is interpreted as supplementary

mJt,rial (see ALA glossary definition for supplement, n3.1). Therefore the
deciison of how to catnlo ti rupendix was bared on the four options for
supplements issued separately given in CSC memo no. 1 for "Supps,addenda, etc."

The appendix was cataloged separately since the title differed substantially
from that of the main work and did not meet the riteria for use of P.141F or
AA1553 (see CS, bull. 121, Spring 1977, p. 10).

The main and added entries and arranrement of d-.:ta in the description

wn-e established accordinc to LC's r;uidelinec in CS, bull. 119, Fall 1976, p. 16.
In the atiached example which was very similiar to the first example cn p. 16,
the 1-hrasa Anpendix III was omitted as subtitle, a note: "Appendix III to ..."
was included, and an author/title added entry for the main work was provided...

To record the bibliographical relationship of the appendices in the
cataloging for the,maiin,pork (see AA143D49 P. 7E), rIn optional note:

"Appendices issuedwith distinctive titles." was included (500 field).
An alternotive note: "Anpendices.issued with distinctive titles and cataloged
separately.""could have been used in the 590 field.

61



MOT.

WATER AND RELATED LAND RESOURCES

SEVIER RIVER BASIN
UTAH

1969

e/Pcs,

14, .

T-1,p/es

I Prepared by
,

1 .UNITED STATES DEPARTMENT OF AGRICULTURE

1
Economic Research Service Foresl Service Soil Conservation Service

In cooperation with ,

Department of Natural Resources, State of Utah

IgeggZA.A4.4A0707,4545:1:44%3 4.10444"*T" "' 4)44'



APPENDIX III

IRRIGATION WATER MANAGEMENT

SEVIER RIVER BASIN, UTAH

United States Department of Agriculture .

Economic Research Service . Forest Service Soil Conservation Sermice.

June, 1976

63
. ,ffr'...41',.44.1=1.01gle&W41.4.1012r:. 4 Yrotm-,



OCLC:
Type: a Bib lvl: m

Repr: Lnc lvl: I

(*a\
Indx: ): Mod rec:

Desc: e Int lvl:

r . ;
Govt Lang:-.- -Source: d
Conf pub: Ctry:Xl/U-Dat tp: s-

Festschr: /: Cont:

Illus:

Dates:

010 1LCCN

040 rource (Necessary only if transcribing copy; if so) change,fixed field source)

020 1ISBN

-041 'Languages

0/43 reog. Area Code

049 'Holding Library COFV

050 LC CiaEs 6 082 Dewey class if

0 11

099

SuDocs Class A /./(9.5-... 2

11 2_ 9 Main tntry

4..14.z. ft

(1114h Uniform Title

f

'dk 5 0 Title . , ..----

.. -
-2,

,

, - t % -i ...-,./.1. A ..-z.4...e...../ /1/..../1...1...... 1. ..)' ti 0 1 .14.-7 , 42-fie GA/ ...2.A., C../.. /,f).Ve.e...s.v' 6/....t.:7
,..

250 tdition

200

)00

Imprint ; o / 5eL-

Collation

.

Series

/ (), 2/.7
. , . . / ".

Series

e .sr","

Notes .go t I-Ir244Cia",

de. /s : .

44,4_4

GRANT:3-78



Not.es

Aaaed bxx: Suoject Aaaea tntry 740: ariant Title oxx: Series Aaa. tntry

Entries

I
I

1-a.
,r '

/ 1 J
/7. A.k L. 1 3

4

1
1 r

_

I

.. )
.

rs :
If ...._

f

4

.

.
.

I

17 ,
-

, , ..: ,','" i 1 6 ,::-<-.. -, - ,*p_e c, /2 _, .. , /4 ,-.1, le

/ -1" 1( je27...e..4_ ,-, , ,. 4.* (.4 Z.t. C.-: /4 ,t.e.- 4..e _4_0 ....../ c_e _. i . ,/-..- . , ; 4: -:( ., . let"; .

7 1 ./.-- 2- i r. ' -; "ti ,-, ., ., -/ .6 _.:;-1,-,-,2_.:e - .'' ,- -' .....-
I

-..

'I/ / r / '-'-'

1

( ( , lr' ' ii'4"1/. ) ',/ 6 ('-'( (.; ....- , , ,..._.., .

Special instructions

Input Mode & Command
CAT MODE/PROLUCE (Cards)
CAT MODE/UPDATE (No Cards)

RETRO MODE/UPDATE

Cataloger

Date

em4N

Input by

Date

Saved under: COF/

6,3

Produced by

Date
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Authority Cards for Revised,Headings-;for COM.Catalog

CSU Memo no. 1
6/11/79

Cards To Be Corrected for COM Catalog

The Project will maintain a separate file for entries to be corrected for the
COM CAT.

The card with the incorrect heading will be filed in the COM editing box.0- This card will include: the incorrect heading, below it the word USE in
red, and the correct heading. It might include the date of publication,
soul;ce and the cataloger's initials. It will include a red cross in the
upper left hand corner of the card to differentiate it from other cards in
case the card is filed in another box. This card wifl be typed by the
cataloger.

incorrec4 heading

correct heading

dp

[Source]

United States. National Defense
University.

USE

National Defense University.

_ [Cat-aloger's'initials]

This card to be filed in the COM editing box.

For headings to be corrected in the COM CAT; an authority card will be typed
by the cataloger with the appropriate cross reference(s). This card will be
filed in the authority file.

dp

[source]

National Defense University

x United States. National Defense
Uniyersity.

[Cataloger's initials]

This card to be filed in the authority file.



Authority File-Corporate
CSU Project Memo no. 3.

10/2/79
(Replaces CgU Memip entitled

"Corporate heading memo no. 2")

PROCEDURE FOR CREATING CORPORATE AUTHORITY FILE

I. LC Verification

A. Used
1. Cataloger types4authority card (see memo no. 4)
2. Cataloger checks card in red in upper.right hand corner.
3. Cataloger places card in drawer for authority cards to be filed.
4. Student assistant,types cross references if any. ---

5. tudent assistant fifes the authority and cross reference cards
above the rods (using LC filing rules).

6. Cataloger revises filing.

,`

B. Not Used
1. Cataloger circlesjn red the heading on photocopy or print-out and

initials it.
2. Cataloger places photocopy br print-out in Student assistant's box.
3. Student assistant types heading, and date of publication (from 260-efield) only on card.
4. Student assistant returns photocopy or print-out with typed card to

appropriate cataloger.
5. Cataloger checks typing.
6. Cataloger places card in drawer for authority cards to be'filed.
7. Student assistant files the authority cards above the rods (using LC

,filing rules).
8. Cataloger.revises filing.

II.. Local Verification
A. Used

1. Cataloger types authority card (see memo no. 4).
2. Cataloger checks card in red in upper right hand corner.
3. CatalOger places card in box for locally established headings.
4. Catalogers revise heading and place in drawer for authority cards to be

filed.
5. Student assistant types cross references if any.
6. Student assistant files the authority and cross reference cards above the

rods (using LC filing rules).
111.

7. Cataloger revises filihg.
1

B. Not Used
1. Cataloger types authority card (see memo,no. 4).
2. Cataloger places card in box for locally estal5lished-headings.
3. CaAlogers revise heading and place in drawer for authority cards to be

filed.
4. Student assistant files the authority cards above the rods (using It

filing rules).
5. Cataloger revises filing.

CR



Authority File-Corporate
CSU Project Memo no. 4

10/2/79

INFORMATION APPEAR;NG ON CORPORATE AUTHORITY CARDS

The following is a summary of information and its order on4
authority cards for corporate headings:

1. Heading

2. History (If applicable)

Combine on one card if possible.
3. References (if applicable)

4. Date of publication (year) used to establish heading

5. SuDocs no. Of publication used to establish headi:pg

6. Source of verification

a. LC in NUC date of NUC, checked ex. 168-72

'b. LC in OCLC-->LC card no checked ex. /75-52325

c. OCLC LC Name Authority LCNA, checked ex. VLCNA 'no. 78092061
and control humber

a. Localp dates seatched, circle . ex. *56-79
4

7. Initials of cataloger es-Eablishing the heading,

8. Date, heading established

9. Other notes (if applicable)

CR
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1

U.

United Staten. Environmental ProteCtion Agency.
Division of Oil and Special Materials Control,,f"f )

see

United States', Environmental Protection Agency. '

Oil and Special Materials Control Division. 1---
,

- r

Ultihed Stateo. -Environmental-Proiection Agezicy.
Marine Protection Branch.

x United States, Environmental Protection Agency.

Oii and Special. Materials Control Division.

Marine Protection.Branch.

dp 1979

EP 457/4:0c 2/3
45"hone call to EPA

056-79
OLCNA BCS-7/7/80

*-

United States. Environmental Protection
Agency. Office ot Toxic Substances:

dp 1975
EP 1.2:T 755

V 73-77 CR/1-16-80

'

1

;



Authority File-Corporate
.CSU Project Memo no. 5'

l0/2f79

.REFERENCES FOR'CORPORATE AUTHOR7Y FILE.

Make cros refereves for.interysning bodips(iiicisuding departments) when
establishing a subrdinate body.

Do not, however, dupliCate a reference which hag already been made (unless
It is necessary because of the structure Zf. the hierarchy).
For example:

i

I

lUnited:States. Forest Service.

x United States. Dept. of

[

Agricultu're.. Forest Service.frr

and:: United States. Forest Service, not: United States. Forest Service.
Rocky Mountain Region. Rocky Mountain Region:

/ United States. Dept. of.
Agriculture. Forest' Serwicc.

Rocky Mountain Region.

CR
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Authority File-Corporate.

CSU Project Memo no. 6

10/2/79
(Replaces CSU Memo entitled

"Corporate heading memo no. 1")

HIGHER BODY NOT USED4AT,THE TIME SUBORDINATE BODY IS USED

If a subordinate body is being established and the higher body
(or bodies) has .not been established, the cataloger will establish the
higher body (bodies) at thistime.

Follow the procedure for LC or Local Verification NOT USED as outlined
'in memo entitled Authority File-Corporate, CSU Project Memo no..3.

If a corporate nanefis found in the Author-A.3; File, but has not been
U-Sed, searchers will record that the name is in the file, but is "NU" (not
used).

,

CR
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Authority File-CorporaLP
CSU Project Memo no. 7

8/31/79

Corp:orate Body History Card

One history card should be made for one of the bodies being established
(for either an LC or locally established body). A penciled note referring to
that history,card for more information should be written- on the authority card
for each name change.

Example of Authority work (history card with cross-references)for corporate
bodies with name changes. NOTE: For the Project AF the history card and cross
refs. will be combined as given in this example; this procedure deviates from
standard AF and LC authority work practicq as in LC Name Headings.

JM

-63"; fcrtldnu DI:Axl-t, -.11, 11Lte-1.
Fir-t '11,1 T":u

Fort"!::r.0 D1:,,triLti in 197 tle ol LLo

r.)rtlahd, Ore;;.

.District zInd to Bennevi1l.2,.Orcz,on District,

rerpectively. In 19.%1

merr7c f! forLi the Portland District.

-:orkn by thuse bodies are enturud under thi

name used at the time of publication:

(sou next card)

United antes. Amy. Corps of '''rlaina,!rs.

Portlan3
(Card-

Unit(.d Arn.y. Corps of Enc-ineorn.
_Port]nnd District.

-xx United States. Artv. CLri,s of !ngineers.

Firf:t Portlr.nd District.

xx Uvited States. Army. Corps of Lrginnurs.
5.1conu Portland District.

xx United 3tvtu:.. trnç. CorI.s of Encin)ers.

Port]..nd, Oregon District.

United Otates. Army. Corps of Engine,Jrs.
Bcnneville, Oregon District.

xx

7

See next page



Authority File-Corporate
CSU Project Memo no. 7

(page 2)

8/31/79

United States. Army. Corps of Engineers.
Portland District.

(Card 3)

x United States. 4rmy Engineer District,
Portland.

see also information sheet in project's U.S. Orpan.
Chart Manual under entry for Corps' Portland Dist.

dp 1938
°56-79

(""
JM/9 -1849

United States. Army Engineer District,
.

Portland.

See

United States. Army. Corps of ''ngineers.
Portland District.

JM/9 -18 -79
(-Th

United States. Army. Corps of Engineers.
First Portland,.District.*

xx United States. Army. Corps of Engineers.
Portland District.

xx-United States. Army. Corps of Engineers.
Portland, Oregon District.

*For history ed. see entry /Thforx. U.S. Army. Corps ofzngineers. Portland Dist
JM/9-18-79

7 ,3

See next page



Authority File-Corporate
CSU Project Memo no. 7

(page 3)

8/31/79

United States. Army. Corps of Engineers.
Portland, Oregon I)istrict:*

xx United States. Army. Corps of Engineers.
Portland District.

xx United States. Army. Corps of .cmgineers.
First Portland-District.

*For history cd. see ent for : U.S. Army. Corps of

Engineers. Portland Distt-i M/9-18-79

United State!:. Army. Corps of 1:;ngineers.

Secopd Portland District.-X

xx United States. Army. Corps of Engineers

BonneVille, Oregon District.
_,-

xx United States. Army,f'--CZ-r7ps of Engineers.

Portl 1)-±effict.

*For history cd. see entry----. for I U.S. Army. Corps of
Engineers. 'Portland Dist. M/9-18-79

1 Unitcd Stotoc. Arv. sf F41c,inc.or3.

Ponm.villut OrLE:cn D-1::trict7*

x niftd ataws. Amy. CorTs :2

Second Fcr:lund Dlotriv

.19

*For history cd. see entry for: U.S. Army. Cori:
of Engirl'ers. Portland Dist.

7 4



Sources used for verification of names of corporate bcdies:

United States Government Manual. Washinston, D.C. : Office of the
Federal Register, National Archives and Records Service, General Services
Administratign.

United States Directory of Federal Regional Structure. Washington,
D.C. : U.S. Govt. Print. Off.

-
Annual reports, organizational directories, etc,--icf agencies.

Other reference sources, (i.,...e-r-Orirks written about the corporate body).

Phone calls to-giency or organization.

Phone calls/letters to GPO/LC.

--n

1



Authority File Personal
CSU Project Memo no.1

1/18/79

Personal name verification

Personal name

LC

Other

Date of publication of item
Issuirig bbdy on piebe

Document number & class number & complete name as
it appears on piece

Search date

Searcher prepares authority card for the personal name:

1. Writes complete name as it appears on piece.

2. Writes publication date of item; issuing body; document class number &
issue number; and complete name as it appears on piece; and date searched.

3. If finds LC name verification, writes down OCLC number next to "LC" on card.

4. If finds member copy verification, writes down OCLC number next to "Oth "
on card.

a. If member copy name differs from name recorded on name authority card
by searcher, then indicates varying form of name next to OCLC number.
(see example 1)

b. If several other member copies have not completed name, then writes
down next to complete name as appears on piece next to Document number &

* class number "other member entries", (see example 1)



Authority file - Personal
CSU Project memo no.1
1/18/79

Page 2

5. If name verification on OCLC is member input, then searcher goes to NUC
for LC verification.

a. If finds LC verification, xeroxes information and attaches to card
& records NUC date next to "LC" on card.

b. If finds member copy verification, xeroxes information and attaches
to card & records NUC date next to "Other".

6. When Cataloger catalogs item and decides to complete the name, she will complete
it on top of card. (This IA to indicate that, this is the chosen entry and distin-
guishes the established,name on top of card from the name found on issue
(lower part of card). (see example 2)

Brown, J

LC

Other #3594119 Brown,Jerry

1976-78

U.S. Army Cold Regions Research & Engineering
Laboratory

D 103.33/53:76-1 Brown, J (other member
entries)

1/18/79

Brown, Jerry

LC

Other #3594119 Brown, Jerry

1576-78

U.S. Army Cold Regions Research & Engineering
Laboratory'

D 103.33/53:76-1 Brown, J (othe'r member

entries)

1/18/79

Example 1

Example 2



Authority File-Personal
CSU Project Memo no. 2

8/31/79

LC Verification

When an LC personal name entry has only initials for the fore-
name but the person's name appears in full on the work in hand, the
personal name should be established according to the LC entry. A
cross-reference from the name in full to the LC entry should also be
made.

When a work being searched has the author's name in full and the
author could be the same as an established entry with initials only,
then the searcher should record the SuDocs no. of each piece with
the full author's name on the cross-reference card. If the searcher
is unsure that the full name is the same as the LC entry then the
cataloger should be alerted to the possible conflict.

JM



Authority File-Personal
CSU Project Memo no. 3 .

10/4/79

Personal name authority cards should be filed: in the appropriate authority
file as soon as searching is completed.

If the same name is searched before the origi,nal piece has been cataloged,
the searcher will note "NU" (not used) in the appropriate place on the search
slip.

SC

3



Authority- Files-Temporary Slips

CSU Project Memo no. 1

10/30/79

TDIPORARY SLIPS

Project Staff should leave pink temporary slips in the Authority
File whenever a card ±s pulled. The slip Should include the heading
and the perion;s initials.



"Bibliographic data sheet, etc."
CSU Project Memo, no. 1

7/25/80

Do not record the "Report No." if it appears only on the
"Bibliographic data sheet, etc.".

Do'not record the "Performing Organization Name..." unless
considered very important.

Prefer statements on the oriiinal title page to the same
information contained in the "Sponsoring Organization Name..."
area of the "Bibliographic data sheet, etc." Take the name
of the "Sponsoring Organization" from the "Bibliographic
data sheet, etc." only if itis the only possible source
for an imprint (or if it is important to bring out the name
of the,agency in a note so it can be traced).

Record information in "Supplementary Notes" as a series
statement (if appropriate).

NSC
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CSU AS PUBLISHER

CSU Publications
CSU Project Memo no. 1"

10/2/79

An added entry foil- CSU will be provided on cataloging records-for all
publications issued by CSU.

CR

8,2
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Classification numbers-Serials
CSU Project Memo no. 1

9/2'3/80

If the most recent issue of a serial is shelved,in the documents

reference section (i.e. classed ".../REF"), and the earlier
issues are shelved in the regular documents stacks, record the
class number :in the 099 field as ".../REF":

CR

83
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lqassification Numbers-Supp., Addenda ctc.

CSU Project 1'ero.no. 1
1 2/20/79

The following memo is intended to ciarify the procedure Tor recording
the clas ification number of a serial or monographic set..

Input on y the stem of the classification number. Do nol input any
additional information, Although the Monthly Catalog includes information
regarding the numbering system of-the title, our catalog will not

.include this information. If the publication has ceased, again input
only the stem of the classification number. Do not input the numbering
scheme itself, such as no. 1-43.

' This procedure does not apply to class numbers for monographs or analytics.

This memo deals with classification numbers for supplements, appendices,
. and attachments.

A supplement, appendix, or attachment may have a distinctive 60tsification
number or it may have the classificationnumber of the original work wlth
an addition reflecting the supplement, etc.

1.10:B 68/eupp.1
A 1.2:8 324/appa.
A-1.2:B 324/attach.A
A 1.2:B 324/2

Brackets may be used around numbers or letters on some of the pieces
received from the Documents Department. Do not input brackets,into
the record.

Documents has attempted to use the'same abbreviations. Be certain that
any abbreviations (st(pp., app., attach.) used within a single stem are
spelled the same way.

JS

1
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Collation
CSU Project Memo no. 2

3/7/79

This mego replaces CSU memo no. ltfor the 300 field. Please discard
the previous memo.

Subfields a and b

The function of the subfield a is to record the extent of the text
(AA1)42.B-C). Subfield b describes the nature of the illustrative material
(AA1111D).

The subfield a may include mention of plates, including a notation
that the plates are folded. (AAlillH4)

The illustration statement may also mention folded material. However,
the circumstances under which the illustration statement would include
such mention is much more restricted. AA14lD3 reads "The fact that illustra-
tive matter is printed on folded leaves is generally disregarded unless
the folding is especially significant, e.g. a panoramic view."

In other words, folded material may be mentioned in the pagination
without being mentioned in the illustration stateMent.

In applying 2.41B4 in constructing the pagination the cataloger need
not'mention folded leaves of text or plates if the work is bibliographically
unimportant. GPO does include (fold.) for works of moderate or considerable
length. Use judgment.

if
Do not correct any cataloging copy already completed. Rpply to
new cataloging.

JS



Contents notes
CSU Project Memo no. 1

6/23/80

Corporate body as author in contents note

When recording a corporate body as the author in-a contents ipte,
record it as it appears on the publication (i.ather than the 9
established form).

CR
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Corporate Bodies- Additions to Names (AA65-C)

CSU Project Memo nO. 1
3/13/80

ualifying nonconflieting corporate names

0
If need to:'qualify a corporate name because there is a conflict, or could be a
conlict, consult AA 65A-C whether the body is governmental or non-governmental.

e.g. Title page: United States

Environmental Protection Agency
Environmental Research Information,Center
Cincinnati, Ohio

Heading: Environmental Research Information Center, Cincinnati

If there is no conflict, and the name is a government body which has a national,
state, provincial, etc. character, add the name of the political jurisdiction
(country, state, province, etc.) in parenthesis, instead of the local place name.

e.g. Title page: National Health Center
Heading: National Health Center (U.S.)

Title page: John Brown National Health Center
Heading: John Brown National Health Center (U.S.)

NSC



Corporate Bodies- Tncorporation (AA66E)
CSU Project Memo, no, 1

3/13/80

A

'Inc.

1. Keep Inc in the heading whether preceded by a comma or not it the name
does not make it clear that it is a corporate body.

e.g. Title page: Wapora, Inc.
e.g. Heading: Wapora, inc.

2. Inc is considered an integral: part of the name if it is not preceded by
a comma:

e.g. Title page: Systems International Inc.
Heading: Systems International Inc.

e.g. Title ;age: Kirkham, Smith and Associates Inc.
Heading: .Kirkham, Smith and Associates Inc.

Inc is considered a descriptive part of the name and not an integral
part.of the name if it is preceded by a comma.

e.g. Title page: Holcomb Technology, Inc.
Heading: Holcomb Technology.

Note: Never add Inc to a name if not included in the name.

NSC et,
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Errata Sheets
CSU Project Memo no. 1

10/1/79

Errata should be cataloged as part of the original publication if possible.

Create a s'eparate record if errata is lengthy and/or is received after the
main work has been cataloged.

NSC
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ISBD(M)

ISBD vs. Non-ISBD
CSU Project Memo no. 2

9/18/79

This memo supersedes ISBD vs:\ Non-ISBD (Adaptive cataloging) meMo no. 1,
dated 3/19/79 which should be discarded.

All original cataloging should be done according to Revised Chapter 6Isn(m).

All adaptive cataloging should be done'-according to Revised Chapter 6Ism(m).

EXCEPTION: DLC adaptive pcords which are in non-ISBD(M) need pot be
updated to ISBD(M) except the series statement portion, which must be inISBD(M). Update the series statement to ISBD(M) in all instances, even though
the remainder of the record in not in ISBD(M).. Any series tracing will alsobe in ISBD(M).%

NSC
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Imprint4

CSU Project Memo no. 1
3/16/79

.,

If the probable place of publication is known, it may be given
in brackets even though no place of publication appears in the
piece. (AA137A)

The procedure for supplying a publisher from a source outside
the piece is not as clear. However, if the publisher is known,
it may be supplied in brackets. If the probable publisher is
known, it may be supplied in brackets with a question mark.
This technique may be useful if, in a series of documents,
most but not all of the items have the same imprint and a few
of the items have no imprint. If it is reasonable to assume
those items without an imprint were issued by the same publisher
as those with the imprint, a place and/or publisher may be
supplied.

JS
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Imprint-Publisher
CSU Project Memo no. 1

10/17/79

Abbreviation of publisher's name (AA 138D)

Publisher statement may (not must) be abbreviated in the imprint area, if it
appears in the title and statement of authorship area. (see CSB no.1, Summer '78, p.6)

CSU will follow this CSB guidelines which is a change in the orieinal AA 138D rule.

Exception: Do not abbreviate the name of the publisher if the abbreviated form
does not clearly indicate to which body it refers:
e.g. If the statement of authorship.has

/ prepared by the Dept. of Agriculture and the Dept. of Interior.

C.

NSC
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GUIDELINES FOR INPUTTING AND REVISION
'

Tniuttini;

CCU Project Memo no. 1

4/17/79

1. Before inputting an original recor6into the OCLC data base',
search the data base again for a matching record. If one is

found, print a copy and return it with the piece to the
cataloger.

2. Input the 049 field as COFV.

This is very important. If inputting of the 049 is incorrect,
it will not be possible to retrieve the record for the COM catalog.

3. Input the classification number in the 099 field. Check and
double-check the accuracy of the inputting.

This will be the only opportunity to verify the 099 field on-line.
When the record is called back up from the data base, the 099
will not display for adaptive or for original records.

4. Input the remainder of the information on the cataloger's worksheet.

5. Delete all 035.fields from aaaptive records. Do not include 035
fields in original records.

6. If using an adaptive record, check to see if an 086 field is
on the record. If so, print a copy and return it with the piece
to the cataloger.

7. Input all records in the RETROjuode. (This requires a special

log-on authorization number.) Add all records to the archival
tape whether adaptive or original through the RETRO mode.

This is important. If the above'procedure is not followed,
CSU will be charged an FTU for adaptive records.

8. To add a record to the archival tape, use the UPDATE command.
Do not use the PRODUCE command.

This is important. If the above procedure is not followed,
CSU 1011 be charged fOr adaptive records and gill receive cards

for all records.

9. After an original record has been adaed to the archival tape,
call_the record back up through the rf (reformat) command.
Record7the-OCLO control number in the appropriate'space on
the oatalner's wOfksheet.(During the revision process this
should be done by the catalogef-doing_the revision.)

_

JS



InpUtting
CSU Project Memo no.

7/25/79

SUBJECT: Additions and Corrections to Archival Tape and the Repl /Update
Cammand

Several commpnds at the OCLC terminal will add a record to our OCLC
archival tape. These commands are: Produce. Update, and Replace/Update.

The Produce command will add the record to the archival tape and enerate
catalog cards.

The Replace/Update command will add the record to.the archival tape and
permanently change the master record in the OCLC data base. No cards are
produced. The Replace/Update command can be used only when the record in the
data base has been input by us and has not been used by another library..

When a Produce or an Update command is given, all information appearing
on the screen that has been sent to the computer will appear on the archival
tape. This is not the case with the Replace/Update Command. When a Replace/
Update command is given, loCal holdings information (049, 099, 590) is not
transferred to the archival record even though the terminal operator may
have added the information and it appears on the CRT terminal screen.

As a result, a Replace/Update command should never be the last command
given when using a record in the data base. A Replace/Update command
must be followed by either a Produce or an Update command. When the Produce
or Update command is given, all local information and all other information
must be present on the record, for it is this record which becomes the
oofficial" record on the archival tape.

Below is an outline of the procedure to be used when-correcting a master
record in the OCLC data base (i.e., correcting original cataloging with only
CSU holdings):

1. Call up the record; add and send the permanent correction,
reformat to verify

2.. Type REP aV home position

3. Hit Update/Send

(Steps one to three update the OCLO data base; steps four to six are necessary,
to.create an accurate entry for our archival tape.)

4. Call up record again, i,e., reformat at Home position,
(COrrection added in steps one to three should appear.)

5. Add and send local lnforMation (049, 099, 590) and any other
necessary additions, verify the ,additionstbrOugh reformat

6. Hit Produce/Send or Update/Send as appropriate to'add the
recorkto the archiVal'tape. Project st:Off should usq only
the Update/Send command.)



page 2

The Replace/Update procedure cannot be used if another library has already
used the record we input into the data base. If another library has used the
record, then, for the purposes of our archival tape, follow the procedure below:

1. Call up the record, make corrections and add any local or
'other information required for an accurate archival record,
reformat.to verify these corrections and additions,

2. Hit Produce/Send or Update/Send as.appropriate.

3. If the error warrants, file an OCLC error report on the.
record.

P

The first two steps of the above procedure-should also be followed when
changes are i ired t.o an LC or other-member OCLC record that we have used.
previously. Reas r such changes include transfers, added copies,
revised bibliographic information, Alteration of a classification number, etc.
Under such circumstances: step three may not apply.

'



Inputting-Standard8
CSU Project Memo no. 2

2/1/80

*SERIALS _UMMARY OF aNPUT STANDARI5S (Based on OCLC,I-level.standards with
adaptations for FroRct)

*

R, Requii'ed if available or if applicable
M Mandatory -.

SR System required
PR Project required

010 - If available on piece
011 - Disregard
015 - R
019 - Disregard
022 - h
025 = Do not input ,

030 - R

5 - Delete all information in 035
037,- Do not input
040 - M (CSU symbol automatically supplied for nelq records)
041 - M if applicable (if only "eng" omit field on worksheet; fixed

field provides info)
043.- R
045 - Do'not input
049 - SR
050 R (input if on piece)- '-

055 R
c6o - R
070 - Disregard
071 - bisregard
072 - Disregard

0y3 - Disregard
074 - Disregard
080 - Disregard
082 -.R
086 - Assume that we will put the 'number in 099
089 = Do not input
090,- Input LC call no. pf LC records in NUC
091 - Disregard
092 - Disregard
096 - Disregard,
098 - Disregard

1099 - PR

,c



245 -

210 - Disregard
212 - Disregard
222 - R if avallable
247 - Follow succesdVe cataloging practice
350 - Do not input
506 - Optional
510 - Do not input
512 - Disregard
530 - Disregard
547 - Follow successive cataloging practice
570 - Optional (used.at cataloger's discretion)
590 - Use
760's - Follow OCLC guideline
870 - DO NOT USE
871 - DO NOT USE
872 - DO NOT USE
873 - DO NOT USE

.936 DO NOT USE

OCLC:

Type: SS
Repr: M
Indx: 0
Desc: M

0 - OPtional (supply information if available from piece)

Bib.1v1: SS
Ent lvl: SR
Mod rec: M '

Cup ind: 0

.Rec stat: SS
GOvt Pub: PR
Conf pub: PR
PhYs med: M
Titl pas: 0

Entrd: SS
Lang: SR
Ctry:.PR
Cont: 0
ISDS:

9

0

Used:

Source: M S/L ent:
Ser tp: M Alphabt:
Frequn: SR-Pub st: M
Reglr: M Dates: M



Inputting-Standards
CSU project Memo no. 2a

Vl/80

MONOGRAPHS S1.M1ARY OF INPUT STANDARDS (Based on OCLe 'I-level standards
with adaptations for Project)

Required if available
Mandatory

.SR System reauired
PR Project required

010 - If available on niece
011 - Disregard
015 Required
011 - Do not input

, 019 - Disregard
0?0 - R

025 - Do not input

035 7 Delete all information in 035 (specially applicable to serials)
037 - Do not input
()140 - M
041 - Mandatory if applica.ble
043 - PR
045 - Do not input
049 - System required
050 - R
051 - Disregard
055 - R
060 - R
070 - Disregard
071 - Disregard
072 - Disregard
073 - Disregard .-

074 - Disregard
080 - Disregard
082 - R
086 - DO not input
089 - PR
090 - Input LC class number from NUC
091 - Disregard
092 - Disregard
096 - Disregard
098 - Disregard
099 - PR - input number in 099

9,3
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045 - Follow AACR practice. Will not follow local CSU practice
265 - Disregard
350 - Do not input
400, 410, 411 - Use these fields for adaptive cataloging. Do not use

them for original cataloging
503 - Follow LC practice
505 - !row LC practice
506 - if applicable
520 - Disregard
590 -.Use

652 - Disregard
690, 691, 692, 693, 694, 695 - Do not use at,this time for monographic

cataloging
910 - Disregard

OCLC:

Type: a
Repr: M.
Indx: 0
Desc: M

Bib lvl: m
EnCtl: SR

Mod c: M
Int lvl: M

Gov't pub: PR

Conf pub: PR
Festschr: 0

Lang: SR
Ctry: PR
Cont: 0

- Optional (supply information if available from piece)

4

9,)

(

Used:

Source: M Illus: 0
Dat tp: M M/F/B: 0

Dates: M



11): Copeland: Godden,
Wessling

En""nnits7: J. Stickman

OFFICE MEMO

Lindgren, Moon, Schmidt, Smith,

SUBJECT: Pr_ Aject Use of Lc/Copy

LC Cataloging Copy/Transcription

CSU Project Memo no. 2

9/12/79

Date

REMARKS: This memo supercedes LC Cataloging Copy/Transcription, C5U Project memo no. 1,
dated 7/9/79 which should be discarded

e

The Project catalogers have begun.to process materials for which Library of
Congress cataloging cd-Py exists, either in the OCLC data base or in the National
Union Catalog. As, a result, OCLC records wipi COF holdings may appear to have
been used at CSU Libraries for items classed in LC when in reality the items have
been, classed in Sudocs.' The following paragraphs attempt to clarify the problem.

Since the Project began, the Project eatalozers have adapted other-member OCLC
records. The resulting master record includes COF in the holdings and in all
probability a class numbeE in the 090.field (Local Call Nlimber--LC type) everlD
though the item at CSU is in Sudocs. As Project Catalogers process LC copy,
the frequency of this kind of situation will increase as described below.

te

When an LC record is found in the OCLC data
adapt the record as necessary.and add it to
function. The COF -holding symbol will then
will an LC call number in the 050 'held (LC
though the item is in Sudocs at CSU. There'
location from the master OCLC record itself.

base, the Project catalogers will
the archive tape through the Update
appear on the master OCLC record as.
Call Number)(in most instances) even
is no way to detertine the CSU

When LC copy is found in the NUC and no OCLC record exists, the Project catalogers
will not transcribe the NUC copy for input into the OCLC data base. (If such
copy were transcribed, the resulting 040 field (Cataloging Source) would read:
DLC ie COF.) Instead, Project catalogers will prepare a local record. . This will
enable.easy upgrading of the record to current cataloging practices. BCR has
reported that this is an acceptable .procedure. However, in such instances BCR
requests that the inputting library add the LC call number on the NUC copy to the
090 field of the machine-readable record. The 040 of the resulting OCLC master

'record-will read: COF COF. Although this would appear to be a record for a
CSU item in the LC classification, it is instead a PPoject iteVin the Sudocs
classification. Again, there is no way to determinerthe CSU location from the
master OCLC record.

Project staff wilI continue to maintain a file of all cataloging worksheets from
the Project in OCLC control number sequence. Use of this file will allow one to
determine if an item has been cataloged through the Project once the OCLC control
nuMber is known.

.

The number of-items involved in the above procedure is small but may be signifi-
cant in terms of item retrieval.

iUj



LCNA
CSU Project Memo - no.,1
3/28/80

667 field

If an LC Name Authority entry contains a 667 field (scope note) listing corporate)
bodies or subdivisions which have not been used as headings, it means that the (

bodies or subdivisions listed were not established by LC when the works on which
they appeared Were cataloged, according to cataloging practisce at the time.

Catalogers atz. estaidish the bodies or subdivisions listed as needed, according
to 'the rules.

For example, LCNA 79022809, United States. National Park Service.
contains a 667 note stating, "The following subdivisions have not been used
as headings:" The subdivisions listed may be established according to the
rules, even though these same subdivisions appeared in the 1976 LC Name
Headings boolss as cross-references.

a

BCS



J

Main Entry
CSU Project Memo no. 1

2/6/7g

This work is one of scientific research authored by four personal
authors (none of which are the principal author as determined by the typo-
graphy and the preface). Therefore apply AACR 17A1 (3d sentence).

Since the work is.of 4 aUthors then consider if the publication
is U.ssued by or bears the authority of a corporate body" as explained in
LC's Rule interpretations . . for AACR 17(1) (4thlaragraph). This work
does bear the corporate authority.

Then apply LC's Rule interpretations
. . . AA17 (2) (see paragraph 2 under

,"Works of scholarly investigation or scientific research" which says: "If there'are mOre than 3 personal authors prominantly named and the work in hand
represents a monogtaph on a subject(a single report), enter under the bodyas a work of corgvate authorship. (NOTE: also see last example under
AACR17A1 (p. 35)--fbr Public water supplies . . . )

\

The main entry, title and statement of authorship and imprint for thiswork would be:

-\c

United States. Army Cold Regions Research and Engineering Laboratory,
Hanover, N. H.

Skylab imagery: application to reservoir management
in New England / H. L. McKim . rbt alp ,

prepared . . . by Corps of Engineers, U.S. Army Cold Regions
Research and Engineering Laboratory.-Hanover, N. H. : CRREL, 1976.

(NOTE:) Prepared for National Aeronautics . .

See accompanying page.

9,2,-
JM/2 -6 -79
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Main Entry
CSU Project Memo no. 2

2/6/79

Determination of main entry where the author (corporate or personal) is
not alentioned in the Primary Source of Information according to AACR
chapter 6 and updates.

The determination of main entry should not be influenced by
chapter 6. The determination of main entry should be according to
AACR entry rules.

In rggArd to personal authors, it is possible that the main entry
may be a personal author while the author statement containing that
personal author is in brackets. (See the accompanying example.) In
this instance the personal authors are named in a "prominent position".
Accoyding to LC RI 17 A, an author is considered to be in a prominent
position if named on the title page, front cover, half title, verso of
title page, colophon, or caption title:1" These authors are named in a
caption title. However, according to AACR chapter 6, rule 134 D 1, the
authorship statement is 4racketed, since the caption title lp not being
used as a substitute for the title page for the purposes of aescription.

Therefore

Ward, James D

Evaluation of southern pine beetle infestations
on the Tusquitee Ranger District, Nantahala National

Forest, North Carolina/ic Eby J. D. Ward, R. F. -

Ba'Ssett, and E. T. Wilson) .

See accompanying xeroxea pages.

. .

VThe bibliographic data sheet is now also included in'this list. (See RI AA17
Rev. Aug. 1979)
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Report No. 70-1-51 June 1970

5230

EVALUATION OF SOUTHERN PINE BEETLE INFESTATIONS ON THE TUSQUITEE

RANGER DISTRICT, NANTAHALA NATIONAL FOREST, NORTH CAROLIN-A

By

.r.D. Ward, R.F.Bassett and C.T. Wilson

U. S. ForeSt Service
Asheville, North Carolina

ABSTRACT

A biological evaluation of southern pine
beetle,' Dendroctonus frontalis Zimm.
infestations was conducted on 406,527
acres witbin the boundaries of the.Tusquitee
Ranger District, Nantahala Natiohal Forest
in May 1970. Results of this survey
indicated 12.54 11.5 (90 per'cent confidence
limits) infested trees per M acres host type
with a rapidly expanding'beetle population.
Removal of infested timber should continue
in order to reduce timber losses and the
beetle population.

INTRODUCTION

During 1969, the ou reek of-the southern pine beetle, Dendroctonus
frontalis Zimm. onlfhe Tusquitee Ranger District of the Nantahala
National Forest incr ased in area and intensity. The level of
infestation was expected to increase in I970,but due to a period 'of
sub-zero temperatureS,in Janpary, heavy mortality of the southern
pine beetle occurred in this area ( F1'avell et ca., 1970 ). An
evaluation of the extent of the mortality cOnducted by the Asheville
Office, Division of Forest Pest Control revealed an estimated 95
percent-reduction in the beetle population and a decrease in the
destructive potential of this pest for J970.



mit

Notes-Bibliography
CSU Project Memo no. 1

2420Y79

Certain poss.ibilities exist regarding the citatiou of.a.bibl iography
that are apparently not covered by AA1h1B and l48B nor explaihed by.
LC RI. ,11-lerefore'i the cataloger must exercise special judgment in
-recor4ing the pagination of a bibliography:,in both the collation and ttiV,
bibliography note.

,

"Try to follow AA141B and 1 48B,in so far as is possible.

If this does not result in a citation allowing.the iiIclusion of pagination
then use -k,he note: Includes bibliography. This note is not in accordarfce
with AACR.

JS

)
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Notes-Cover Tit:le and On Cover

CSU Pr;ojeet Meme-ilo. 1

3/5/79

Cover title

The note--Cover title.--is used to indicate
%of cataloging when a cover title is used as

When a title appears on the cover different
title page, the folldwing note may_be used:

Cover title: cD, different title.]

the chief sol(rce

such.

from that on the
/.

On cover

sIf there is information on the cover to be recorded in the oibliographic
record as it appearS, and the information is not a carer title; the
cataloger may record it usinglne following note, if no other appropriate
note applies: .

4 <
On cover: Other important information.]

(Brackets are not used in tha actual notes.)

JS



Personal Name
CSU Project Memo no. 1

11/28/79

Fullness of .personal name:

*If the forenames in the personal names are established with initials, add
a "period following the initials instead of leaving 8 spaces.
Follow OCLC Te'chnical Bulletin 52 punctuation and spacing.

NSC



Photoreproductions
csq Project Memo no. 3

6/2/80

This memo supersedes Photoreproductions, CSU Project Memo no. 2, dated
9/4/79, which should be discarded.

The note "Photocopy" should be used only if the cataloger is sure that
the publication being described is a reproduction of the original edi-
tion.

The note "Photocopy" should not be used if the publication being
described is the only way the item was issued, e.g. copies from type-
written scripts which were never issued in another form.

In case of doubt, do not use thellote "Photoctloy".
note as 500.

If some of the text or illustrations are illegible,
photocopy note:

' e.g. 500 Photocopy: some notes illegible. ,

or. 500 Photocopy: leaves 4-6 illegible.

Tag "Photocopy"

add that to the

EXCEPTION: The exception to this guideline is National Technical Infor-
mation Service (NTIS) publications. These publications should be
cataloged as original editions, since this is the only way they are
dvailable. Therefore the note "Photocopy" would not apply. This is in
accordance with GPO practice.

Follow AACR 156 for publications which are reproduced with "2 p. on 1".

NSC
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Projects, Programs, etc,

CSU Project Memo no, 1

a 5/25/79

Projects, programs, studies, etc. present difficult problems regarding
the establishment of the name as a corporate author. Use of such names
as a subject heading presents fewer difficulties. This memo addresses both
uses.

PROJECTS

The Library of Congress generally does not consider a project to be
capable of corporate authorship and does not create main or added entries
for projects.

LC does, however, create subject headings for project names.
Project names will not be searched routinely in the OCLC data base or

the NUC. The cataloger will,initiate such searching if desired.
If searching of the NUC and/or OCLC produces an LC-established form

of the project name, use that form of the name. If LC has used the name as
a main or added entry,,use that form as author or subject, tagging the heading
as 110. 610. or 710 as appropriate.

If the cataloger determines from the piece that the project has corporate status,
an additipnal search may be requested. If LC has not established the project as
a main or added entry, .ehe name may be established locally as a corporate author.
Tag the heading as 110, b10, or 710 as appropriate.

STUDIES & PROGRAMS Aft,

The Library of Congress considers studies and programs to be capable
of corporate authorship.

Studies and programs will be routinely searched in OCLC and/or the NUC.
If the-name has been used by LC as a niain or added entry, use the name

as an author or subject using the codes 110, 610, or 710 as appropriate.
If LC has not established the program or study as a corporate author,

it may be established locally if there is evidence in the piece (s) in hand
to show that the program or study has its own staff. Once the name is es-
tablished locally, it may be used as an author or subject using the codes
110, 610, or 710 as appropriate.

If the study or program cannot be established as a corporate author,
it may be established as a topical subject according to the provisions
given under "Projects."

CODING OF SUBJECTS

LC is not consistent in its coding of the above types of names as subjects.
If it were, additional information could be obtained from the subject codes.
ibr our cataloging follow the above guidelines. Inconsistencies in the use
of a 610 .1.rersus 65 0 will not affect the subject index.

lii



Page ,2

CSU Project manual

Projects, Programs, etc.
Memo No. 1

5/25/79

AUTHORITY CARDS

Authority cards for projects, programs, studies, etc. will be kept in
a separate file. Indicate on the card the tagging code used for the firs-t
itern cataloged (i.e., 110, 610, 650, 710). Use of the 110, 610, or 710
code indicates that the name has corporate status: Use of the 650 code
shows that the_name has-been used as a topical subject. List sources
consulted.

If, at a late time, It is discovered that a name established as a
topical subject has corporate status, the name may be established as suCh
with appropriate changes to the authority card. No attempt will be made
to correct subject coding pf already-existing records.

RLANS

Treat "plans",according tb the provisions for projects.

!r731\k
JS
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Rush Processing
CP Project Memo no. 1

10/4/79

RUSH CATALOGING

Documerits Dept. catagorized 2 types of RUSH items to be cataloged as follows:

1. Items to be processed and returned within a week
2. Super RUSH items to be processed and returned within 48 hours.

These items will be flagged RUSH with a pink slip and will be given to
Senior Project Cataloger to be sure the items are processed within the re-
quested time limit.

RUSH SEARCHING

Rush searching that is completed should be routed back to the catalogers.

Additional searching requests should be returned to the person who originally
searched them, unless it is a RUSH and that person is,absent.

RUSH INPUTTING

Rush inputting will be given to- inputter for immediate inputting.

After the record has teen updated, the item.will be placed on student assistant's
desk to be numbered and returned to Documents Department.

'Pt
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,RECORDING OF INFORMATION ON SEARCH SLIP

LG

Searching-Corporate Names
CSU Project Memo no. 1

8/2/79

Searchers must record entries verified in the Authority File EXACTLY as
the authority file shows them. Abbreviations are permitted ONLY in the
following cases:

U.S.

Dept.

Div.

Punctuation must be copied exactly as it appears on the authority file
cards.

h



Searching-Corporate Names
CSU Project Memo no. 2

8/2/79

Corporate bodies not searched:

Names of U.S. states, counties, and cities will not be searched on
OCLC or in NUC. Such names will be searched in-the Authority File, and
authority cards will be prepared for them as needed by thecatalogers.
These will be recorded in the statistics as locally established bodies.
States, counties, and cities in foreign countries will be searched as
usual.

LG



Serials - Generic Titles
CSU Project Memo no. 1

5/2/80

A publisher statement on a serial may serve a dual purpose as both
publisher statement and, when necessary, a statement of responsibility.
Following this guideline, the attached item would be cataloged as:

110 Colorado. b State University, Fort C911ins. 0 Office
Resources for Disabled Students.

245 Newsletter -- Office of Resources for Disabled Students.
260 [Fort Collins] b Office of Resources for Disabled Students.
500 "Resources for disabled students at Colorado State University."

Because the publisher statement may,serve this dual role, it is not
necessary to bracket either the statement of responsibility or the
publisher statement.

If no statement had appeared on the title page or chief substitute,
then the information would be taken from elSeWhere in the piece and
placed in brackets.

The above information applies only to serials.

JS
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November, 1978 Volume I, Number 1

Published by the Office of Resources for Disabled Students

RESOURCES FOR DISABLED STUDENTS AT COLORADO STATE UNIVERSITY: POLICY STATEMENT

1")

Today, when we cannot afford to neglect any of our human resources, the
isabled have been too often neglected. We at Colorado State University
elieve that every member of society has the right to an education

commensurate with his or hen ability and interests. ,With this in mind,
Resources for Disabled Students was established within the Student Relations
Office inithe Fall of 1977.

The Office'of Resources for Disabled Students is the coordinating body which
disseminat4,s information concerning services available to students with
disabilities. The Office acts as an advocate for disabled students at the
University-Isurveying the needs of these students and developing programs to
meet those needs.'

We believe in keeping abreast of change and hope to continually revise and
add to the Services and facpties we have available. Thus, this newsletter
is designed to inform administrators, faculty and disabled students at CSU
of services and programs that may'be valuable to.you.

MAY WE BE OF SERVICE TO YOU?

Personnel working in the Office of Resources for Disabled Students include
Roberta Goldfarb, Coordinator, whose offIce is located in Room 116,
Student Services BuildIng, Patty Hartmah serves as the secretary (and as
a good information resource)'and ail] Oimock and Terri Bourne are student
paraprofessionals affiliated with ORDS. Linda Carucci editor of this
newsletter, is a graduate student completing a practicum in the office.
We are here tp address your needs and facilitate your sojourn at CSU. We
are here for YOU!

, PRIORITY REGISTRATION FOR CLASSES
,ON

In order to insure that disabled students become registered for classes, a

stem of Priority Registration has been established. To participate in this
program, you must see Roberta Goldfarb.and fill out a request card stating
the reason for your request for priority registration. The card should then
be signed by Roberta and yourepiivisor.



Serials - Linking entry fields
CSU Project Memo no. 1
12/5/79

Notes which refer to other publications (780/7r5 and 580 fields).

In project serial catalog records, the notes which refer to other publications
should cite the publication according to main entry,. This practice will deviate
from LC's which says that the other pu 'cation should be cited by its key title
and ISSN if readily available. (See CS,b /Spring '76, p. 9 and CS,b 119/Fall
'76, p. 13-14.)

An attempt should be made to input original serial reeords with linking fields
and notes according to the CONSER guidelines (see CONSER Serials Editing Guide,
2d ed., pp. 369-382) until a decision has been made as to whether or not the CONSER
guidelines will be followed- by the Project.
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Notes which refer to other publications

Serials - Linking entry fiellis (780/7
and 580 fields)
CSU Project memo no. 2
12/5/79

NOTE: For general information regarding this subject, please refer to
the first "Serials - Linking entry fields" memo before attempting to follow
the guidelines-for the,specific example below.

This memo provides guidelines for input into the linICing entry fields
in successive entry cataloging when the former title has:

1. LC cataloging available acbording to pre-ISBD, e.g.: Migratory
Bird Populations Station. Administrative report. (72-624977,
NUC 1973-77)

but

2. the OCLC data base record (#2250456) does not have LC authentication
nor an authenticated key title and ISSN

For Project cataloging, the former work must be cited in the linking entry
note on the record for the later work according -to the main entry for the ,

Project'S,catalog record(which in this cage is: Migratory Bird Populations
Station. Administrative report - Migratory Bird Populations Station).
Therefore, Project's catalog record for the later title will have the
following linkingentry fields:*

580 # Supersedes: Migratory Bird Populations Station. Admiinistrative
report - Migratory Bird Populations Station.

780 12 /t Administrative report - Migratory Bird Populations Station.

*See CONSER's MARC Serials Editing Guide, 2d.ed. p. 372, III 2c., for a similiar ex.

NOTE: The CONSER manual provides additlonal guidelines related to the above
,specific example of the Project (see p.-372, III 2d)
which may be applied optionally by Project catalogers.

In step III 2d, the first example is very similiar to the Project's example.
Since the LC form of entry for the related (former) work is known at the
time of the Project's innut of the later work, the LC catalogink entry
form could therefore be input on the OCLC master record and then updated
with the Project's form of entry for the related work. Steps to input
LC cataloging entry form for the related work in the linking entry fields
on the Project's record are given below:

1. Input in linking entry fields: (to appear on OCLC master tape)

580 $S Supersedes: Migratory Bird Populations Station.
Administrative report. (LC form)

780 12 /t Administrative report - Migratory Bird Populations Station

2. Update/Send

. 3c Reformat
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Serials - Linking entry fields (780/'
and 580 fields)

CSU Project memo no. 2, p. 2
12/5/79 .

4. Input in linking entry fields: (to appear on Project's archival tape)

580 # Supersedes: Migratroy bird Pnpulationa Station.
Administrative report - Migratory Bird 0146pu3.ations Station.

f

780 12 /t Administrative report - Migratory Bj!rd Populations Station



Serials-Worksheets
CSU Project Memo no. 1

10/2/79.

,A copy of the cataloging record for every serial cataloged for the Pro-
ject will be kept in a notebook in thd. Project reference area.

A copy of each serial record must also be sent to Documents Dept. so
that the record will be-included in Serials Book Catalog. .

At the time of inputting the LAlBs will make a copy of the record from
the terminal after the retord has, been reformatted (i.e. the OCLC no.
and Sndocs class no. must appear on the record). The LA1B will then
make certain that the proper 9umber of copies are made and returned with
the original to the appropriate cataloger. The cataloger will then
distribute the copies.

The sprial worksheet for analyzed serials will be filed immediately after
inputting the serial record. (This will hopefully avoid confusion of
the OCLC no. for serial and-analytic on the first issue).= -

CR
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Series statement
CSU PrOject Memo no. 1

4/11/79

Please note that a serieS statement need not appear on the piece in
hand in order to be included in the bibliographic record. (AA142A)

supplying a series statement from an'outsid9 source, record the
statement exactly as it appears on the series apthority card. Enclose
in brackets and tag 440.

Fol the needs of the Project, LC cataloging practice will not be
followed in regard to the decision to record series information as a
series statement or as a quoted note. The Project will use a greater
num.)er of series statements. This is especially true of series
information that consist of a combination of letters and.numbers. The
Doc'iments Libririan will supply a recommendation regarding the treat-
men- of such items (i.e., 490 or.500). If further information is needed,
con:ult the Documents Li,brarian. This departure from LC practice does
not ect the decision to trace a series.

A s es authoritY card must be prepared regardless of whether the ,
dec on is to use a 490 or 500. The card-should indicate the decision.
If series is not traced and consists of letters and nos., use
title main entry on the series Lthority card,.including autihdr-title
see references as appropriate. For other series.authority cards use

, author or title main ent:ry as appropriate.

RecorC a series statement in,a 490 as it appears on the piece. However,
if there is doubt as to how the statement could be recorded and one
of the options is to record the statement as it apPears on the authority
card, do so. 411.

diArergence from aOt will create more 490 entries. When
"he.COM catalog is a7 f,special section of the index.will include
'access points base n9e190 .field. Although these access points
will rot be consist pt in all tristances, the approaches provided will

t still be of value for those seelcAllg access to government'documents.

This
et

-procedure does not eliminate'the use of"the 440 or 840 fields.
Obviously, a series tracedas is should be recorded in a 440. A 490
is not necessary.

JS
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AUTHORITY CARD EXAMPLE
SER1ES /

efts,

United States. institute ter Resources.
Center for Economic Studies.,

. Center paper - Center for Ereonomic Suldies
of the Institute for Water ResOurces 70-1.

x United.States. Institute for Water Resources.
Center for Economic Studies.

IWR center paper.

X Class together D
Class sep

.x Analyzed

Analyzed in part
Not analyzed

x Tkaced
Not traced

CR/5-8-80
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Series Statement
CSU Project Memo no. 2

4/22/80

of

I. Initial Article in.,the Series Statement

Omit the initial a4icle in the series statement when recording the
title in the 490 field and in the 810 field subfield t.

e.g. Title Page: The symposia of the National Zoological Park ;

490 114 Symposia of the National Zoological Park ;

810 113 Washington, D.C. National Zoological Park.
Symposia of the National Zdological Park ;

II. Numbering in the Series Statement

Replace the "*" sign with "no." in all instances in the series
statement and on the series authority card.

NSC t
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Series Statement
CSU Project Memo no. 3

9/30/80

Works in several volumes

If a work in a numbered series is in several volumes, the series
volume numbers are given in the followirig manner:

NSC

1. Unbroken sequence in the series numbering:

099 TO33.2:620,etc.
440 06no.$620,)662l,022
490 Oino.$620:0621,022
810 06no.16620.0etc.

840 ;Uo.)5620)5etc.

2. Broken sequence in the series numbering:

099 I)633.2:7140Netc,

440 ;)ino..1674006743,049
490 amo.167400374303749
810 no.1674016etc.

840 106no.1674016etc.

LIP



StAtistics
in

CSU Project:Memb no.1
g/20/79

Confusion may exist regarding the recording of extra bibliographic

volumes. This memo williattempt to clarify the situation.

A serial or monographic set may consist of several bibliographic

volumes. The bibliographic (not the binding) volumes should be

counted in one of the following ways:

1. A serial or monograli'hic set which is not analyzed.

Count one title cataloged. (This one title cataloged will
also be considered one bibliographic volume cataloged. Do not record as

For each additional bibliographic volume, count one extra TITCY.T-.)

bibliographic volume.

For example: The item consists of eight bibliographic volumes.

- Count one title cataloged and seven extra bibliographic volumes.

2. A serial or monographic set which is analyzed.

(In cataloging-the serial; coubt pne title cataloged and count
a.minus one extra bibliographic volumes.)

In cataloging each analytic; count.one title cataloged. If

there are extra bibliographic volumes for the analytic, count
those in the extra bibliographic volumea column. (Normally,

there will be only one piete,and as a result the statistic

recorded will be one title cataloged.

3. A monograph
In cataloging the monograph; count one title cataloged. Any
additional biblibgraphic volumes should also be recorded.

Miscellaneous

1. If addenda or supplements, issued separately, ap cataloged
with one bibliographic:record for the original Wrk and the
supplenlents, conaider the item to be one bibliographic volume.

2. If a serial ii not analyzed at the time the bibliographic
record for the serial is created, then count all extra bibliographic
volumes at that time even if a nAation is made to analyze the
serial at a later date-. (If the analytic entries are prepar d

at a later date, then at tliat time each item should be recorckd
is one title cataloged Ind a minus one bibliographic volume.)



'Statistics
CSIJ Projeat Memo no.3

7/9/79

This memo replaces statistics memo no. 2, 4/11/79

To avoid discrepancies in the count of.bibliographic volumes please follow
the procedures below in recording statistics for /erials and sets:

'J.. Serial or set--not.analyzed.

Record as one serial or monograph title cataloged as appropriate.
(The one title cataloged also represents one,bibliographic volume cataloged.)

Record the number of extra bibliographic volumes.

In the case of a serial (including periodicals) not capable of analysis,
record the extra bibliographic volumes in one of the following ways. If
the pieces have volume numbering, consider each volume a bibliographic
volume. If the pieces have whole numbering (no. I, 2, 3, etc.) or no number-
ing, consider each year's worth as one bibliographic volume regardless of
the number of pieces issued during the year.

In all cases, remember that one bibliographic volume cataloged has
already been recorded through the one title cataloged.

2. Serial or set--analyzed.

Record as one serial or monographic title cataloged as appropriate:
In addition, record one minus bibliographic volume cataloged. This elimi-
nates the double counting of one volume that would otherwise occur when the
analytic cataloging is done.

3. Retrospective Analytic Cataloging.

As yet no retrospective or backlogged analytic cataloging has, been
done. If it is, a minus one bibliographic voluthe will be recorded for each
analytic title cataloged, since the bibliographic volumes will already have
been recorded per protedure 1.

JS/lg 127
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ORIGINAL VS. ADAPTIVE RECORDS
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Statistics
CSU Project Memo no. 4

10/18/79

When the inputters discover that an original record is already in *the d#a
base, they will count the record as adaptive although the cataloger will
have recorded the same record as original.

, -
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Subject Headings-Abbreviations
CSU Project Memo no. 1

7/25/80

Use of the word "Saint" in a geographic subject heading

Geographic features:

Always spell out "Saint"' including its foreign equivalents for
names of geographic features.

Political jurisdictions:

Establish names of political jurisdictions containing "St."
or "Saint" as it appears on the document, i.e. abbreviate, if
abbreviated on'the document; spell out, if spelled out on the
document.

NSC
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Sources used for verification of names for non-jurisdictional geographic
subject headings:

General:

Commercial Atlas & Marketing Guide. Chicago; New York; San Francisco :

Rand McNally & Company.

Codes for Named Populated Places and Related Entities of the States of
the United States : Guidelines. 2 vols. Washington, D.C. : U.S. Dept. of
Commerce, National Bureau of Standards.

Webster's New Geographical Dictionary. Springfield, Mass. : G. & C.
Merriam Company.

The National Atlas of the United States of America
: [microfiche index].

Washington, D.C. : United States. Geological Survey.

The Columbia Lippincott Gazetteer of the World. New York : Columbia
University Press.

Specific:

Directory of National Wildlife Refuges. Washington, D.C. : Dept. of
the Interior,'United States Fish and Wildlife Service.

A Directory of Research Natural Areas on Federal
States of America. Washington, D.C. : U.S. Dept. of
Service.

Index: National Park System and Related Areas.
Dept. of-ihe-Intericr,-National-Pirk-g-ervice.

Lands of the United
Agriculture, Forest

W40-kingtsm,

Land Areas of the National Forest System. Washington, D.C. : U.S.
Dept. of Agriculture, Forest Service.

The National Register of Historic Places. Washington, D.C. : U.S.
Dept. of the Interior, National Park Service.

Federal and State Indian Reservations and Indian Truit Areas.
Washington, D.C. : U.S. Dept. of Commerce.

Phope calls.
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Subject Headings-Geographic

CSU Project Memo no.

2/22/79

WATERSHEDS

In establishing the name of a watershed, the name ofthe body of water for
which the watershed is named should be established first. If the watershed
is based on more than one body of water, establish each separately. Note
that each watershed will also be established separately.

QUALIFYING THE NAME OF THE WATERSHED

1. If the watershed is within the boundries of one state, add the name of
that state.

Bright Angel Creek watershed, Ariz.

2. If the watershed lies within the boundries of two states, add the
name of both states, connected by the word "and". The name of the state
wherein the sourceof the body of water lies is listed first.

Bear Creek watershed, Ala. and Miss.

3. If the watershed is within ;ore than two states, do not add a
qualifier UNLESS there is a conflict (two or more with the same name).
In the case of conflict, add the name of the states where the river, etc.
begins and ends and connect the two with a hyphen..

North Platte River watershed (no conflict)
Red River watershed, Tex.-La. . .(more than one Red River)

"UPPER" OR "LOWER" IN THE NAME OF THE WATERSHED

The decision to include "upper" or "lower" as part of the name
of the watershed is determined by whether dr not the term is a.Rart of the
established name of the body of water.

Title page:, Upper Colorado River watershed.

LC has established the na.me of the river as: Colorado River,
hence, the name of the watershed must be Colorado River watershed.

3.1



Subject Headings'-Geographic

CSU Project Memo no. 3

3/28/79

Qualifier,s to proper.names:

Follow the provisions for the qualification of proper names given in
Cataloging Service, Bull. 122, p. 14-16. Because LC practice has varied,
some LC subject headings for such proper names may lack a qualifier.
However, project cataloging will follow the provisions of the above bulletin
by adding qualifiers when called for regardless of the existence of a
previously-established LC heading without a qualifier.- This will reduce
the amount of searching required in LC Books: Subjects.

Qualifiers should be abbreiriated according to the list of abbreviations
in AACR 1, appendix III.

The above bulletin applies only to subject headings. Such changes should
not be made to LCestablished corporate names.

JS/lg
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CSU

This memo supersedes Subject Headings-Geographic, CSU P
dated 11/30/79, which should be discarded.

Wilderness Areas

eadingt-Geographic
Project Memo no. 5

1/4/80

ject Memo no. 4

I. Information obtained from the Forest Service (Washi gton Office).
According to Charley. Joy, Recreation Management Staiff, US6A Forest

Service (Washington Office), the official name for a proposed wilderness is
not determined until an Act of Congress has designated th
ness. Mr. Joy said any proposed,wilderness could be,refe
literature under different names'and various organization

area as a Wilder-
red to in the
, d.g., Forest

Service, environmental groups, iliight recommend different names.'

Even though stme names for wildernesses include "Eastern", it should
not be included in the official name for the wilderness. Eastern Wilderness
refers to 16 areas in the eastern United States designated by an Act of
Congress as Eastern Wildernesses.

The official wilderness name designated by Congres&never includes the
word "Area" nor-does the Forest Service refer to the wilderness as Wilderness
Area, even though an environmgntal impact'statement and other articles mSY
cite it'both ways.

II. Informati_on obtained from LC, 11130/79- and 12/17/79

A subject heading for a "proposed" wilderness'is established by LC when
the work is cataloged even though the area has not been designated by
Congress.*

LC contacts the Board of Geographic Names to determine the ot,ficial
name of the wilderness.** If later evidence exists indicating a different
name, rechecks with BGN for further verification.

LC recommends consulting the Forest Service authoritative liston
wildernesses if different or conUicting nameb are found in the piece,

--drop-Area-I-Eastbirlf.***

LC recommended geographic subject headings for works on proposed
wilderness areas is,only the subject heading for the wilderness area (i.e.
if Wilderness is within a National Forest, nO subject heading, for forest is
made).

4

*LC stopped the practice of estabrishing proposed wilderness areas using
the name of the area qualified by "(Proposed)" (et 79-118322-7007rev)
about 5 years ago but such headings may still be used if the4grea is still
j.n the proposed "stage" and not yet designated by Congress officially.

[NOT4 perhaps this is,the reason the 79=118322 record (rev. 77) retained.
the outdated subject heading according to LC.]

**NOTE: It is uncertain whether"LC's procedure is to verify every
wilderness name or only when conflicting information is available.

***LC will ret'ain Area if name is already established.

l?
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III. Project Policy:
A. Establish the names of "propose d" wildernesses (do not qualify by

"Proposed").
B. Follow the Forest Service authoritative list for es tablishing the

names.,,

C. Do not include Eastern in the heading but*make a cross reference
from ...Eastern... to the established heading in the authority file.

D. Establish a wilderness slu y area as a "...Wilderness Study
Area..." if the item is only abou the study area and the name of the
wilderness has not been passed by Congress. Befpre establishin& call the FS
to be sure that it is still a study area. (See LCSH "Ramsey Draft Wilderness

= Study Area, Va.").

Jm. and NSC
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Subject Headings-Topical
CSU Project Memo no.. 1

8/31/79

CSU Project catalogers may establish a topical subject heading if a scope note
appears under the topical heading stating "...see also specific names..." e.g.

Inte'rcontinental ballIstic missiles

see-also names of specific intercontinental ballistic missiles, e.g....

CSU Project catalogers will prepare authority cards for those topical subject
headings which LC hits riot established,.i.e. haviglip.t been found in LCSH or' in

LCSC. These authority cards will have the initiTis orthe cataloger and,date
hnading is established. They will be filed'in the Topical and Geographic Sub-
ject Headings file.

NSC
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Supplements; addenda, etc.

CSU Project Memo no..1
2/20/79

Supplements and addenda are issued in a varietSi) of ways. Some are
!published separately; some are issued with the original work. They may'

--be cataloged in one ,.of several ways. '

_Issued as part of the Original Work

Catalog the publication as one bi'Oliographic item.: If there is a title
page or title-page substitute (espedially a covex' title) that represents
the entire work, intluding the Supplements, use it as the basit for des-
cription. ,If there is no title page or title-page ubstitute representing
the entire work, use the title page or title-page substitute of the original
work as the basisfor description:

If the publication date on,the title page or substitute doe's not reflect
the actual date of publication, the imprint should show this difference:

- 1975 [Le. Z9763 (See AA139A)

Record the supplement or addendum in the pagination_of the collation:
ix', 150,, 18 p. (The last group is the'supplement)

In note position, describe'the supplement(s) or addenda with an appropriate.
note:

IsSued with addendum.

Issued with supplements no, 1-2.

The note-should not include pagination sfnce it has already been'included
in the collation.

Issued separately .

Tfiere are four options in this instance.
,

1.)The supplement may be cataloged separately.' (See AA19 and AA155.) (Please
". note that dash'entries may no longer.be,used. The technique for creaiing

independent entries for which dash entries formerly were used is explained
in LC Cataloging.ServiQe Bulletin no'. 119, fall(1976, p. 15 ff.)

'2.)The supplement may be tataloged under the prOvisions of AA155B as a note
added to.the record for the original work. (See also RI 19 8155B)
The Presence of the Aipplement or addendum,is not shown in the imprint-
or the collation. 'Instead the information is given in an appropriate note.
The note will-usualli include the pagination and the date of the addendum
or supplement if different than 'the imprint. (See AA155B1.3 Place_ the
nOte Am a 500 field.,

3.)A third possibility is to treat the item as accompanying material. (See
AA141F) Use of thfs rule is'considerably more restricted, howsuer. Con-
suit .Ri141F fon the circumstances under which'it may be used.

14.c)Supp/ements to serials ,may be treated under AA168:

JS 13
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Uniform Titles
CSU Project Memo no. 1

3/15/t9

Include a uniform title in the 240 field' as appropriate. Primarily,
this will occur in cataloging translations. Base the choice of the
unil'orm title as much as possible oh information appearing in the
'piece'in hand. Consult other sources only if: 1) ambiguity exists

t regarding,the form of the uniform title; 2) it is likely that infor-
I. mationtlrifying that ambiguity will be found. EXCEPTION: If nm

mention of the original title is made in the piece in hand2 omit:i"the
240 field.

In, the first indicator position assign the value of zero.

Do not trace the title of the original work.

The title of the original work should appear in a note.

Adcess,for title index will be provided through programming.

(The above memo is prepared on the assumption that use of the 240
field for the Project will be limited to translations. In those
instances where this is not the case, please check with Jim Stickman.)

JS
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AACR2
At Head of Title

CSU Project Memo no. 1
2/10/81

If it can be determined from the piece, that the corporate body
appearing at head of title prepared the item, record the body in
the statement of responsibility and record it in the publisher
statement encIosed in brackets, if there isAno explicit publisher
statement.

If the corporate body appearing at head of title did not prepare
the item, and if there is no explicit publisher statement, record
.the corporate body in the 'publisher statement, without enclosing
it in brackets.

NSC
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OFFICE MEMO

1'10: Project Catalogers, Fred Schmidt

MOM: Sheila Green

SUBJECT: Meeting of Project Catalogers, March 5, 1981

Date 3/26/81

REMARKS: In attendance: N. Copeland, S. Green, C. Runyan, B. Smith.

Authority file

A. It was decided that when an authority card is revised by adding cross
references, the following information on the bottom right side of the
card should be typed:

ft

x-ref. (date and initials)"

and/or

xx-ref. (date and initials)"

B. It was decided that when very minor changes have to be made on an
already established pre-AACR2 heading in order to conform to AACR2
rules, the cataloger could make these minorabanges on the pre-
established card either by crossing out an element or by adding one.
e.g.

Pre-AACR2 heading: Smith & Associates, inc.

Revised AACR2 heading: Smith & Associates. %ii/
a

C. Our current authority card filing system eliminates 15unctuation as
a filing fact9p. It was decided to paper clip the non-AACR2
heading*to the AACR2 heading card, if the filing sequence would be
the same. This is done until the Cataloging Dept. and Preparations
decide what filing rules are going to be followed wlien the files
are integrated. e.g.

AACR2 heading: Arkansas State Board of Health.

Pre-AACR2 heading: Arkansas. State Board of Healih.

D. It was decided to underline in red all geographic subject headings
that are established and to tag as 651 (or 650, for topical
subject headings). Continue to revise the geographics by changing
the former qualification comma to'red parenthesis. Underline
these revised headings in red.

SG



AACR 2
Authority File
CSU Project Memo no. 2
7/1/81

Headings established by Cataloging Dept.

A. Headings written on pink temporary slips

1. Ecaf] Heading

Heading locally established, or established per LCNA with no
indicator of c or d in the 13th character.

Searchers will record on search slip

Heading A F
fcaf]

"in process"

Project cataloger will holditem until heading has been verified -
check after a week to see if heading is established per AACR 2
(card will be typed by the cataloging department)

2. Ecaf] Heading

LCAR (written on pink slip)

Heading established per-LCNA with c or d in the 13th character.

Searchers will record on search slip

Heading A F
Ecaf]

Project cataloger will add Epaf] below Ecaf] (See Authority Control,
MAF card formats, Memo no. 1, May 27, 1981)

B. Headings typed on cards are headings established per AACR 2.

1. Ccaf] Heading

Searcher will record on search slip

Heading .A F
EcafY

Project cataloger will add Epaf] below Ecaf]

14z



ft

k

2. Ecaf] Heading
Epaf]

Searcher will record on search slip

Heading A F
Ccaf]
Epaf]

Project cataloger will take no action.

AACR 2
Authority File
CSU Project Memo no. 2
7/1/81
Page 2

NOTE: Continue to follow Project procedures if heaqing (AACR 2 or pre-AACR 2)
is established by the Project.

NSC/jdd



AACR 2
Authority File - Corporate
CSU Project Memo No.''

..
/ 0

,

PROCEDURE FOR ESTABLISHING CORPORATE HEADINGS BY AACR 2

I. Heading in authority file:

A. Heading indicated as in AACR 2 form (underlined in RED or typed in RED)

1. Underlined4in RED - no action necessary.

2. Typed in'RED
Cataloger underlines heading in RED, types any cross references
needed, checks card in red in upper right hand corner, types
d.p., SuDocs number and initials ft. Records in statistics as
NEW Lc.

B: Heading NOT indicated as in AACR 2 form.

Search LCNA and Bibliographic file.

1. Heading found in LCNA or LC bibliographic record

a. If heading in authority file is already in AACR,2 form or
AACR 2 compatible form (matches heading found in LCNA or
LC bibliographic record). cataloger underlines heading in
RED, types any dTbss references needed, records LCNA or LC
card number, initials for revising. Records in statistics
as REV LC.

b. If heading in authority file is not in AACR 2 form or
AACR 2 compatible form (does not match heading found in
LCNA or LC bibliographic record) cataloger types new card
and necessary cross references on both new and old cards,
underlines AACR 2 headings in RED, records LCNA or LC card
number. Records instatistics as NEW LC.

6
2. If heading not found in LCNA or in LC bibliographic record

(or, found without the AACR 2 or AACR 2 compatible indicator)
cataloger tests heading against AACR 2.

a. If hea:ding ip file is already in AACR 2 form, catalbger
reCords AACR 2 rule number in:pencil on card, initials for
repsing. Records in statistics as REV NON-LC. After head-

,

ing is approved in staff meetingl heading will be underlined
in RED.

b. If heading in file is not in AACR 2 form, cataloger estab-
lishes new headihg, types new card and necessaty cross
references on,both new and old cards, underlines AACR 2
headings in RED, and places both cards in box for locally
established headings. Records in statistics as NEW NON-LC.
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AACR 2
Authority File - Corporate
CSU Project Memo No.
Page 2

II. Heading NOT in authority file.

Search LCNA and bibliographic file.

A. If heading is found in LCNA or in LC bibliographic record in AACR 2
.

or AACR 2 compAible form, catalogqr types heading and necessary
cross references, tnderlines,AACR 2 heading in RED, checks card-in
red in upper right hand corner, types d.p., SuDocs number, LCNA or
LC c.ftrd number and initials it. Records fh statistics as NEW LC.

B. If heading is found in LCNA or LC bibliographic record without
the AACR 2 or AACR 2 compatible indicator, cataloger tests bead-
ing against AACR 2, establishes heading according to AACR 2, types

'heading and necessary cross references, underlines heading in
RED, records AACR 2 rule number in pencil on card, records d.p.,
SuDocs number, checks card in red in upper right hand corner and'
initials it. Records LCNA or LC number indicating that heading was
not in AACR 2 form. Places card in box for locally fttablished
headings. Records in statistics as NEW NON-LC.

If heading is NOT found in LCNA or in LC bibliographic rec.ord,
cataloger establishes new heading, types heading and necessarY cross
references, underlines AARC 2 heading in RED, checks card in red
in upper right band corner, types d.p., SuDocs number, initials
it, sand places card in box for locally established headings.
Recbrds in statistics as NEW NON-LC. 4
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AUTHORITY CARD EXAMPLE
- CORPORATE

United States. Fish and Wildlife Service.
Missouri River Basin Studies. -'044-56)*

x Missouri River Basin Studies.
xx United Sta.tes. Bureau of Sport

Fisheries and Wildlife. Missouri
River Basin Studies. (ii%-'79-)

organized approx. 1948; abolished approx.
1972. a field organization for studies
of the Missouri Basin Project. , "tran-
scended regional boundaries". base office
in Billings, Mont.--A History of River,
gaiin Studies, I 49.2:R 621

dp 1953
49.2:F 53 d "_ CR/4-2-80

056-79" °LCNA AACR2 bcs 1/14/81 .

VA'
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AACR2
Authority File

CSU Project Memo No. 1
2/20/81

Some LC Name Authority records have numerous cross references (410 fields)
which the cataloger will not think it necessary to include in the Project
authority records. When establishing such a heading, type the card as
usual, including the cross references considered necessary,-Eind add a
note in pencil under the LCNA number in the lower left corner:

See LCNA record for x-refs
not made for Project AF.

When establishing a heading using an LCNA record which does not have a
"c" or "d" in the w subfield, and you have determined the' heading as

presented is AACR2, add a note to the authority card in pencil under the
LCNA number:

No AACR2 indicatOr;

When you are changing such a heading to make it AACR2, add the. note:

No AACR2 indicator.
Heading changed per (rule no.)

This memo does not apply to 510 fields on LCNA records. c

BCS
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AACR2
Corporate Body-in

Conjunction with Personal Name
CSU Project Memo no.1

' 2/10/81

Follow Cataloging Service Bulletin, no..8 (Spring 1980) p. 25 rule
Interpretations for AACR2 cataloging.

NSC
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AACR2
Edition Statement

CSU Project-Memo no. 1
2/10/81

1.2B1 -"Trantcribe the edition statement as found on the item..."
AACR2 4

1.4F1 "Gtve the date of publication, distribution, etc. of the

NSC

4

edition named in the edition area..." AACR2

If the edition statement appears as 'Revised May 1963.'
record as

250 Rev.

260 , c 1963.
500 "Revised May 1963."

,

4
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21.1B2

AACR2,
-

Entry UnkCorporate Body
CSU Project Memo no. 1

2/10/87_

0

In order to enter a work under a corporate body, the work should
emanate from a corporate body and should'fall into one or morel'
of the categories mentioned in 21.1B2.

21.1B2(a)

Specific
example,
external
order to
internal

21.1B2(c)

NSC

.4;

program of operations do not fall under 21.1B2(a). For
the accomplishments and the resuits of a program are
activities, therefore, do not qualify for 21.1B2(a). In
qualify for 21.1B2(a) the'work shoulddeal with the
policies or procedures or activities of the operatit

11.

-4Z

In order to enter a work under a coriporate body because it falls
under 21.1B2(c),

0 the committee, commission, etc. should have been set up
sPecifically to study a subject and make a report

OR

ii) the work should' state a position, for example, a recom-
mendation, or an opinion, or d policy by'the corporate
body

Excluded are contributions to scientific knowledge. .

0

1 5 0
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'AACR2
Geographic features as

corpoAte bodies,,!

CSU Project Memo no. 1
. 2/27/81

Thrs-miemo supercedes the CSU Project Memo entitled "Forests as corporate
bodiree.

Do not establish a geographic feature (forest, park, national
monument, national scenic riverway, etc.) as a corporate body.

If.the name-of a geographic feature is the lowest element in the hi6r-
archy,'use,the next highest element as the lbwest element in the heading.

e.g.,

CR

on publication:

Unitea States
Forest Service .

Rocky Mountain Region
Routt National,Foret

on publication:

establish heading as:

United'States. Forest Service.
Rocky Mountain Region.

establish heading as:

United .States United States. NatiOnal Park
Dept. of the Interior SO.vice.
National Park Service.

4gional Park

151



AACR2
Publication, distrillution, etc. area

CSU Project Memo no. 1

2/10/81

1.4CL "Record.the place of puWcation, etc.,-in -are form and
grammatical case in'which it appears." AACR2

If the place appears as ,'Lincoln, i-ecord as
'Lincoln, Nebr.'

If the place appears as 'Lincoln, Nebraska', record as
'Lincoln, Neb.'

1.4C3 "Add the name of the country, state, province,'etc. to
the risme of the place if it-is considered hecessary for
identification, or if it is considered necessary to dis-
tinguish the place from others of the same name, Use
abbreviations appearing in Appendix B." AACR2

If the place appears as Lincoln, record as. 'Lincoln, [Neb.]'

1.4C6 "If no probable place can be given, give the name of the
country, state, province, etc. ..." AACR2

Spell the name of the state

e.g. Record New York State as ENew York]
Record Wyoming as [Wyoming]

1.4D If theKe is no explicit publisher statement, but a body
named in the title anestateignt of responsibility area
is the publisher, record that Viindy in the publisher state-
ment in brackets.

NSC

If there is not publisher statementat all, supply the pub-
lisher from a letter of transmittal, if the'ie as one.
Bnclose the publisher statement in bra,kets.

1 52
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OFFICE MEMO

711.Bill Lindgren

:\RIALMike Unsworth

anamcm Serials Cataloging: AACR2 Local Policy Decisions

REMARKS:

Modification Policy

AACR2
Serials PoliOy becisions

CSU Project 7..emo no. 1

Date 2/2hfi'l
2-23-81

Page 1 of 2

I 0

The "Policy for CONSER modification requests" as issued in CSB, no, 11 (Winter
1981 (pp. 86-87) will be adopted as the policy for modifying serials already

.

cataloged by CSU. The policy states that modifications be limitzd to the following
cases:

1. The immediate target of the modification is the data of the first issue (or
the title page of the first volume);

2. An access point is being added', changed (including changes from AACR 1 to 2),
or deleted;

3. The modification is to result in closing an entry and/Or linking the,entry
to another.

12.3 Numerlc/Alphabetic/Chronological Designation.

I.-Criginal cataloging.'
A. First issue in-hand: -

Use 362 0 field.,
B. First issue not7in-hand:

A.. Use 362 11S if applicable ("Began publication in-..."). Use traditional

bibliographic sources to determine beginning date of publication (i.e.,
NUC, NST, other national' bibliographies, OCLC, the serial itself, etc.)

2. Use 500 note "Description based on...."

10. Use a PUC following the CONSER standard (at this writing it is.the
latestpiece-in-hand).1PROJEcfluse936field.use information from earliest

issue as per OCLC until further
notice.

*II. Modification of records in REIN or OCLC.
A. AACR2 records.

' 1. First issue-in-hand:

Check to See if information and punctuation are accurate..
2. First issue not-in-hand.

Accept information if it is earlier-than-piece in-hands
B. Non-AACR2 records. ACTION DEFERRED.

12.7B1 Prequency note.

PROJECT: Upgrade
all adaptive records
to AACR2 catalog
ing

Follow LC practice as stated in footnote 3 on p. 237 of AACR1:
Use "Frequency varies" if there are three or more variations.

12.7B5 Other title information.

Follow LC practice of not putting,subtitle information in a quoted note. Thus,
by inference, there will not le any "Subtitle varies" note. ,

12.7B9 Publication, distribution, etc.

Follow AACR1 practice for changes in places or publishers:
"A convention note beginning with the phrase 'Imprint varies' is generally

l)
Be sure to list chan s in issuing'bodies in a 550 note (Rule 12.7B6)



AACR2
2d of 2

Serials Policy r)eciFions
GS" Project very). no. 1

l2.7B16 Other formats available.
2/V:4P1

Do.na'uSe. Page 2 of 2

:2.7B20 Copy being describea and Library's holdings.
I. Copy being described:

Defer until we haye an actual example to work with.
II. Library's holOings:

Do not us-e:

- 12.8E Qualification.
Do not use.

21.5 Uniform titles for serials.
I. When a 130 field is used, the 245 field is untraced.

II. When a 240 field is uSed, the 245 field is traced.

Implementation will be effected after the monographic catalogers, the various
heads of Technical Services, and other members of the library are consulted.

DFCISION DEFERRED:

12.3 Numeric/Alphabetic/Chronological Designation.
Use of non-AACR2 records in RLIN (Project has decided on its OCLC records).

12.7B3 Source of title proper.

12.7B7 Relationships with other serials notes.

)2.7B7 b & c The death of "supercession".

12.9 Supplements

21.5 ImI plementation of uniform titles.
w

12.7B20 Copy described.

CR

4t
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AACR2
Series statement

CSU Project Memo no. 2
4/22/81

This memo supersedes AACR2, Series statement, CSU Project no. 1, dated 1/11/81
which should be discarded.

The 088 field is to be used to record any numbers (e.g. series consisting
solely of letters and numbers, etc.) appearing on a publication which do not
qualify as a true series in the judgement of the Project.

In recording the' information in the 088 field, only the spacing may be
changed. Follow GPO AACR2 Cataloging Memo, Data Base Guideline, Classifica-
tion numbers, no. 1 for spacing. The punctuation is transcribed exactly
as it appears on.the publication.

If multiple, non-series numbers appear on the publication, enter each in a
separate 088 field.

The information should also be recorded as it appears-on the publication
in a quoted note according to AACR2 1.7B19.

A series authority card is to be prepared indicating the field number, and
variations if any.

These series will be included in the Report/Series Index of the Project
COM catalog.

Please consult GPO AACR2 Cataloging Memo, Intralibrary Guidelines, Series
establishment, no. 1 and no. 4 for guidelines.

All decisions on series to be recorded in the 088 field should have the
approval of the Senior.Project Cataloger.

NSC



AACR2
Series- statement

CSU Project Memo no. 3
4/22/81

GPO has decided not to generate an index from the 490 field with AACR2
cataloging. In addition, GPO has decided to use only the 490 1st
indica-Or of 1 (series traced differently) and will not use 490 1st
indicator 0 (series not traced). -

Project will trace a series, even if have only one isslie from the set,
if LC or GPO has decided to trace. ,In the absence of an LC or GPO
decision to trace a series, Project will use judgement whether to trace
or not. Therefore, in some cases, Project will have a record with 490
1st indicator 0 (series not traced).

Following GPO's policy, Prbject will not generate an index from the 490
field with AACR2 cataloging.

All decisions whether to trace a series or not should have the approval
of the Senior Project cataloger.

NSG
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AACR2
Subject Headings-Geographic

Reservoirs vs. Lakes
CSU Project Memo no. a

2/27/81'

According to information received this (late from Mr. Sorvo of the Board
of Geograph# Names, the Board's Decision No. 7201 states that all
Corps of Engineers reservoir projects are henceforth to be called "lakes".

In contormance with this Decision, please establish all 651 reservoir
geographic feature subject headings on Corps documents as "lakes"
rather than reservoirs even though the site is a known reservoir or
"reservoir" is stated on the piece.

Note that the Rand McNally Commercial Atlas will refer to the Corps
projects as "lakes" also.

SG



AACR2
Works of Shared Responsibility

CSU Project Memo no. 1
2/10/81

Personal vs. Corporate body

If, in a work of shared responsibility, both a personal author
and a corporate body are prominent, first test Are corporate body
against 21.1B2. If the corporate body falls into one or more of
the categories, enter under the corporate body. If the corporate
body does not fall into one of the categories, enter under the
personal author.

NSC



AACR2
Works of Single Personal

Authorship
CSU Project Memo,no. 1

2/10/81

21.4A "Enter a work, a collection of work, or selections from a
a work by one personal author...under. the heading for that
person whether named in the work or not." AACR2

NSC

If a work is entered under a personal author, and that
author is not tentioned in the title and statement of
responsibility area, there is no need to justify that
author in a note.

However, if in a work of shared responsibility, the name
of the joint author(s) is not mentioned in the title and
statement of responsibility area, record the name of the
joint author(s) ip a note in order to be able to make an
added entryfor the joint author(s).

X
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'The 1088 field is'to be used

consisting solely of letters and
cation which do not qualify as a
Project.

-;

AACR2
Series statement

.CSU Project Memo.'no. 1

1/11/81

to record any numbers (e.g. series

numbers, etc.) appearing on a publi-
true series in the judgement Qf the

Record the information as it appears qp the piece, including
punctuation marks. For spacing follow authority card.

If multiple, non-series numbers appear on the publication, enter
each in a separate 088 field.

The information should also be recorded exactly as it appears on
the publication in a quoted note according to AACR2 1.7B19.

«

A series authority card is to be prepared indicating the field
number.

These series will be included in the Report/Series Index of the
COM catalog.

NSC

Decision taken with,Fred Schmidt and Jim Stickthan on January 8, 1981.
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WORKFORMS
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PROJECT SEARCHING STATISTICS
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1

Month

Cataloger

NAME HEADINGS SUBJECTS

LC,ver)fied

1 Colorado

Alaska Montana
Arizona Nebraska
Arkansas Nevada
California New Mexico
Colorado North Dakota
Hawaii Oklahoma
Idaho Oregon
Iowa South Dakota
Kansas Texas
Louisiana Utah
Minnesota Washington (State)
Missouri Wyoming

Instructions

Local

Colorado
Coloradj

Count all name headings you tstablish for bodies located in one or more of states
;) listed above, even if the name of a state or other locality does not appear as a part of,

the heading. For example: .

United States. Forest Service. Rocky M6untain Region.
.

1

1

The name of the" egion is sufficient to tell you the body is located west of the
. -.Mississippi. nclude bodies'whose names are uninformative about their location, e.g.,

Ubited States. Fish and Wildlife Service. Region 2.

Please note in pencil on the authority card, in the lower left corner, abq_th:. information
typed there, the location of the headquarters office of such bodies.

Count headings for projects, programs, stuaies, plans, eonferences, surveys: etc. if
you are using the heading in a 110, 111, 710, 711, 810, or 811 field.

EXCLUYE the names of firms.

"LC verified" includes name headings for which we have GPO verificatioil through an OCLC
record, if the record was input after October 1977, as well as the usual sources of
LC verification: LCNA, LCNH, NUC, DLC records in OCLC.

i

Under the heading SUBJECTS, count all geographic subject headi gs you establish for
entities located west of-the Mississippi, whether you qualify hem or not. There is
nd need t:o make a distinction betweefi geographic subject headings established by LC and

0 those established locally.

_,) Count projects, programs,'studies, plans, etc. under Subjects when they are tagged
605.

Please turn this sheet in with your regular statistics sheet each montb.
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PROJECT CATALOGING WORKSHEET (MONOGRAPHS)
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