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ABSTRACT

This manual was compiled for use by staff and graduate
assistants working in the OCLC Cataloging Section of the Automated Services
Unit, Technical Services Division, University of Illinois Library at
Urbana-Champaign. Although the procedures described are institution-specific,
their applications could be adapted to accommodate copy cataloging operations
within research libraries of similar or smaller scope. The overall structure
of the manual is from the general to the particular, separated into three
volumes. The first volume identifies basic principles and concepts of
cataloging and discusses catalog management. The remaining volumes, volume
two: cataloging procedures and volume three: basic guidelines concern the
implementation of these principles into a working cataleg, involving both
typical and specialized procedures used for the different types of materials
at the Library. The Glossary primarily contains definitions of cataloging
concepts, tools, and terminology relevant within the shared cataloging
environment. The Index identifies pertinent memoranda on cataloging policy
and procedure, and relates topics of procedural importance within the manual.
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O _ Preface

The overall structure of the manual is from the general
to the particular, separated physically into three volumes.
The first part of the manual identifies basic principles and
concepts of cataloging. The remaining sections concern the
implementation of these principles into a working catalog,
involving both typical and specialized procedures used for the
different types of materials at the Library. The Glossary
primarily contains definitions of cataloging concepts, tools,
and terminology relevant within the shared cataloging
environment. Finally, the Index attempts to identify pertinent
memoranda on cataloging policy and procedure, and relates topics
of procedural importance within the manual.

The relative numbering system within chapters will allow
for future additions. It attempts continuity and reflects related
or contiguous concepts. A relational, rather than a strictly
hierarchical structure was considered most functional in dealing
with the extant memoranda. Within the numbering scheme, major
topics are followed by subtopics and sub-subtopics as is
necessary. For instance, the procedures for dealing with
"Oversize monographs" occur on pages 6.1E1-1 and 6.1E1-2 :

6 (Major topic: refers to the chapter number, Catalog
. Record Creation).

6.1 (Subtopic: Library wide procedures at UIUC).

6.1E (Sub-subtopic: oversize monographs).

6.1E (Indicates the memo number for this subtopic in the

manual. [This is the first memo.]).
6.1E1-1 (The last number indicates the page number of this
memo. [This memo is two pages long.l]l).

-The base number for all sub-subtopics is: '"number.numberLETTER"

-The "number-number" which ends the string always refers to
the "memo number-page number" for that particular sub-subtopic.

The hierarchical function exists primarily at the chapter
level only ("number.0"). Numbering within a chapter then becomes
relational. When using the Index, if a suggested number involves
a ".0" it will necessitate browsing all memos within that
chapter; for instance, "Bibliographic files (OCLC and FBR),

5.0" necessitates browsing all sections of 5._ , in order not
to overlook relevant memoranda.

It should be noted that certain documents have been included
for historical reasons only. Compare the effective dates on
- similar memoranda.
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The History of the University of Illinois Library

‘ . In 1867 the I11inois General Assembly chartered the University of
. Iﬂinois, known as Il1linois Industrial University until 1885, L]nder the provi-
sibns of the Morrill Act of 1862 or Land Grant Coliege Act. The University
opened for its first term on March 2, 1868 with Dr. John Milton Gregory as
its first regent. On November 26, 1867 the Board of Trustees had appropriated
$1,000 for the purchase of books from which Gregory personally purchased 644
volumes in New York and established the Library at the rear of his office.
" Construction of the first separate building known as Altgeld Hall, began in
1896 and was occupied in the fall of 1897. In that year the Library contained
30,100 volumes and.6,350 pamphlets while serving 87 faculty and 688 students.
The opening of the new Library in 1897 began a period of phenomenal
growth directed mainly by two librarians. Katherine L. Sharp gave stgbng dir-
‘)' ection and leadership from 1897 to her retirement in 1907, and her work was
carried on and much expanded by Phineas L. Windsor, who was librarian from
1909 to 1940. But it was President Edmund J. James who was the dominaﬁt
figure din the Library's develcpment between 1904 and 1920. His enthusiasm
fér building a great research library was illustrated in his appropriations
for library materials, ranging from $25,000 to $50,000 annually, which estab-
lished a tradition of strong financial 5upb0rt for the Library's co]iections.
The spectacu]ér growth of the Librery's collections required the con-
struction of three stack additions to Altgeld Hall in 1914, 1919, and 1926.
Even this space proved inadequate. The central block of the present University
Library building was opened on January 27, 1927, the north wing in December
1927, the south wing and an addition to the stacks in the fall of 1929. The

next addition to the stacks was opened in 1940 and another was urgently needed

I.OAV\




within five years. President James's goal of one million volumes was met in
1919 and by the time Windsor retired in 1940, the Library held 1,548,602 vol- -
umes, pamphlets, manuscripts, and other items. For the interim three years,'
Carl White directed the Library.

_Robert B. Downs, Director of the New York University Library, became
Director of the Library in 1943 and retired as Dean of Lfbrary Administration
in August 1971. During his twenty-eight year tenure the University Library
grew to its present position as one of the world's great research libraries.

In the United States it ranks as the largest state university library, the

. third largest university library, the fourth largest research library, and

the fifth largest library. The achievement of this national and international
prominence éan in large measure be attributed to Downs' leadership.,Dgring
Down's tenure the Library grew even more rapidly in quafity and quantity than
it had in the James and Windsor years, acquiring on the average about a mil-
lion volumes every six years.

Upon Down's retirement, Lucien White became university librarian. During
his time as director, the library joined the Ohio College Library Center
which Tater became OCLC. He remained in the position until his unfime]y death
in 1973, whereupon Robert Oram became acting university librarian.

In the fall of 1976, Hugh C. Atkinson took over the position of Univer-
sity Librarian. While maintaining the collection at the prestigious level
it had attainéd, he is making the co]]éction more accessible through auto-
mation. Under his capable direction, LCS was implemented as an automated
circulation system, not only in the University Library but also in a state-

wide network linking it with twenty-two other academic libraries and the
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eighteen regional bub]ic library systems. The Librar& Automated Records

department(s) leads the nation statistically in its use of OCLC. Very

shortly, an "On-Line Catalog" developed exclusively by the University Library

will be implemented to link full bibliographic records with the shorter

length records currently available in LCS. Other advances include a sixth

stack addition to be compieted within a year. The Libréry currently contains

6,411,948 volumes and employs 120 faculty, 295 staff, and 119 FTE student

assistants.

October 1983
Adapted from the Interim Report of the

Collection Analysis Project (CAP) Study Team,

January 1980
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~ Several works exist which record the detailed history of the University of
I11inois. A bibliography of such works follows:
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THE NATION'S LARGEST LIBRARIES
A LISTING BY VOLUMES HELD

This listing is for libraries with reported holdings greater than

three million volumes.
S8OURCE INSTITUTION

Library of Congress
Harvard University
New York Public

Yale University

Univ. of Illinois-Urbana
Univ. of California-Berkeley

Univ. of Michigan

Univ. of Texas

Univ. of California-Los Angeles
Columbia University

Stanford University
Cornell University

Univ. of Chicago

Univ. of Wisconsin

Los Angeles County Public
Univ. of Indiana

Univ. of Washington

Boston Public

Los Angeles Public
Princeton University
Queens Borough (NY) Public
Univ. of Minnesota
Chicago Public

Ohio State University
Duke University

PPrPOPOPUOOC DO PP P > o

Fact Sheet

VOLUMES HELD

22,036,877
12,169,049
10,926,535

9,013,561

7,918,951
7,697,027

6,579,152°
6,505,219
6,179,973
6,142,293

5,987,592
5,344,481
5,328,849
5,133,457
5,101,872
5,099,250
5,065,669

4,999,830
4,975,566
4,839,356
4,814,219
4,761,630
4,562,015
4,517,095
4,016,036

Continued on other side

American Librafy Association 312-280-2153
Headquarters Library and Information Center 800-545-2433
50 East Huron ext. 21563
Chicago, 1L 60611 : Fax 312-440-9374
0B (-



VOLUMES HELD

SOURCE INSTITUTION

D Brooklyn Public 3,883,598
A Univ. of North Carolina 3,856,378
A Univ. of Arizona 3,817,361
A Univ. of Pennsylvania 3,756,762
A Northwestern University 3,550,250
D Buffalo and Erie County Public (NY) 3,467,124
D Cincinnati-Hamilton County Public (OH) 3,456,790
D Free Library of Philadelphia 3,414,201
A Rutgers University 3,302,416
A Univ. of Virginia 3,266,649
A Pennsylvania State University 3,191,245
A Univ. of Iowa 3,174,269
A Univ. of New York 3,151,486
SOURCES:

‘A = ARL Statistics 1990-91. wWashington, DC: Association of

Research Libraries, 1992.

D = Digest of Education Statistics 1990. Washington, DC: National
Center for Education Statistics, U.S. Department of Education,

1991.

Users should be aware that ARL statistics reflect 1990-91 data
while Digest statistics reflect 1982 data. Please also be aware

that public 1library and academic library collections are
dissimilar.
June 1992
LoBI-2
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TOUR/AUTOMATED SERVICES/WORKFLOW
Doris OSteIDUT .+ v ot ettt ettt ettt e e November 1994
 Sharon Clark is the Head Librarian for Automated Services and Division Head of Technical
Services (responsible for all areas listed below, and as Division Head meets with

faculty from Acquisitions, Principal Catalogers Office and Automated Services)

Beth Sandore is the Assistant Librarian for Automated Services
(which includes coordinating Phone Center)

Rhoda Engel, Librarian for OCLC Copy Cataloging

Stephen Smith, Asst. Librarian for Copy Cataloging

Winnie Chan, Librariah for Automated Records Maintenance

Barbara Henigman, Asst. Librarian for FBR maintenance

Doris Osterbur, Coordinator for Support Services (Administrative Aide)

Sue Joyce, Manager for Phone Center (Chief Library Clerk)

STAFFING (49 faculty & staff)

The Phone Center is the responsibility of Beth Sandore the Assistant Librarian for
Automated Services along with a staff of 7 positions 1 Chief Library Cierk (mamager for day
to day operations) and several Library Clerk Il and Library II positions some of which are
halftime positions, and can be a varied number of student assistants.

Copy Cataloging has a faculty & staff of 14 which include 2 fulltime professional librarians,
5 half-time graduate assistants and 6 LTAs, one LC II and 2 student assistants.

Support Services has a staff of 18 which include 1 Administrative Aide (Coordinator), 3
Chief Library Clerks, 1 LTA position, 1 Library Clerk II, 2 fulltime Library III, 2 LCIII
(.SFTE) positions, and 8 Secretary III FTE positions.

Automated Records Maintenance (LCS/FBR) has a faculty & staff of 9 including 2
professional librarians, 2 LTA’s, 1 grad assistant, and 4 Library Clerk II & III positions.

The Principal Cataloger/Head of Original Cataloging (vacant presently) whose office is in
room 214 and Core members of Original Cataloging are also located in Room 220, which
includes a staff of 5 positions, 2 Librarians, 1 LTA, 1 LC III, 1 Grad Assistant. (This unit is
not a part of Automated Services but located in same room)
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Campus Map

UNIVERSITY BUILDINGS

In this list, prepared by the Office of
Publications, buildings are in alphabeti-
cal order by commonly used names.
For individual offices and departments
not shown on this map, consult the
“Campus Street Addresses” listing or
the “Campus Units” listing in the
Student/Staff Directory.

The designation in parentheses
following the name of each building
indicates the coordinates at which it
can be found on the map.

A1 Abbott Power Plant (E1)

Adams Lab (See R2)

Advanced Computation Bidg (B86)
Aeronautical Lab A (B5)
African-American Cultural Prog
(O5)

Afro-American Studies &
Research Prog (D6)

Agricuitural Bioprocess Lab (F5)
Agriculturat Engineering Bidg (ES)
Agricultural Engineering Sciences
Bidg (E5)

Agriculture Services Bidg (H4)
Agriculture Services Warehouse
(14)

Agronomy/Plant Pathology Farm
(14)

Agronomy Seed House (I5)
Agronomy Soybean Research
Farm (I5)

Altgeld Hall (C4)

Animal Genetics Bldg (E5)
Animal Science Barns (H4)
Animal Sciences Lab (E5)
Arcade Bidg (C4)

Architecture Bidg (E4)

Armory (E3)

Armory Avenue Warehouse (D1)
Art & Design Bidg (E3)

Art Studios (I1)*

Assembly Hall (G3)

Astronomy Bidg (C6)

Atkins Tennis Center (G4)
Atmospheric Sciences Bidg (B6)
Beckman Institute (A4)

Beckwith Hall (C3)

Beef Barns (H3)

Bevier Hall (D5)

Biological Control Lab (H1)
Burnsides Research Lab (F5)
Burrill Hall (C5)

Campus Recreation Cntr East
(D5)

Cntr for Advanced Study (C6)
Central Receiving Bldg (G1)
-Ceramics Bldg-(B5)-

Chemistry Annex (D5)

Child Development Bidg (D6)
Children’s Research Center (11)*
Chinese Swine Research Cntr
(2)*

Claims Management Ofc (C4)
Clark Hall Housing Administration
(E3)

Coble Hall (C4)

Colonel Wolte School (C3)
Commerce West Bidg (E4)
Computer & Systems Research
Lab (A5)

Computing Applications Bidg (84)
Computing Services Ofc Bidg (B6)
Credit Union Bidg (12)*

Cultural Values & Ethics (See
S11)

Dairy Experimental Round Barns
(H5)

A2
A3
A4

A5

A6
A7
A8

A9
A10

Al

A12
A13

Al4
A15
A16
A17
A18
A19
A20
A21
A22
A23
A24
A25
A26
A27
B1
B2
B3
B4
B5
B6
87
C1

Cc2
C3
C4-
Cs
Cé
Cc7
Cs

C9
c10

C11
Ci2
C13
C14

Cis
C16
c17

D1

Q

RIC

Aruitoxt provided by Eic:

D2

03
D4
D5
D6
07
E1

E2

E3
E4
ES5
E6
E7

E8
E9

E10
E11
E12
F1
F2
F3
F4
FS
F6

G1
G2
G3
G4
G5
G6

G7
H1
H2
H3

H4

H5
Hé

H7
H8
H9
H10
H11

“H12

Al
2

13
14
i5
16

17
8
19

J1
K1

K3
K4

L3
L4
LS
L6

L7

Dairy Science Research Farm_
(8)*

Dance Studio (D6)

Davenport Hall (D5)

David Kinley Hall (E4)

Digital Computer Lab (BS)
Duplicating/Quick Copy Bldg (H4)
East Asian Languages & Cultures
(D5)

Education Bidg (E4)

Electrical & Computer Eng Lab
(See E12)

Engineering Hall (C4)
Engineering Research Lab (B5)
Engineering Sciences Bldg (Bs)
English Bidg (D4)

Environmental & Agricuitural

.Sciences Bidg (F5)

Environmental Health & Safety
(86)

Environmental Research Annex
(86)

Environmental Research Lab (B6)
ERIC (F6)"

Everitt Lab (C4)

Fire Service Inst Bidg (11)*

Fire Station (C5)

Flagg Hall (E3)

Foellinger Auditorium (D4)
Foreign Languages Bidg (D5)
Forest Science Lab (E5)

Freer Hall (E5)

Garage/Car Pool (G1)

Gaseous Electronics Lab (C4)
General Curriculum Bidg (D3)
Geological Survey Lab (E2)
Gowt & Public Affairs, Inst of (D6)
Grainger Engineering Library
Information Cntr (B5)

Gregory Hall (D4)

Harding Band Bidg (E4)

Harker Hall (C5)

Hazardous Waste Research Cntr
1y

Health Professuons Information
Ofc (C86)

Henry Admin Bidg (C4)

Highway Materials Research Lab
(C6)

Highway Materials Test Lab (C6)
Honors Program (D5)

Housing Food Stores (F1)

Huff Hail (E3)

Hydraulic Engineering Lab &
Warehouse #1 (B6)
Hydrosystems Lab (AS5)

fce Arena (D3)

lllini Hall (C4)

MMlini Orange Snackbar (See S4)
Wini Union (C4)

lllini Union Bookstore (D4)
liinois Field (G4)

Winois Library Computer System
Ofc (C4)

Intemational Student Affairs (D4)
International Studies Bldg (D4)
Intramural-Physical Education
Bldg (F3)

Japan House (D6)

Kenney Gym (B4)

Kenney Gym Annex (84)
Krannert Art Museum (E4)
Krannert Cntr for the Performing
Arts (D5)

La Casa Cuttural Latina (D4)
Labor & Industrial Relations, Inst
of (D4)

Large Animal Clinic (See V5)
Law Bldg (F3)

Levis Faculty Center (C6)
Library (E4)

Library and information Science
(04)

Lincoin Hall (D4)

25

L8
M1
M2

M3
M4
M5

M7
M8

M10
M11
M12
M13
M14
M15
M16
M17
N1

Loomis Lab (C5)

Mailing Center (G1)
Management Information Division
(D4}

Materials Research Lab (B5)
McKinley Health Cntr (E6)

Meat Science Lab (F5)
Mechanical Engineering Bidg (C5)
Mechanical Engineering Lab (B5)
Medical Sciences Bldg (C5)
Memorial Stadium (F3)

Merriam Lab (D4)

Metallurgy and Mining Bidg (C5)
Microelectronics Lab (B4)

Morrill Hall (C5)

Mumford Hall (E5)

Mumford House (E4)

Music Annex (D6)

Music Bidg (D5)

National Cntr for School
Leadership (B5)

Natural History Bldg (C5)

Natural Resources Bidg (F4)
Natural Resources Studies Annex
(11)

Newmark Lab (B5)

Noble Hall (E3)

North Campus Chiller Plant (A5)
Noyes Lab (C5)

Nuctear Engineering Lab (B5)
Nuclear Physics Lab (E1)
Nuclear Radiations Lab (C5)
Nuciear Reactor Lab (B5)
Nursing, School of (C5)
Ouvservatory (D5)

Omamental Horticutture Bidg (E5)
Parking Structures (C4)
Personnel Services Bidg (E2)
Pnysical Plant Service Bidg (F1)
Physiology Research Lab (12)°
Plant & Animal Biotechnology Lab
(ES)

Ptart Cinic (H5)

Plant Sciences Lab (E5)

Ponce Training Institute (D3)
Pouftry Farm (G5)

Prnnng Services Bldg (E2)
Psychology Bidg (D4)

Putic Satety (B5)

Rehabditation Education Cntr (E1)
Roger Adams Lab (D5)

Sheep Bams (H3)

Smaa Arvmal Clinic (see V5)
Small Homes Council (H1)

Serath Hall (D5)

Snacs Bar. ini Orange (E3)
Sociat Work, School of (D5)
Soutn Fams Warehouses (14)
Soeach & Hearing Clinic (D4)
State Regeonal Office Bidg (12)°
Stock Pgwition (F4)

Stucterd Services (See 17)
Structural Warehouse (C6)
Survey Research Lab/Cuttural
vatues & Ethics (D6)

Surveyng Blgg (E4)

Swardund Admin Bidg (C4)
Swee Bams (H2)

Tadon Lap (B4)

T etevisson Bidgs and Annex (A5)
T echrotogy Commercialization
Biag (H44)

Track Stadium (G4)
Transportation Bldg (B5)

Tumer Hall (E5)

Tumer Student Services Bldg (C4)
Ungergraduate Library (E4)
Urwwersaty High School (B5)
Ureverstty High School Gym (B5)
Unmversay Inn (C3)

Uruversdy Press Bidg (F1)
Urtan & Regional Planning (D6)
Vegetable Crops Bldg (E5)

Vet Medicine Basic Sciences Bldg
(HS)

V3 Vet Medicine Feed Storage Bidg
(I5)

Vet Medicine Surgery & Obstetric
Lab (i5)

Vet Medicine Teaching Hospital
(15}

Vivarium, Shelford (B4)

Volatile Storage Bidg (F1)

Water Survey Research Cntr (i1)*
West Oregon Computing Services
(06)

women's Studies (D4)

Wood Engineering Lab (F5)

V4
V5§

Ve
v7
W1
w2

w3
w4

UNIVERSITY RESIDENCE HALLS

Undergraduate Halls
Champaign Residence Halls
BR Barton (E3)

FR Forbes (E2)

GR Garner (E3)

HP  Hopkins (E2)
LN Lundgren (E3)
SC Scott (E2)

SN Snyder (E3)

TF Taft (E3)

VD Van Doren (E3)
WS  Weston (E3)

Urbana North Residence Halls

AL Allen (E6)

BS Busey (E5)

EV Evans (D5)

LA Lincoin Avenue (ES6) (Shelden-
Leonard)

lllinois Street

TW Townsend (C6)

WR Wardall (C6)

Urbana South Residence Halls
Pennsylvania Avenue

BB Babcock (F6)

BL Biaisdell (F6)

CR Carr (F6)

SD Saunders (F6)

Florida Avenue

OG Oglesby (G6)

TR Trelease (G6)

Graduate Halls
DN Daniels (C6)
SM  Sherman (D3)

Family Housing
GG Goodwin/Green Apts (C5)
OD Orchard Downs Apts (East of G6)

PRIVATELY CERTIFIED HOUSING

1P
2P
3P

Armory House
Bromiey Hall
Brown House

4P Brown House on Coler
5P  Christian Campus House
_6P. Europa-.
7P  Hendrick House East and West
8P  Hilltop House
9P  Illini Tower
10P Majercak House

11P
12P
13P
14P
15P
16P
17pP
18P
19P
20P

McKinley Men's Residence Hali
Nevada House

Newmnan Hall

Newman House

Presby Hall

Que Linda

San Clemente

Shaw House

Stratford House

University YMCA

*These buildings are located outside
of the area shown on the map.
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OCLC Cataloging Section
General Procedures Manual for Graduate Assistants

ORGANIZATION

‘ The Library of the University of Illinois at
Urbana-Champaign (UIUC) is the largest state-supported university
library in the country, as well as the world's largest Dewey
library. Within this highly decentralized environment there
exists over 35 departmental libraries spread across a large
campus serving @35,000 students. The UIUC Library is currently
organized administratively into nine divisions.

The Automated Services Unit of the Technical Services
Division consists of 4 sections: OCLC Cataloging, Support
Services (Searching, Inputting, and Added Copy), Automated
Records Maintenance (ARM), and the Library Telephone Center.
Together, these groups are responsible for the following duties:
post-acquisition OCLC searching of all Roman-alphabet materials
(except maps); cataloging and classification for those materials
for which OCLC copy is found; inputting of original cataloging
records into OCLC and updating of existing OCLC records;
maintenance and monitoring of the Library's online catalog.

The OCLC Cataloging Section operates within the Automated
Services Unit of the Technical Services Division of the
University Library. OCLC cataloging is centralized within the
Automated Services Unit. The OCLC Cataloging Section is
responsible for the timely cataloging and classification of
materials for which OCLC copy has been found, in order to fulfill

"our service obligation to the university community: providing

adequate and efficient access for all Library users. Currently,
the OCLC Cataloging Section handles approximately 85% of all
monographic materials cataloged and classified for the University
Library. Materials include monographs, music scores, sound
recordings, serials, and serial analytics. o

GENERAL OFFICE PROCEDURES/PERSONNEL MATTERS

Detailed information concerning general office procedures
and personnel matters is included within the Automated Services
Unit Procedures Manual (currently undergoing revision). Included
here are specific elements which apply directly to graduate
assistants within the OCLC Cataloging Section.

GA SCHEDULES: Working hours for graduate assistants are between
the. hours of 8:00 a.m. - 5:00 p.m., Monday-Friday. It is the
responsibility of each graduate assistant to provide the
immediate supervisor with a work schedule of weekly hours, and
to fulfill those hours. The OCLC Cataloging Section operates

as a team: transfer of information must be facilitated during
these primary working hours. Downward flow of communication

( i.e. cataloging policy or procedural changes, specific job

« I'BAl-—"
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duties, etc...), upward flow of communication (i.e. questions,
suggestions, etc...), and horizontal flow of communication (i.e.
task coordination, problem solving, mentoring, etc...) cannot
be effective without maintenance of individual schedules.
Variations in individual schedules may be discussed with the
supervisor after the training period, and for individual
conflicts (i.e. term paper crunches, final exams, etc). Holiday
time is averaged out of a standard weekly schedule (i.e. given
a 20 hour work week with one day as a paid holiday, each GA \/
is only required to work 16 hours for that week). ' w

KEYS/LOCKERS: Each GA receives 2 keys. The key to Room 220 opens
the west door only. This door should remain locked after 5:00
p.m. M-F, and on weekends. Each GA also receives a locker for
personal items. Please return your keys to your supervisor when
your assistantship ends.

EMERGENCIES/DISASTERS: The emergency phone number for most
situations is 9-911. Possible situations include:
medical/tornado/fire/earthquake/flood/bomb threat. More detailed
information is provided in the Automated Services Unit Procedure
Manual.

REPORTING ACCIDENTS ON THE JOB: A University employee injured,
however slight, on the job, should report at -once to his or

her supervisor and to the UIUC McKinley Health Center. If an
employee is critically injured so that any delay in reaching

a hospital might cause irreparable damage or endanger life,

the supervisor or any equally responsible person should call

the police emergency number (9-911), which will arrange
transportation for the injured employee to a community hospital.
The person who calls the police should immediately inform the
Health Center about the accident and the action taken.

ETIQUETTE/SECURITY: Courtesy to office coworkers is expected.

The same courtesy should apply to visitors and guests to the
Unit. The Automated Services Unit is restricted to staff only.
Personal visits should be of short duration. If you must talk

at length with a friend who has exciting news, take a break.

If unknown individuals wander through the unit, a polite question
offering assistance most easily identifies those persons having
legitimate business. When confronted with a possibly violent
patron or staff member, assume a non-threatening disposition,

and try to call 9-911.

TELEPHONE: Everyone is required to answer the section telephone.
Be courteous; this is a business line. Take a message if the
requested party is not available. Directions for transferring
phone calls are posted on each telephone. If you are taking
vacation time, sign out on the weekly schedule posted at the
phone so others will know you are not in. If you are ill yet
able, call in to your supervisor.

[.2A -1



STAFF LOUNGE: Located on the 4th floor. Open during normal hours

a 4 hour shift, staff are allowed a 15 minute break. During

of operation M-F. There is also a key at Doris's desk. During vﬁﬁﬁ@)
\

an eight hour shift, staff are allowed two 15 minute breaks ﬂb

alorg With—s—4-Hsur=lureh. The lounge has vending machines.

GA MEETINGS: Meetings are held as required. The individual GA
is reponsible for attendance, as they will be called around
everyone's set schedule.

EATING/DRINKING/SMOKING: Eating and drinking are permitted at
one's desk. Exercise caution when. around library materials.
GAs are responsible for finger trails. Wash your hands. You
don't want to be responsible for mutilated materials. Do not
eat or drink while at a terminal. Smoking is permitted in
designated areas onlye.

MAIL: Business mail is collected and distributed twice daily,
each morning and afternoon. Personal mail will not be processed.

PHOTOCOPYING POLICY: Photocopying is restricted to library
business/office functions.

SUPPLIES: The supply cabinet is located next to Sharon Clark's
office. If you cannot find an item, check with Linda Mowry,
who orders supplies.

HISTORY

The placement of OCLC cataloging within the Automated
Services Unit was initially organized in the late 1970's in
order to mcet the fcllcowing goals: to organize the workflow
according to function rather than form; to more clearly define
professional responsibility by redistributing clerical
activities; to prevent duplication of effort and to maximize
the use of automation in its capacity for shared cataloging
resources.

The UIUC Library has been a participant in OCLC since
1974. Currently, OCLC continues to be the source of cataloging
records for the Library's online catalog (ILLINET Online), which
system includes two linked components: LCS (Library Circulation
System) and FBR (Full Bibliographic Record). LCS, the automated
circulation component, was implemented in 1978. An IBM system
originally developed at Ohio State University, LCS was modified
to function in a multi-campus environment. The LCS database
contains short records for the Library's collections, including
call number, main entry, title, edition statement, place and
date of publication, LC card number, and detailed holdings by
copy and location. LCS serves as the master shelflist, on-order
file, and only record of current location. The FBR component
became operational in September 1984 and is based on Western
Library Network (WLN) software. This database represents the
joint holdings of over 800 institutions within the state of
Illinois. Each full bibliographic record has a system link to

o
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the associated LCS record for that item. Authority control is
provided through a separate authority file containing the Library
of Congress authority tapes for names, series, and subject
headings. All cataloging at UIUC is accomplished using OCLC

to create an archival tape which forms the basis for both the

LCS and FBR components of the online catalog. Illinet Online

is updated weekly as new titles are extracted from the archival
tapes by computer program (The FBR component is updated each
night electronically; the LCS component is, as yet, updated

on a weekly basis).

SERVICE FUNCTION

The UIUC Library operates as a support system towards the
multiple ends of the research, teaching, and service functions
to both the university community, as well as to the community
of citizens of the state of Illinois. SERVICE is the primary
function of the University Library. Library personnel provide
either direct (i.e. reference, circulation, etc...) or indirect
(acquisitions, cataloging, etc...) PUBLIC SERVICE. (The classical
distinction between "technical" service and "public" service
within a library structure is an arbitrary construct of form
which evaporates when seen from the integral function of
service.). The primary goal of the OCLC Cataloging Section was,
and is, to structure the flow and procedures for maximum
cataloging productivity, as well as to keep pace with currently
received materials, in order to fulfill our service obligation
to the community of library users.

OCLC CATALOGING TOOLS

The UIUC Library aaneres to naticnal and international
standards whenever these standards do not conflict with local

"policies. The following tools provide direction towards meeting

these standards, and are applied where appropriate. Competency
in the understanding of which tool to utilize, and proficiency
in how to utilize each tool by the end of the training period,
is required, and is the responsibility of each graduate
assistant.

HUMAN RESOURCES: Supervisor and Mentors.

PAPER TOOLS: AACRIIr (and LCRIs); OCLC Cataloging Section
Procedures Manual; Dewey Decimal Classification 20;
Library of Congress Subject Headings (17th ed.);
Free-Floating Subdivisions Manual; Subject Cataloging
Manual; OCLC Books Format; MARC Code Lists; Cutter
. Tables; Gazeteers and Dictionaries (located on the
Reference shelves in Automated Services); CPAC
decisions (minutes published in Library Office Notes).

ELECTRONIC TOOLS: ILLINET Online = LCS (Library Circulation
System) and FBR (Full Bibliographic Record) components;
OCLC (Online Computer Library Center- PRISM Service).

. 32A1-4
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OCLC CATALOGING WORKFLOW

The basic model for workflow and procedures regarding OCLC
cataloging was largely developed to accommodate the adoption
of Dewey 19 and AACRII in 1979, and to facilitate the future
implementation and expansion of the online catalog with minimal
disruption. Initially created for monographs, other formats
including serials, analytics, and music scores and recordings
were later integrated into the basic pattern of the OCLC
Cataloging Section. :

As materials are received from the Acquisitions Unit, they
are searched on OCLC for cataloging records. Items lacking
cataloging records in the OCLC database are routed with
accompanying authority information for original cataloging.
Items for which OCLC copy is found are routed to the OCLC
Cataloging Section for cataloging and classification. Items
located in the OCLC database with our UIU holding symbol are
processed as added copies. Monographs identified with special
streamers as having cataloging-in-publication (CIP) data are
searched only on LCS. Those items with records already in LCS
" are then processed as added copies. New materials with CIP data
are routed to the OCLC Cataloging Section where paraprofessionals
handle the authority work, Dewey classification, and cuttering,
prior to processing on OCLC. For materials lacking CIP data,
printouts are produced to facilitate Dewey classification. Both
the item and the accompanying printout is routed to the OCLC
Cataloging Section. Following the editing of OCLC copy, the
classification process, and the assignment of cutter numbers
utilizing the shelf listing capabilities of LCS, materials are
then routed to OCLC operators for processing. Statistics are
to be maintained by graduate assistants both for the number
of biblicgraphic units processed, as well as the number of titles
cuttered.

OCLC CATALOGING RESPONSIBILITIES

The primary duty for graduate assistants is to catalog
and classify materials with OCLC copy, utilizing standard
cataloging tools, while maintaining national standards in
conformity with local policies. Priorities of materials in the
OCLC Cataloging Section rank as follows: 1)Rush items (give
to Chris To) as well as all newly received items with patron
notification slips; 2) location items (blue streamers);

3) general stacks items (STX designation).

Maintain a monthly statistical count of bibliographic units,
in conformity with ARL guidelines, as well as the number of
titles cuttered.

Maintain a consistent schedule of working hours on a weekly
basis.

.3A1-5
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Responsible for reading, maintaining, and referring to
procedural memoranda as appropriate. These are the property
of the OCLC Cataloging Section. Responsible for reading Library
Office Notes for CPAC (Cataloging Policy Advisory Committee)
decisions concerning changes in library cataloging policy whlch
may affect our cataloging procedures.

Desks are to be maintained in a neat and orderly fashion
in order to facilitate access to uncataloged titles specifically
requested by patrons. Also, as befits a world class library,
Automated Services is often a focal point for librarians/visitors
from around the globe. As a representative of this section and
the institution, show your professionalism.

Answer the section telephone in a courteous, businesslike
manner: "OCLC Cataloging, may I help you?" OR "Automated
Services, may I help you?" The section telephone is a business
phone; business calls have priority during working hours.
Everyone is responsible for making sure the phone is answered
within three rings. Short personal calls are legitimate during
the day, but please remember that you are using a business line.
The section phone may also be used after hours for brief local
calls.

1.2A)-6

5
LW



Annual Conference Schedule
continued from page 31

Commercial Technical Services Com-
mittee. Sunday, June 26, 8-9 a.m.;
Monday, June 27, 8-9 a.m.

Conference Program Planning (Chi-
cago, 1995). Friday, June 24, 8-10
p.m.; Saturday, June 25, 11:30
a.m.~12:30 p.m.

Duplicates Exchange Union Commit-
tee. Sunday, June 26, 11:30 a.m.—
12:30 p.m.

Education Committee. Saturday, June
25, 8-9 a.m.; Monday, June 27,
8:30-11 a.m.

Executive Committee. Saturday, June
25, 8-9 a.m.; Tuesday, June 28,
8-10p.m.

International Relations Committee.
Saturday, June 25, 2—4 p.m.; Tues-
day, June 28, 8-11 a.m.

Legistation Committee. Saturday,
June 25, 8-9 a.m.; Monday, June
27, 11:30 a.m.-12:30 p.m.

Library Materials Price Index Commit-
tee. Sunday, June 26, 8:30-11 a.m.

LRTS Editorial Board. Saturday, June
25,11:30 a.m.-12:30 p.m.

LATS Subcommittee on the State of
Copy Cataloging. Sunday, June 26,

. 2=vpEn
Membership Committee. Sunday,

June 26, 24 p.m.

Organization and Bylaws Committee.
Saturday, June 25, 9:30-11 a.m.;
Tuesday, June 28, 8—-11 a.m.

Crientation of New Chairs and Offi-
cers. Saturday, June 25, 8-9 a.m.

Esther J. Piercy Award Jury. Sunday,
June 26, 9:30-11 a.m. (closed)

Committee on Planning. Saturday,
June 25, 8-9 a.m.; Monday, June
27,8-9 a.m.

Preservation Microfilming Committee.
Sunday, June 26, 9:30 a.m.~12:30
p.m.

President's Program. Monday, June
27,9:30 a.m.-12:30 p.m.

continued on page 33

Essential Elements of Training
Program for Entry-Level
Professional Catalogers

The following training outline has been developed by the Committee on Education,
Training, and Recruitment for Cataloging of the Cataloging and Classification
Section to assist in the training of beginning professional catalogers. This outline
provides the essential elements of a training program for entry-level catalogers. It
is recommended that training begin with LC-copy cataloging before moving to
contributed copy and finally to original cataloging. The timetable depends greatly
upon the individual cataloger. The total training program probably will require from
six months to a year to complete.

This outline will be submitted to the CCS Executwe Committee for approval
during the 1994 ALA Annual Conference. The Committee on Education, Training,
and Recruitment for Cataloging welcomes any comments on the outline that ALCTS
members have. Please send your comments by June 20 to Rick J. Block at

rblock@library.tufts.edu

I. Job Orientation
A. Logistics and organization of Cataloging Department
1. Tour of department, staff introductions, supplies, meetings, etc.
2. How positibn fits tunctionally and physically into department
3. Location of cataloging tools, dictionaries, department manuals special
equipment, etc.
4. Mission of Cataloging Department. Department's philosophy of
cataloging
B. Logistics and organization of Technical Services
1. Tour and introductions of other Technical Services staff
2. Workfiow: Request, order, receipt, cataloging, processing, shelving, etc.
3. Consortial arrangements, centralization of technical processing,
locations of department catalogs for branches or other locations,
any special arrangements with those locations
C. Logistics and organization of library
1. Tour and staff introductions
2. Overview of library organization
3. Scheduled library meetings and committees
4. Future significant events: new building, migration to new system, etc.
5. Consortia and network memberships
6. Branch libraries (tours later)
. D. Personnel issues
1. Performance reviews
2. Sick, vacation leaves and personal days
3. Promotion and tenure
E. Electronic tools related to job
1. E-mail
2. Internet/BITNET
3. Personal computers/word processing
4. Mainframes
5. LANs
F. Continuing education and professional development opportunities
1. OCLC/RLIN workshops
2. Local, state, and regional library organizations
3. National and international library organizations

.28 1-|

32 ALCTS Newsletter Volume S, Number 3 1994



4. Other professional development opportunities

Basic cataloging
A. Electronic resources for cataloging

1. Using bibliographic utility
a. Searching bibliographic utility for bibliographic and authority records
b. Exporting records from bibliographic utility
¢. Mechanics of editing and creation of records on blbllographlc utility
2. Availability of vendor databases
a. Searching vendor database(s)
b. Retrieving records from vendor database(s)
3. Content of iocal bibliographic database
a. What is in the online catalog
. Status of retrospective cataloging
. Source(s) of all online records
. Relationship of local database to bibliographic utility
e. Any cards still produced
4. Using local bibliographic database
a. Searching local online catalog and cataloging modutes
b. Mechanics of editing and creation of records in cataloging module
c. Authority control in local database

Qoo

B. Descriptive cataloging

1. AACR2
a. Chief source of information
b. Title and statement of responsibility
c. Edition; publication, distribution, etc., area; physical description;
series area; notes
2. Older cataloging rules
3. LC rule interpretations
4. Local descriptive cataloging practices

C. MARC format

1 Leader and directory

lllllll

3. Variable fields

D. Additional local practices

1. Handling of various levels of copy: general statement or gmdellnes on
acceptance of various levels of copy

2. Statistics: who to report statistics to, use of statistics, etc.

3. Handling of materials (call number and other information noted on
piece, etc.) :

Ill. Advanced cataloging
A. Access points

1. Names
a. Concept of main and added entries
b. Concept of corporate authorship
c. Conference headings
d. Verification of name headings
2. Series
a. Definition of series
b. Series statement and entry
c. Series numbering

continued on page 34

Annual Conference Schedule
continued from page 32

Professional Ethics Task Force. Sun-
day, June 26, 9:30-11 a.m.

Publications Committee. Saturday,
June 25, 9:30 a.m.-12:30 p.m.

Publisher Vendor Library Relations
Committee (PVLR). Saturday, June
25, 2-4 p.m.; Monday, June 27,
9:30-12:30 p.m.

PVLR Electronic Publications License

Agreements Subcommittee. Friday,

-June 24, 2-5:30 p.m.; Sunday,
June 26, 24 p.m.

Research & Statistics Committee. Satur-
day, June 25, 9:30 a.m.—12:30 p.m.

Scholarly Communications Commit-
tee. Monday, June 27, 2—-4 p.m.

Scholarly Communications, Open Fo-
rum on AAU Research Libraries Pro-
ject: Final Task Force Recommenda-
tions. Friday, June 24, 24 p.m.

Technical Services Measurements
Committee. Saturday, June 25,
11:30 a.m.-12:30 p.m.; Monday, -
June 27, 9:30-11 a.m.

Task Force on Meeting the Continuing
Education Needs of Paraprofession-
als. Saturday, June 25,9:30—-11 a.m.;
Sunday, June 26, 9:30-11 a.m.

Division Discussion Groups

Automated  Acquisitions/In-Process
Control Systems in Libraries Dis-
cussion Group. Monday, June 27,
9:30-11 a.m.

Computer Files Discussion Group.
Sunday, June 26, 9:30 a.m.—12:30
p.m.; Saturday, June 25, 11:30
a.m~12:30 p.m. '

Creative Ideas in Technical Services
Discussion Group. Sunday, June
26, 4:30-5:30 p.m.

Newspaper Discussion Group. Monday,
June 27, 11:30 a.m.-12:30 p.m.

Out of Print Discussion Group. Satur-
day, June 25, 2—4 p.m.

continued on page 34
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Essential Elements of Training
continued from page 33

3. Title added entries
4. Local access point practice: general statement on acceptance of
headings
B. Subject headings
1. General principles of subject analysis
2. General principles of subject heading system (LC, Sears, etc.)
3. Use of subject heading system (pattern headings, free-floating
_subdivisions, etc.)
4. Local subject heading practice: general statement on acceptance
of headings
C. Classification and shelflisting
1. General principles of classification
2. General principles of classification scheme (LC, Dewey, etc)
a. Cuttering
b. Literary classification
c. Classed-together series
d. Classification tables
3. Shelflisting: online, paper, or both
4. Local classification and shelflisting practice
D. Additional local practices and special problems
1. Recataloging and reclass
2. Withdrawals, transfers, etc.
3. Local processing procedures
4. Additional cataloging tools
IV. Authority control
A. Sources of authority records
B. Verification of headings

1. Name / . %[ ’
2. Series ¥ "wa* e A P
3. Subject

C. Cross-reference structure
. D. Local authority control practlce
V. Online catalog maintenance
A. Database maintenance
1. Responsibility
2. Error reports
3. Changes in form of heading
B. Retrospective conversion
1. Status of any project(s)
2. Procedures
. Special formats
. Serials
. Computer files
Sound recordings
Scores
. Microforms
Audiovisual materials
- Cartographic materials -
. Graphic materials, realia, etc.
Other special formats @

=<
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Annual Conference Schedule
continued from page 33

Pre-Order and Pre-Catalog Searching
Discussion Group. Monday, June
27,24 p.m.

Role of the Professional in Academic
Research Technical Services De-
partments Discussion Group. Sun-
day, June 26, 2—4 p.m.

Technical Services Administrators of
Medium-Sized Research Libraries
Discussion Group. Saturday, June
25, 9:30 a.m.-12:30 p.m.

Technical Services Directors of Large
Research Libraries Discussion
Groups. Friday, June 24, 8:30 a.m.—
12:30 p.m.

Council of Regional Groups

Council of Regional Groups. Monday,
June 27, 9:30-11:00 a.m.

Council of Regional Groups, Execu-
tive Committee. Monday, June 27,
11:30 a.m.-12:30 p.m.

Council of Regional Groups, Affiliate
Relations Committee. Sunday,
June 26, 4:30-5:30 p.m.

Council of Regional Groups, Speakers
Bureau Committee. Sunday, June
26, 4:30-5:30 p.m.

AS Committees

Executive Committee. Sunday, June
26, 2-5:30 p.m.; Tuesday, June 28,
8:30 a.m.~12:30 p.m.

Acquisitions Organization & Manage-
ment Committee. Monday, June 27,
2-5:30 p.m.

Education Committee. Sunday, June
26, 2—4 p.m.

Policy & Planning Committee. Sunday,
June 26, 9:30-11 a.m.; Monday,
June 27, 8-11 a.m.

Publications. Monday, June 27, 11:30
a.m.—12:30 p.m.

Publications Committee, Foreign
Bookdealers Subcommittee. Sun-
day, June 26, 8-9 a.m.
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AACRIIr

The Anglo-American Cataloguing Rules, second ed., 1988

revision (AACRIIr), codifies the rules for bibliographic

description, as well as name and title access. AACRIIr represents
the current international agreements in these areas, and thereby
facilitates cooperation among libraries. It expands on the
agreements presented in earlier codes and forms the basis for
further agreements that will be added to future codes.

The earlier AACRII (published in late 1978 but not
implemented by the major national libraries until January 1981)
had undergone a process of continuous revision. Approved
revisions had been published in 1982, 1984, and 1986. Rather
than publish a fourth set of revisions, it was decided to
consolidate AACRII and all its revisions, including the one
approved since 1986, into a single volume. The result was
AACRIIr.

One significant change which began with the earlier AACRII
is the presentation of rules for description: one general chapter
presents broad provisions that can be applied in many different
situations. This chapter is followed by specific chapters for
different types of materials and for different conditions and
patterns of publication. The rules for description are
deliberately less specific in legislating ways to handle certain
phenomena. The cataloger is thereby encouraged to exercise
judgement in interpreting the rules in light of the needs of
the user being served. ‘

Rule interpretations made by the Library of Congress (LCRIs)
in their process of applying AACRIIr are published regularly
in Catalioging Service Bulletin. Cfficial changes made to the
rules are also published there.

In choosing the appropriate chapter or chapters to be used
in cataloging a particular item, the cataloger should start
with the physical form of the ‘item being cataloged, not the
original or any previous form in which the work has been
published. For example, a monographic publication in microform
should be described according to the rules in Chapter 11 (for

‘microforms), augmented by those in Chapter 2 (for monographs),

and Chapter 1 (general rules) as required.
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AACR 2
Part 1: rules for bibliographic description

what to transcribe
order in which to put information
punctuation

chap.l - general, applies to all types of material
chap.2-13 - rules pertaining to specific forms uﬁed in addition
to or in place of the general rules :
chap.2 - books _ :
chap.3-13 - other special forms - sound recordings, maps, serials, etc.

Part 2: choice and form of access points (entries) _ Apgkd v
chap.2l - choice of main entry and added entries anfﬂkip}JJuﬂT
chap.22-25 - form of entry . CANVNM“!

22 - persons

23 - geographic names
24 - corporate names
25 - uniform titles

chap.26 - references .
appendices - includes glossary, abbreviations, rules for capitalization,
rules for use of numbers

DESCRIPTION

elements for books: Title and statement of responsibility
Edition
Publication, distribution, etc. (Imprint)
Physical description
Series
Notes
Standard number (ISBN)

punctuation:

Title : other title / author. -- Edition. -- Place of
publication : Publisher, Date. '
paging : illustrations ; size. -- (Series, ISSN ; volume)

Note.
Note.
Note. *1Zw51
Lo duort 4
COMPLETE CATALOG RECORD $-190

.

A complete catalog record consists of: bibliographic description
main entry
subject entries
added entries

hcall npm_ber - 2 . \A 2___ ,
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ISBD

ISBD (International Standard Bibliographic Description)
represents a major step towards international agreement for
cataloging rules. At the International Meeting of Cataloging
Experts held in Copenhagen in 1969, an International Working
Party was established with the purpose of developing guidelines
for the description of monographic material. This group issued
a- document in 1971 entitled International Standard Bibliographic
Description (for Single Volume and MultiVolume Monographic
Publications) (ISBD). In 1972 the ISBD was adopted as a standard
by the International Federation of Library Associations (IFLA).
The major purpose of the ISBD as approved by IFLA was to
facilitate the international exchange of bibliographic
information by: standardizing the elements to be used in the
bibliographic description; assigning an order to these elements;
and specifying a system of symbols to be used in punctuating
these elements. Within a short time, certain ambiguities and
a lack of details inherent in this document were discussed at
the IFLA conference held in Grenoble in 1973. Two documents
were subsequently published: ISBD(M) and ISBD(S). The three
primary objectives of the newly adopted format were:

) 1) that records produced in one country or by the users
of one language can be easily understood in other countries
and by users of other languages;

2) that the records produced in each country can be
integrated into files or lists of various kinds containing also
records from other countries;

3) and that records in written or printed form can be
converted into machine-readable form with the minimum of editing.

In order to fulfiil these requirements:
1) the order of bibliographic elements to be presented
on a record was standardized and

" 2) a special punctuation pattern distinguishing these
elements was prescribed.

One of the unique features of the ISBD format is its set
of prescribed punctuation. The prescribed punctuation mark
precedes each element in the description and signifies the nature
of that element. The prescribed punctuation marks are used as
a device of recognition for both machine and human manipulation
of bibliographic records.

ISBDs developed so far include: ISBD(A), ISBD for Older
Monographic Publications (Antiquarian); ISBD(CF), ISBD for
Computer Files; ISBD(CM), ISBD for Cartographic Materials;
ISBD(G), General; ISBD(M), ISBD for Monographic Materials;
ISBD(NBM), ISBD for Nonbook Materials; ISBD(PM), ISBD for Printed
Music; ISBD(S), ISBD for Serials. :

2.2A1-1
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Bibliographic description

Part one of AACRIIr contains rules on the description of
‘library materials. The description presents bibliographic and
physical characteristics of the material being described. The
bibliographic description is divided into the following eight
areas, presented in the order below:

Title and statement of responsibility

Edition

Material (or type of publication) specific details
Publication, distribution, etc. '
Physical description

Series

Note(s)

Standard number and terms of availability .

Each of these areas is further divided into a number of
elements which vary according to the type of publication or
mediume. .

The General International Standard Bibliographic
Description, ISBD(G) (1975), serves as a single framework for
the description of all types of publications in all types of
media, thereby ensuring a uniform approach in bibliographic
description. The ISBD(G) was incorporated into AACRII and AACRIIr
as the general framework for bibliographic description (Chapter
1 of AACRIIr). It contains rules applicable to all types of
materials. The International Standard Bibliographic Description
for Monographic Publications, ISBD(M), developed by IFLA (1974),
serves as the basis for rules of description of monographic
materials (Chapter 2 of AACRIIr).

Each of the chapters in Part one of AACRIIr may be used
alone or in combination with one or more of the other chapters.
When specific types of material require unique treatment of
a particular element, consult the appropriate chapter for more
substantial direction; the general chapter provides only general
guidance. '
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Choice of access points

The rules in AACRIIr , chapter 21, deal with the choice
of access points and not the form of entry. Choice of access
points means choosing all names and titles under which the
description of an item may be sought by a user. For any one
item, one of the access points is chosen as a main entry, and
the others become added entries. Originally this choice was
necessary, in part, so that there could be one place in a printed
catalog where all information about a work or item could be
found, while other entries for the item in that catalog could
be much shorter. Eventually, when unit cards became standard,
this need for a main entry became obsolete.

Proponents of the idea that all access points for an item
are basically equal question whether there is a need for main
entry as a collocating device. The claim is that in most catalogs
all access points are equally accessible; in online systems,
the main entry is not necessarily used to subarrange records
retrieved under other access points (i.e., subarrangement may
be by date).

Proponents of main entry assert that one of the major
outcomes of cataloging is to identify the work contained therein.
This can only be done, it is believed, by using one consistent
means for citing the work. This, in turn, can only be done by
adhering to a set of rules for choosing the main access point
and then using this main entry in conjunction with other
necessary elements to form a unit that identifies the work.

As noted in AACRIIr, chapter 1, use of a main entry combined
with title or uniform title is the only way we have to identify
the same work in several containers. It is also the most common
way to identify (in a note) a work that is related to the work
being described by the bibliographic record. As long as this

is true the concept of main entry cannot be abandoned.
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Form of headings

Once it has been decided what is to be the main entry or
heading, and what are to be added entries, it must be determined
how those entries are to be displayed or written on the record.
The rules in AACRIIr for choice of entry deal with who or what
is to be the entry; the rules for form of entry/heading deal
with how an entry is to be written or recorded (i.e., the
specific spelling and wording used to record an access point
on a catalog record) in order to provide for both uniqueness
for individual entries (identification) within a catalog, as
well as to provide for consistency for entries within a
particular discipline (collocation) within a catalog.

Part two of AACRIIr concerns these access points: chapter
21 deals with choice of entry; chapter 22, form of headings
for persons; chapter 23, form of headings for geographic names;
chapter 24, form of headings for corporate names; chapter 25,
form of headings for uniform titles.

It should be noted that the rules in the chapter for form
of headings for persons apply whether they are access points
because of some kind of responsibility for the creation of a
work, or because they are the subject of a work (i.e., a personal
name subject heading is constructed in the same manner and
according to the same rules as is a personal name main or added

. entry heading for an author, painter, performer, etc.
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FORM OF ENTRY

I.

II.

III.

General rules

use name as it appears on title page ' :
with rare exceptions use same form for every work, even if name appears
in more than one form e Mt w2 ol

choose: predominant form
form in language of person, body, etc.
if no predominant form, use fullest form

make references from all forms not chosen as entry

. d»JuQAQ(n
pseudonym - use if all or most of works appear under it i Gt |
name change - use latest form if person is known to use it A

Entry element

forename surname - enter under surname _ |

compound surname - if hyphenafed, enter under first element Loy
others - enter under first element unless the name is Portugues
Portuguese - enter under last element

separately written prefixes -.use as entry element that used in lists in
the person’s language or country of residence :

forename only - enter under forename, add elements that appear with name q*,JuSLAI

geographic names - generally use an English form if one is in general use
use geographic name for entry of Government

corporate names - enter directly as name is used by body

names that imply that the agency is part of a“larger organization are
entered as a subdivision of the higher body & &
certain government bodies are entered as subdivisions of the government

N |
Additions to names
personal names - add date(s) if known

if entry uses initials and names are known, add names
in parens as qualifier

corporate names - generally add gecgraphic name as qualifier (if cne is needed)

government agenciea entered directly - add qualifier (govt.) if name of
government or surrogate is not part of name SGLMJ(LuLﬁ)aJ(uj)

conferences - add number, date, and place

ot e TR "WW

BEST COPY AVAILABLE
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Reference structure

In order to provide access to names or forms of names not
used as headings, and to connect related headings in the catalog,
references, also called cross references, are provided. Generally
speaking, references, or reference tracings, are alternate forms °
or variant forms of the authorized heading. Moreover, reference
tracings can also be related headings that bear a special
relationship to the authorized heading. These are known as "see
also from" references. References are the second major part
of an authority record. An authority record does not have to
contain a reference to be an authority record. On the other
hand, there can be many references for one heading. The rules
for forming references, what constitutes a valid reference,
and the general guidelines for forming references are given
in chapter 26 of AACRIIr. Because references are directly
associated with the choice of names and forms used in headings,
chapter 26 complements chapters 22-25. References are to be
made as instructed in these chapters. References should be made
only to a heading for which there is an entry in the catalog.

In practice, OCLC catalogers need not be overly concerned
with providing references, since it is considered that we are
dealing with full level cataloging to begin with. Moreover,
at this time ARM only accepts authority work from the OCLC
Cataloging Section for personal names in the catalog. This most
often applies to Spanish or Portuguese names having compound
surnames; the reference from the inverted form of the compound
surname is often lacking.

2.0A1-|
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| . Verbal subject analysis

Subject analysis is the process of discerning what subject
concept or concepts are covered by the intellectual content
of a work (what the work is "about"), as a precursor to assigning
subject headings, index terms, or classification. The title
of a work, particularly a work from the hard sciences, often
gives an indication of the subject content. Other features in
the work also provide excellent guides to the subject matter.
These are abstract, table of contents, chapter headings, preface,
introduction, book jacket, slipcase, etc. When these elements
fail to provide a clear picture of what the work is about,
external sources, such as bibliographies, catalogs, review media,
and other reference sources, may prove to be helpful.
Occasionally, subject specialists may have to be consulted,
particularly when the subject matter is unfamiliar to the
cataloger.

Once the subject concept (or concepts) covered by the
intellectual content of a work has been determined, as many
subject headings as are appropriate are chosen from a
standardized list of controlled vocabulary terms (thesaurus
terms), such as LCSH (i.e., those thesaurus terms are chosen
which best match the concept terms as discerned in the work
by the cataloger). It is important to check that the subject
headings chosen for a work will properly collocate into the

. catalog with other works covering the same or related subject
concepts.

In practice, determining the "aboutness" of a work depends
upon the cataloger's knowledge, opinions, experiences, and
judgement. Moreover, there is no one correct way to determine
the "aboutness'" of a work. Subject cataloging, by its nature,
is not a precise science. Yet recent studies of online catalog
users have shown that subject access in online catalogs is quite
popular. It must be assumed, therefore, that subject analysis,
at the majority of institutions, has been done well enough that
people find it useful, if not perfect.
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. Library of Congress Subject Headings

The official list of Library of Congress subject headings
(LCSH) consists of terms, with references, that have been
established over the years since 1897 for use in that library's
subject catalogs. Library of Congress subject headings come
from a long tradition of theory and practlce that is generally
held to begin with Charles Ammi Cutter's Rules for a Dictionary
Catalog. Although developed to give subject access to the vast '
collections of one particular library, this list has been adopted
by libraries of all sizes, including many with non-LC
classification schemes. It was first published in 1909. The
main list (printed version) is cumulated annually. LCSH is
essentially a subject authority list. There is no code for
subject cataloging comparable to AACRIIr for descriptive
cataloging.

Main headings to be used as cataloging entries are printed
in boldface type. Main headings may be subdivided (as a means
of combining a number of different concepts into a single subject
"heading) by one or more of four kinds of subdivisions: topical,
form, period, and geographic. The subdivisions used with main
headings in LCSH, with few exceptions, represent a form or aspect
of the main subject, instead of a subordinate class of the main
subject. Some of the topical and form subdivisions are of general

. application and are known as free-floating subdivisions. There

. are five broad groups: general free-floating subdivisions;
subdivisions used under classes of persons and ethnic groups;
subdivisions used under names of corporate bodies, persons,

and families; subdivisions used under place names; and
subdivisions controllied by pattern headings. Axl free-flec
subdivisions are listed in Free-Floating Subdivisions: An
Alphabetical Index.

Certain categories of headings are omitted from the LCSH
list, particularly headings which represent the proper names
of persons, corporate bodies, and places. A list of the principal
categories of headings omitted appears in the introduction to
LCSH.

In the MARC authorities format functions of terms are
identified by coding. Primary terms are given a three-digit
code beginning with 1 (i.e., 150, 151). "Used for" terms are
preceded by codes beginning with 4 (i.e., 450, 451); '"see also"
references are preceded by code 360; and broader and related
terms are preceded by codes beginning with 5 (i.e., 550, 551).
Narrower terms are not shown in MARC authority records except
in the relatively few cases where general "reference records"
are made showing the unused term coded 150 and the preferred
term in a field coded 260. In such a record there is a fixed
field code to show that the record is a reference record and
that the term in the 150 field should not be used as a heading.
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Dewey Decimal Classification

The final step in the process of subject analysis is to
choose a classification notation. Traditionally the
classification serves both as a means for bringing an item in
close proximity with other items on the same or related subjects
and as the first element of the call number, a device used to
identify and locate a particular item on the shelves. The
cataloger, therefore, must choose only the one best place in
the classification scheme for the item.

The Dewey Decimal Classification (DDC) is both the oldest
and the most widely used in the United States. One of the unique,
original features of the DDC was Dewey's '"relative index," which
was compiled as a key to the diverse material included in the
schedules. Dewey's most significant contribution, however, was
the use of decimals for hierarchical divisions. The system is
called decimal because it arranges all knowledge as represented
by library materials into ten broad subject classes, numbered
from 000 to 900. Using Arabic numerals for symbols, it is
flexible only to the degree that numbers can be expanded in )
linear fashion to cover special aspects of general subjects. -
This allows for great detail of specification. DDC is compact,
and incorporates many mnemonic devices that can be transferred
from one class to another. It arranges subjects from the general
to the specific in a logical order. It is philosophical in
conception, yet Dewey's intent was to provide a practical system
for classifying books. This primary application to the books
generally found in American libraries remains one of its notable

llmltatlons, although efforts have been made in later editions

to recti :y that bias.

A basic premise of the Dewey system is that there is no
one class for any given subject. The primary arrangement is
by discipline. Any specific topic may appear in any number of
disciplines. Various aspects of such a topic are usually brought
together in the relative index.

The UIUC Library has traditionally used the Dewey Decimal
Classification for the vast majority of its holdings. All
monographs classified by the graduate assistant catalogers in
the OCLC Cataloging Section use either the Dewey schedules or
a modified version of those schedules (i.e. the literature
schemes).

3.2A - |



Chapter 1

HISTORY AND DEVELOPMENT |
OF THE DEWEY DECIMAL CLASSIFICATION

Melvil Dewey (1851-1931)

Melvil Dewey studied at Amherst College and worked as a student-assistant in the College
library. After graduating in 1874 he became a full-time member of the College staff. It was
there that he presented a memorandum to the College Library Committee outlining his
ideas for his classification scheme. and advocating the advantages of his method. He was
given permission to re-classify the library. In 1870 he published the first cdition of the Dewey
Decimal Classification (referred to here as DDCY. a slim pumphlet of some 44 pages with
no notation extending bevond three figures. and not all of the three-figure numbers filled.

fn 1883 he left Amherst 1o become the librarian at Columbia College. New York (now
Columbia University), He staved at Columbia untl 1888, and during his last vear there he
organized the first schoot of hibrarianship called a “School of Economy™. Tt was while he
was there. in 18850 that he produced the second edition of DDC. This was an important
cdition as it mtroduced many of the features known woday, ¢.o.. common form divisions
(now “Standard Subdivisions™ in Table D) and “divide Tike .7 notes. Te was a considerable
. expansion ol the first cdition with the classification schedules expanding from 12 pages to
162 puges. There was some revision of numbers, but he announced his policy of “integrity
of numbers™, i.c.. no major revision of the scheme. only expansions. Thus topics would not
be moved Lllmul wholualu from one number to another with new cditions: pgrhd[)s we ean
femic llhrlrv

<o thy
see him adjusting o the preblems of a large acac

In 1899 he moved 10 the New Y()rk State Library (taking the library school with him",
where he remained until his retirementin 1903,06 (at the early age of 34, In 1906 he moved
to Lake Placid. He took the DDC cditorial office with him. and devoted much time to
developing and promoting the scheme. He died in 1931,

Dewey had been very active in the library profession and in other fields. such us educa-
tional administration. spelling. and metric reform. He was one of the founders of the
American Library Association in 1877 the first editor of the Librarv Journal: he founded
an organization of library suppliers: he was Secretary to the Board of Regents of the State
of New York (in effect. Director of Education) from 1889 until 1899. His interest in the
Lake Placid Club Education Foundation led him to give the copyright of his scheme to that
organization in 1922. Forest Press. which had published the Dewey Decimal Classification
since 1911. was a part of the Foundation until 1988. In 1988 Forest Press became a division
of OCLC.Online Computer Library Center. Inc. Editorial work on the DDC is done at the
Library of Congress.
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4 DDC 20 Workbook

. Development of DDC

A number of abridged editions of DDC have been produced to meet the needs of smaller
libraries: the first was published in 1894 and the current one, the twelfth edition. in 1990.
Evidently the idea of different editions is not new. Over 30 years ago it was suggested that
there was a need for four types of schemes. namely:

Qutline
Abridged
Library
Bibliographic.

B N S

The fourth scheme would be sufficiently specific to cover all detailed subjects found
in periodical articles. etc.. and the need was met by the development of the Universal
Decimal Classification.

By the fourteenth full edition. which was published in 1942, DDC had grown to about 2000
pages and was criticized by some American librarians for being unbalanced and far 106
detailed in some sections — presumably those which were of personal interest to the editors.
In other places it was still badly underdeveloped: e.g., there were 3() pages of tables devoted
to North America. but only half a page to South America. Librarians were concerned that
the expansion of Dewey would continue unchecked. It was also felt that the pattern of
knowledge had changed since the scheme had been devised, and that relocation of subjects
was required. This led o the fifteenth edition of 1951 (with a revision in 1932) which proved
. disastrous and possibly was the turning point for many large academic libraries to forsake
DDC and turn to the Library of Congress or the Bliss Bibliographic Classification schemes.

The fifteenth edition—renamed the Decimal Classification: Standard 15th Edition—was
much broader classification intended for medium-sized libraries. It was most suitable as a
method for arranging books in broad subject groupings on public library sheives. and not
suitable for specialist subject collections. or for libraries using the classified catalog as
opposed to the dictionary catalog. as too many works would be grouped under the same
classification number. There were less than 20 percent of the number of entries in the
fourteenth edition. so great was the condensation of the fifteenth edition. There was less
scope for “number building”. Perhaps most serious for very large libraries was the
abandonment of Dewey's policy of “integrity of numbers” for a new policy of “keeping
pace with knowledge™. About 1000 instances can be seen where subjects were relocated to
new numbers. While this represented an improvement in the classification scheme in theory.
it was simply too great a task for very large libraries to undertake — virtually reclassifving
their libraries. with the possibility that this could happen again in the future when new
editions appeared. One bad mistake was the lack of a relative index. and the specific index
had been compiled poorly. This was admitted as an error after the public outcry and a
relative index was produced the following year (1952). Some improvements occurred in the
fifteenth edition. For example. notes were introduced to explain the scope of subjects on a
much larger scale than had previously occurred: the format. with increased page and type
size. was made more attractive and clearer; the terminology was brought up-to-date: and
Dewey's spelling reforms were dropped.

. | : 3 3A2-7L
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Historv and Devélopment of the Dewey Decimal Classification 5

The editor stated in the introduction to the fifteenth edition that the standard edition was
suitable for public libraries with up to 200,000 volumes or college libraries with up to
50.000 volumes. Larger libraries were left to use the old fourteenth edition or to turn
to another scheme. Overseas libraries felt that the fifteenth edition condensation had
emphasized the American bias: e.g.. there were no numbers for cricket or for Lancashire.
and the British lost all interest! A lot of criticism was directed at the Decimal Classification
Committee: it was felt that these people were more interested in education than in
librarianship and that they were out of touch with the library profession. Also the system of
revision was challenged as committee decisions were confidential until approved by the
parent body. so users had no opportunity for input. The committee was completely recon-
structed by the mid-1930s and national committees were established in other countries
(e.g., the UK), to comment on proposed revisions.

The sixteenth edition was published in 1958 in two volumes and was much closer to the
fourteenth edition. The Library of Congress had undertaken the preparation of the six-
teenth edition beginning in 1954: the Dewey Classification section in the Library of Con-
aress assigned Dewey numbers to LC cards. and the Dewey Editorial Office compiled new
editions. The sixteenth edition returned to the former principle of being designed for any
library regardless of size. and restored the policy of “integrity of numbers™ with few
rcelocations being promised for future editions. The structure was such that the scheme
could be applied in detail or more broadly. Perhaps the damage had already been done.
however. as far as large academic libraries were concerned. Certainly the popularity of
DDC for public librarics continued. and overseas librarics were won back by the national
revision subcommittees feeling that they could influence policy decisions and advise on

. local expansions. ¢.g.. the later expansion of arca numbers for Australia published by the
National Library of Australia.

The seventeenth edition appeared in 1965 and followed the criteria established for the
sivteenih edition. Relacations were limited to 300. Arca numbers were found in a separate
table in this cdition. and this proved a successful decision which was repeated in the three-
volume cighteenth edition of 1971 (Table 2: Arcas). Further tables were added in the
cighteenth cdition. although only Tables T and 2 can be added at the classifier’s discretion
to any number in the main schedules: Tables 3. 4.5, 6. and 7 are restricted 10 use within
certain specified main classes.

Further details on Melvil Dewey and on the history and development of his scheme over its
first century of existence can be found in The (8 Editions of the Dewey Decimal Classificarion
by John P. Comaromi. A three-volume nineteenth edition was published in 1979. and the
four-volume DDC 20 in 1989. The full publishing history of the Dewey Decimal Classifica-
tion is presented in DDC 20. Volume 1. p. Ixi.

Use of the Dewey Decimal Classification

America has always favored Dewey and LC. In 1953 Tauber reported that Dewey was the
most widely used classification system in the world. and that it was used in 96 percent of all
public libraries. in' 89 percent of college and university libraries. and in 64 percent of
special libraries. Its use in Australia is indicated in an article by S.M. Collins, “Library
Systems Survey”. Australian Special Libraries News, 10, 1 (March 1977), pp. 49-65. Collins
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shows that 37 percent of the sample of Australian special libraries used UDC for their
textbook collections (p. 35) and 44 percent used Dewey. “with Company and Research
libraries being strongly in favor of UDC while Medical and Educational llb[‘d[‘lCS firmly
opted for Dewev (p- 30).

Virtually all public libraries in Australia favor the use of the Dewey Decimal Classification.
One reason for the popularity of Dewey in the English-speaking world is the inclusion of
DC numbers on printed cards. MARC tapes. and bibliographies and catalogs issued by the
major national libraries (Library of Congress. British Library. National Library of Aus-
tralia). It has been estimated that DC numbers are applied to 90 percent of books published
in the English language throughout the world by LC and BL alone. A 1975 survey conducted
for the pubhshers of DC (Forest Press) in America showed that 83 percent of the touwl
sample (representing 638 libraries in USA and 121 in Canada) were using Dewey. However.
only 37.7 percent of US libraries and 27.8 percent of Canadian libraries which contained
stocks with more than half a million volumes usced Dewey. the preference being for Library
of Congress above this figure. In the United Kingdom 744 out of Y40 libraries (79 percent)
indicated that they used Dewev in a 1972 survey. However, 98.0 percent of public librarics
used Dewey, and this figure must now be virtually 104 percent (Edinburgh Public Library
uses LCH.

Further information on the use of Dewey is provided in K.G.B. Bakewell's Classification

and Indexing Practice (London: Binglev. 19781 and i Dewe v International (London: Library

Association, 19771, The latter work indicates the use of DDC in French- and Spanish-

speaking arcas. An older work of interestis Keith Davison's Classification Practice in Britain:

. Report ona Survey of Classification Opinion and Uractice in Great Britain, with Particilar

Reference to the Dewey Decimal Clussification thondon: Library Association. 19661,

The only adverse reaction o the Dewey Decimal Classification occurred after the drastic
reduction when ihe fifteenth cdition was nublished i 1931 the (British) Library Associa-
tion refused to recommend that British libraries should use it. The sixteenth and subsequent
cditions have restored confidence. o

Very large (e.g.. university) libraries may preter the extra detail available in the Library of
Con"rgss Classnflmnon and these classificanon numbers are available in international
l)lbllO”[‘dphlL information formats te.c.. MARC. AU SMARCQ).
/

Special libraries may prefer to use a scheme which mives extra detail to their own subject
area. although this may isolate them a litde .nd preciude them from using centrally and
internationally produced classification data. T'hev may well argue that this is less of a
problem for their specialized materials. and they may use the terms contained in a subject
thesaurus or classification for retrieving subject information from their collection ofJoumals
conference proceedings, patents, CD-ROMS. catalogs. specxhcauons trade literature.
ephemera. etc. Their users may often be spccialists who are experts in the literature in
their own subject field. or who may prefer to relv on their librarian/information offices to
retrieve all the relevant information on their current inquiry, or they may even prefer to
browse generally in the hope that serendipity may provide a new light on their research!

School libraries may prefer to use the Abridged .Dcwc_v Decimal Classification or to restrict
the use of number building in DDC 20, but most will use some form of the Dewey Decimal
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Historv and Development of the Dewey Decimal Classification 7

Classification. This has the added educational benefit of familiarizing students with the
scheme that they will probably find in use in.their local public library.

Library school students throughout the world may examine the features of faceted classifi-

_cation schemes: study general classifications such as those of Bliss: peruse special schemes
such as the Boggs and Lewis classification for maps. or the British Classification of Music.
etc.: but virtually all will base their main practical exercises on the Dewey Decimal
Classification. This alone will ensure the continued existence and use of the Dewey Decimal
Classification—and when supported by national libraries assigning Dewey Decimal Class
numbers to their national literatures. the continuance is guaranteed. The publisher’s foreword
(DDC 20, Volume 1, p. xii) states:

The international acceptance of the Dewey Decimal Classification continues to grow.
The British National Bibliography adopted Edition 18 in 1971, permitting British libraries
and many others throughout the English-speaking world to apply Dewey numbers to
their collections. The national bibliographies of Canada. India. Austrafia. ltaly. Indonesia,
Jordan, Kenya. Pakistan. Zimbabwe. and other countrics also use Dewey numbers in
their bibliographic publications. It is expected that other national bibliographies will
adopt Edition 20, thus enhancing the Classification and its application and benefiting
the users of libraries everywhere by hetping to standardize the subject approach to
library materials.

To keep users of DDC 20 up-to-date on developments regarding classification, they can

subscribe 10 DC&: Dewey Decimal Classification. Additions. Notes and Decisions. which
. is published annually, in March. '
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THE DEWEY DECIMAL SYSTEM AT THE UNIVERSITY OF ILLINOIS‘LIBRARY

The University of
to keep its books
filed together by
which are in turn
ten major subject

caunate, .~'- LN ‘4:—' ‘rb-
Sl PRSP S eh Y N ot

Illinois uses a modified Dewey Decimal classifi ation system
in order. In this system, books on similar subjects are
means of their call numbers. There are ten major subject groups
subdivided to eventually form over one thousand classes .'The
area groupings which it would useful to learn are: '

000’ s....................Generalities
100'S..cevenenncnnns +....Philosophy & related d
200'S.ecieecetrenansnssss Religion - =T
300"S.ctctsecccececenss..S0cial sciences
400'S....c00vveecesess..s.Language o
500's...... Ceeeenens «..s.Pure sciences -

600'S.cieciccccccnnes . .Technology (Applied sciences)
700'5....................The arts
800'3..c00vv.n. sesseessssLiterature (Belles-lettres)

900'S.tecveueenesnsessss.General geography & history

. Further division then occurs in each class. For example, history and geography,
the 900's, are broken down into categories of tens:

5\. .

Q

L

These divisions are .not adequate for a collection the size of this libraryws.
80 numbers are placed after the decimal point to narrow the classification as
much as seems necessary.:_g- Clelsie Dl

943 ooooooooooo.toootoooocentral Burope ‘“

900.0ccuieececeneceanns .+ .General geography & history

910........ censenss ++....General geography Travel
920, cciiiecnccnccnns ....General biography & genealogy
930.cccecnnncnces ¢++.s0s..General history of ancient world

940..00000tuetveeceans...General history of Europe

950 ctecceettescencene...General history of Asia
960...c.0cttteevsesenss..General history of Africa
970.cteteenecsecenansss..General history of North America
980....c0000tteveenes.s..General history of South America
999......................General history of other areas

Each of these would then be subdivided, for example, Europe, 940:

940.c00000eceereennsssss.General history of Europe
941 ® 080 0 GO0 ORPI PP OBOEOEOEOR TPRTYS British Isles J ‘ N N . . ’ N :*_.
942. ® 0 S0 0 00PN PP PO OINOIBSBOEOIEOSETOSEES Ensland and wales : N =

944, . tiieeetiessnaesss..France g?;,ﬁ'j-”
L S § 730 A
946...c00eeticisnssncess.Iberian Peninsula : ,
947 cciteteentsssseessss Eastern Europe :-Soviet Union
948....0000eeiueennssss . Northern Europe. | ;-Scandanavia
949......................Other parts of Europe

¥ s




. " Each numeral in the clagsification number has a meaning; théy are not assigned
at random. Although you are not expected to know what each digit means to a
librarian, the following example will give you some indication of the workings

of the Dewey System.

941.60824 Holland, Jack _ f :
H719¢t Too big a sacrifice : life and death 1n*¥§§

Northern Ireland since 1969 -

94].--=-=-~  History of the British Isels
941.6 History of Ulster, Northern Ireland -:;
941.608 History of Northern Ireland during the 19th
and 20th century S
941.6082 History of Northern Ireland during the 20th century
_961.60825 History of the Civil War ¢

TE

You will notice that each additional numeral causes the classification of the
books to become more specialized. .

In the above example there is a second line in the call number beginning with a
capital letter. This is the Cutter number used to indicate who was responsible
for the authorship of the books. The Cutter number is taken from a table matching

. names to a set of numbers. ' (—\

Hollandoooo0oo00000000000000000000H719 -

The letter (in some cases letters) following the Cutter number is the work martk,
usually the first letter of the first distinctive word in the title.

H719£o000000000ooooooooooooooooooowork mark’ "t" for TOO

‘Again, because of the size of the university holdings, it sometimes becomes
necessary to add more lines to the call number to assure each volume will have
a distinctive number.; In some cases this will be the year of the edition, in
others a copy number, volume number, series, part, or any combination of the
above.

B62a B38g . C85b D57e Ly

1964 [edition] . wv.1 cop.2 1959
R L - cop.4h

atrange to
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You will find call numbers in the Undergraduate Library resemble those shownm

above. However, the library has had to modify the Dewey System in areas, such
as Shakespeare, French Literature, Classics, and history dealing with Abraham
Lincoln. Familiarity with the deviations will come from seeing them, but will

look somewhat like these:

822.33 . 845¢c15

Do74 [Shakespeare] OeEg

881 ' 973.7L63 A
P5.Ej [Classics] DB64w [Lincoln]

In some cases there are call numbers preceded by the letters "Q.", or "F".

This merely indicates the volume is an oversized book (quarto or folio).

The book will be shelved with the others of its subject area, but due to its
size may be shelved on the bottom shelf of the appropriate shelf unit.
Biographies are usually marked with a "B." with the call number constructed like

the following:
B B B . . C LT

L4561 027r St145b
cop.5 v.l pt.l ~——
cop.2

The first letter of the Cutter number (L456r; ép?r; Stl45b) usually relates to
the personality begin detailed in the biography. For example, L may represent

Lawrence, D.H.; O may represent Orwell, George; S may represent Stevenson, Adlai.

v vy

Biographies, or "B7s’ are shelved between ¢

by Cutter number and the remainder of the call number. Biographies acquired aftef
December 31, 1980 are now usually given a call number relating to the subject

area of the personality being written about, with the addition of <0924.

he Deweyv numbers 919 and 920 in order

Paul Robeson Speaks 790.20924

Performing Arts Biography

/ .
There is also a small section of volumes with the capital letter "C." before .
the Cutter. These are publications about colleges and universities and are
shelved between the Dewey numbers 378 and 379. B e .

e ‘




gr ad Dewey Charts—

~ Library

he University of Illinois Library uses a
In this system, items on similar subject
subject guide to the Dewey call numbers on the
side, a chart listing the major subdivisions of the syst
information on how the system is used, please consult the

modified Dewey Decimal classification system.
s are shelved together. This handout provides a

front side of the sheet. On the reverse

SUBJECT GUIDE TO CALL NUMBERS

em are presented. For more
“Dewey”’ handout.

Advertising 659 Europe 940 Music 780
Africa 960 Film 790 Muslim Religion 290
Agriculture 630 Folklore 3%0 Mythology 290
American Literature 810 Fraternities /Sororities 371.85 North American History 970
Ancient World 930 French Language 440 Nutrition 641
Architecture 720 French Literature 840 Occult 130
Arts 700 Genealogy 920 Painting 750
Asia 950 Geography 900 Paleantology 560
Asion Literature 290 German Language 430 Parapsychology 130
Astronomy 520 Germanic Literature 830 Philosophy 100
Australia 990 Graphic Art 760 Philosophy, Ancient 180
Bible 220 Greek Language 480 Philosophy, Modern 190
Bibliography 010 Greek Literature 880 Photography 770
Biography 920 Hinduism 290 Physics 530°
Biology 570 History 900 Political Science 320
Botany 580 Home Economics 640 Portuguese 460
Buddhism 290 Islam 290 Prints 760
Buildings 680 Italian Language 450 Psychology 150, 610
Business 380 Italian Literature 850 Public Administration 350
Chemical Technology 660 Japanese Language 490 Public Speaking 808.5
Chemistry 540 journalism 070 Publishing 070
Chinese Language 490 Judaism 290 Pure Science 500
Christianity 230, 240, 280 Landscape art 710 Recreation 790
Church History 270 Language 400 Religion 200
Commerce 380 Latin 470 Resume Writing 650.14
Computer Science 004 Latin Literature 870 Russian Language 490
Crime 364 Law 340 Sculpture 730
Dance 790 Life Sciences 570 Social Science 300
Decorative arts 740 Linguistics 410 Social Work 360
Drawing 740 Literature 800 South America 980
Earth Science 550 Logic 160 Spanish Language 460
Economics 330 Management 650 Spanish Literature 860
Education 370 Manufacturing 670, 680 Sports 790
Encyclopedias (general) 030 Manuscripts 050 Statistics 310
Engineering 620 Mathematics 510 Technology 600
English 420 Medicine 610 Travel 910
O Ethics 170 Museology 060 Zoology 390

37



MAJOR SUBDIVISIONS OF THE DEWEY DECIMAL SYSTEM

000 GENERALITIES ‘ 500 PURE SCIENCES

010  Bibliography 510 Mathematics

020  Library & Information Science 520  Astronomy & Allied Sciences
030  General Encyclopedia Works 530  Physics

040 540 Chemistry

050  General Serials & Their Indexes 550  Earth Sciences

060  Organizations & Museology 560  Paleontology & Paleozoology
070  Journalism, Newspapers 570 Life Sciences

080  General Collections 580  Botanical Sciences

090  Manuscripts & Rare Books 590  Zoological Sciences

100 PHILOSOPHY , 600 TECHNOLOGY

110  Metaphysics 610  Medical Sciences (Medicine, Psychiatry)
120  Epistemology, Causation, Humankind 620  Engineering

130  Paranormal Phenomena 630  Agriculture

140  Specific Philosophical Schools 640  Home Economics & Family Living

150  Psychology 650  Management

160  Logic 660  Chemical Engineering

170 Ethics (Moral Philosophy, Bioethics) 670  Manufacturing

180  Ancient, Medieval, Oriental Philosophy 680  Manufacture for Specific Use

190  Modern Western Philosophy 690  Buildings

210  Natural Religion 710  Civic & Landscape Art

220  Bible 720  Architecture

230  Christian Theology 730  Sculpture

240  Christian Moral & Devotional Theology 740  Drawing Decorative & Minor Art
250  Local Religious Orders 750  Paintings & Painters

260  Social & Ecclesiastical Theology 760  Graphic Arts (Printmaking & Prints)
276 Christian Church Histery 770  Photography

280  Christian Denominations & Sects 780  Music '

290  Other Religions 790  Recreational & Performing Arts

(300 sociivsciences il 800 LITERATURE

310  Statistics 810 American Literature

320  Political Science 820  English Literature

330  Economics 830  German Literature

340 Law 840  Romance Language Literature
350  Public Administration 850  Italian Literature

360  Social Problems & Services 860  Spanish & Portuguese Literature

370  Education 870  ltalic Literature (Latin)

380 Commerce, Communications, Transport 880 Hellenic Literature (Greek)
390 Customs, Etiquette, Folklore 890 Literature of Other Languages
410  Linguistics 910  Geography & Travel

420  English & Anglo-Saxon Languages 920  Biography, Genealogy, Insignia
430  Germanic Languages (German) 930  History of Ancient World

440  Romance Languages (French) 940  History of Europe

450 Italian, Romanian, Rhaeto-Rome 950 History of Asia (Far East)

460  Spanish and Portuguese 960  History of Africa

470  ltalic Languages (Latin) 970  History of North America

480  Hellenic (Classical Greek) 980  History of South America

490  Other Languages 990  History of Other Areas

6/90
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B. Dewex_

1._Basic structure

X vols., Z supplementas - v.1 Tables
v:- k-3 ¥2 Schedules
v-‘f %—3 Index &
364367 ——Socinlegy
.00L.006—6omputer—science -

decimal system - arrangalin groups of 10
10 main classes - encompasses the whole of knowledge as writtem about
100 divisions - 10 subgoups for each main class
1000 sections - again, each division divided into 10 areas
in Schedules, this divisinn of topica by 10 is carried out as far as
needed to completely cover a subject area )

summaries of clasees, diviesions, and sections foumd im v.1
&'A-c.mv! M\—wo"ﬁ&s \.vf 3 b«\(‘L 1(14«//'\0
echedules - mope notes - 398.2
sunmaries - 621.31 and 621.312
*additions - 363.12 ff.
other add inmstructions - 338.47 - add 001-999 to base mo.
also - multiple zeros for table 1.
2 . 338.17 - add to base no., nos. following 62

tables - general aspects that apply to many topics, grouped together in
Tables to be added where instructed, to save space in schedules

Y. SlENdETd BULITVIEIOOB

2. areas

3. subdivisions QE individual literatures
b. subdivieions of individunl languages
5. racial, ethnic, oatiosal groups

6. lunguages

7. persons

add from tables ss indicated im schedules - except table 1

add from table 1 to amy aumber in schedule - wust be preceded by
at least 1 zero

areas may be add=d through 09

ethnic etc. groups zsy be added through 089

persons may be added through 0838

2. How to build nuambcrs
€. 22W TO Dul.d numbcre

To find no. for heart disease

applied science 600
medicine 610
diseages 616
specific diserses 616.1-616.9
of specific systeas 616.1-616.8
cardiovaacular 616.1
heart 616.12

3.3A5-]
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To find no. for Portuguese grammar
language 400
Spanish, etc. Leo
Portuguese 469
o grammar 469.5 (.5 from Table 4)
To find no. for the history of Paris, France, during the French Revolution'
history 900
of Paris 944,36 (4436 from Table 2)
during Revolution 944, 360“ (o4 from country schedule in 900 ’s)
3. How to aﬂalyse numbers
To determine meaning of 595.704
" 500 pure sciences
590 -goological sciences
59% . other invertebrates
595.7 Insecta
. ] 595.704 anatomy and morphology
To determine meaning of 977.36603
900 history
970 North America
592,368, | Rdncis, Shempedgn-Sounty (7726 froz DTable 2)
977.36603 : territorial and early statehood (03 from country schedule
in 900's)
To determine the meaning of 338.917305694
200 Social science
3320 economics
338 production
338.9 economic development and growth
328,91 ' international development and growth
338.9173 ) international aid by the United States
328,917305694 United States aid to Israel
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B-BJ
BL-BX
c

D

E-F

G

H

J

K
KD
KE
KF
L
M

N
P-PA

PA Supplement

PB-PH
PG
PJ-PM

P-PM Supplement
PN, PR, PS, P2

PQ Part 1
PQ Part 2
PT Part.1
PT Part 2

Q
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LIBRARY OF CONGRESS CLASSIFICATION SCHEDULES

For sale by the Cataloging Distribution Service, Library of Congress,

Building 159, Navy Yard Annex, Washington, D.C. 20541,

to which inquiries on current availability and
price should be addressed.

General Works

Philosophy. Psychology
Retigion

Auxiliary Sciences of History

History: General and Old World (Eastern Hemisphere)

History: America (Western Hemisphere)
Geography. Maps. Anthropology. Recreation
Social Sciences

Political Science

Law (General)

Law of the United Kingdom and Ireland
Law of Canada -

Law of the United States

Education

Music

Fine Arts

General Philology and Linguistics.
Classical Languages and Literatures

Byzantine and Modern Greek Literature. -
Medieval and Modern Latin Literature

Modern European Languages
Russian Literature

Languages and Literatures of Asia, Africa,
Oceania. American Indian Languages.

Actifical | anauanes

Index to Languages and Dialects

General Literature. English and American
Literature. Fiction in English.
Juvenile Belles Lettres

French Literature

Italian, Spanish, and Portuguese Literatures
German Literature

Dutch and Scandinavian Literatures
Science

Medicine

Agriculture

Technology

Military Science

Naval Science

Bibliography. Library Science
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Authority Control

Authority control is the process of maintaining consistency
in the verbal form used to represent an access point, and the:
further process of showing the relationships among names, works,
and subjects. It is accomplished through use of rules (in the
case of names and titles), use of a subject list, and reference
to an authority file to create an authorized character string
called a heading.

, Put in a different way, authority control is directed at
the creation of standardized and uniform headings, (i.e., access
points), and serves two purposes for the catalog, the finding-
function and the gathering function: the library catalog should
enable a user to ascertain if the library has -a particular item,
and the library catalog should show what items the library has
that share a common characteristic. Both of these purposes of
the catalog require access points. An access point is a
standardized name, personal or corporate; uniform title;
standardized subject name; call number; and standardized name
of form (internal, i.e., poetry, or external, i.e., almanac).
The form of these access points must be unique, in order to
differentiate them from similar access points, and must also
be consistent, so that the "common characteristic" of
bibliographic items linked by them appears the same way
throughout the catalog. Without both uniqueness and consistency,

. retrieval from the catalog will not be optimal and in some cases
may even be impossible.

Authority control is an essential component of any online
catalog which focuses on access, and thus service.

4, 0A 1=
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Identifying function

The Identifying function refers to the function of
bibliographic control that allows a user to recognlze and locate
a specific bibliographic entity.

The identifying (finding) function is an essential aspect
of authority control (authority control being the primary subset
of bibliographic control). In order to ensure that all works .

- written by a particular author are entered under the same heading
in the catalog (i.e., in order to provide a unique heading for
an author for purposes of both identification of particular
works and collocation of the author's works as a whole), as

well as to save the time and effort of having to establish the
heading each time a work by the same author is cataloged,
libraries maintain authority files. A name authority record

is made when an author's heading is established for the first
time. This record is then entered into the authority file. Until
a change of the heading is necessitated (i.e., due to a change
in the author's name, etc.), this established heading is to

be used in cataloging records whenever the author's heading

is required as a catalog entry, including main entries, added
entries, and subject entries.
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Collocating function

The Collocating function refeérs to the function of

bibliographic control that relates bibliographic entities through

the process of collocation. Collocation is the process of
bringing together in a catalog records for names, titles, or
subjects that are bibliographically related to one another.

The collocating (gathering) function is essential as an
aspect of authority control. The authority record ensures the
collocation of records in a bibliographic file that have the
same access point.

Bibliographic records in the pre-machine technology catalogs
were created individually and connected or linked to other
records in the catalog. This was done because the only individual
element by which to connect bibliographic information was the

" individual bibliographic record. There was essentially one file,

and within this file records, not entries, were linked. The
linkage took place by collocation (records filed together) within
the catalog or by means of notes on catalog records specifying
that the record for which the note was written was linked in
some way to another record.

In a machine system, linkages of entries, instead of
records, can be carried out. This system does not preclude the

-linkage of records to other records, but such linkage is often
accomplished through the linkage of entries common to both

records and not among the records themselves.
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Authority work

Authority work is the process of determining the form of
a name, title, or subject concept that will be used as a heading
on a bibliographic record; determining cross references needed
to that form; and determining relationships of this heading
to other authoritative headings. The record of that work is
given in a printed or machine-readable unit that is entered
into the authority file. The file is then used for the process
of authority control (i.e., authority records are used, in turn,
to create authoritative bibliographic records). While the process
of authority control is becoming at least partially automated
in many online systems, the process of authority work remains
strongly tied to human endeavor.

Authority work enables authority control to occur. The
first step in the process used for names, uniform titles, and
series is verification (i.e., determining the existence of an
author or other entity and the accepted form of heading to use).
The name or title is first recorded as it appears in the work
being cataloged. The next step is to check the library's catalog
and authority files to determine if the heading has been ’
established for the library. If it has, the authorized form
is noted and used in the cataloging in hand. If the heading
is not already established, the cataloger checks the LC authority
file (LCNAF). If the name or title is in the LCNAF and is coded

. as being in AACRII form, the record is copied for the local

file. If the name or title is not in the LCNAF or is not coded
as being in AACRII form, AACRIIr is consulted for the appropriate
rules for form. An authority record must then be made.

Subject authority work is always done at the UIUC Library
by verifying a heading as being the latest terminology used
in the LC subject headings list.

Authority work processes constitute the central part of
a cataloging system and are crucial to the retrieval of items
from a catalog.
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Authority files and records

An authority record is a printed or machine-readable unit
that registers the decisions made during the course of authority
work. It contains the form of a name, uniform title, series,
or subject heading that has been chosen as the authorized form
to use as an access point in a particular catalog. It also may
contain forms from which references should be made to the
established form in the public catalog, so that users do not
have to know authorized forms in order to use the catalog. An
authority record will often contain notes about the sources
of information used in establishing the heading,

There is a separate MARC format for authority records.

In this format 1xx codes precede headings, 4xx codes precede

"see from" references, and 5xx codes precede 'see also from"
references. Many authority records are created in the MARC format
by the Library of Congress and by libraries in special
cooperative relationships with LC, and most libraries try to

use these as much as possible in order to reduce their 1local
authority work. OCLC acts as one repository for the LCNAF.

Once an authority record is created, it must be integrated
into an existing authority file. An authority file is a grouping
of records of the authorized forms of names, titles, or subjects
chosen for use in a catalog. The purpose of an authority file,
or files, is to standardize and control a library's use of name,
title, and subject headings and their respective references,
so as to provide the most efficient access of information to
users. In order for the authority file to serve its purpose,
and to create a true authority system, the authority file must
be linked in some way to the bibliographic file. In a machine
system such as OCLC, the authority system linkage is implicit
-(i.e., the link is in the mind). The OCLC authority file,
although automated, is a completely separate file from the
bibliographic file, and authority control of new records is
dependent upon the cataloger finding the correct form of a
heading in the authority file and then entering it correctly
into the bibliographic record. There are no references in this
file, although the authority file may be searched under the
forms from which references are authorized.

In large academic libraries utilizing online catalogs,
inconsistent and erroneous construction of entries will result
in the loss of entries. At the UIUC Library, adherence to the
philosophy of a standardized and uniform heading for creating
the most efficient access for the user within the shared catalog
environment is fundamental.
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OCLC Member
Libraries

General members are participating
libraries* that agree to do all their
current cataloging online or to supply
that cataloging information to OCLC on
computer tape or file. These general
members participate in OCLC’s
governance by electing delegates to the
Users Council.

*Total participating libraries (16,946) includes
participants in serials union lists and group access
programs as well as all full cataloging members.

Financial
Highlights

ERIC

Aruitoxt provided by Eic:

Total Members 6,507 )

Public

859 (13.2%)

State 58 (0.9%)
Law 430 (6.6%)
- State/Municipal
Government 103 (1.6%)
Medical 447 (6.9%)

Processing Centers
110 (1.7%)

Corporate 518 (8.0%)

Research
112 (1.7%)

Academic
1,629 (25.0%)

Other
850 (13.1%)

Theological
157 (2.4%)
School 132 (2.0%)

Federal
592 (9.1%)

Community/
Junior College
510 (7.8%)

1992/93 1991/92
Gross service revenues S10S5.418. 100 $ 95,404.600
’Sﬁliauipi‘ﬁ’iﬁ' STIO-OUTCT TisCHURS (63 S0y (LQé‘LQQQ)
Net service revenues OR.T65.500 92,460.600
Contribution to corporute equity SLA0R 00 2.914.700
Total corporate equity net worth SHNCUL R Y 65.492.000
Total assets 17875 G 131.491.200

Eqguity & Assets

Revenues & Contributions

$200 $120
4 100
8 150 "
8 % 80 ¢
@ 100 H S 60
= v
2 s 40
2 50 H 5
20
1992/93 1991/92 1992/93 1991/92
Equity [JAssets @ Gross ONet 8 Contributions
Revenues Revenues to Equity
fiscal year ending June 30 fiscal year ending June 30

~1
—

S. 1A=

BEST COPY AVAILABLE



OCLC Online
Union Catalog

June 30, 1993

The OCLC Online Union Catalog is the world’s
largest and most comprehensive database of
bibliographic information. Containing the
merged catalogs of libraries around the world,
it makes available to libraries and their patrons
resources that no single library could possess.

The database grows by approximately 2 million
bibliographic records each year. At the end of
the fiscal year, it held 26,994,330 records and
listed 483 million location listings for those
items.

Language Distribution

J Vietnamese 20,858

[ Persian (modem) 27,074
§ viddish 28,534 '
# Hindi 31,434

3 Thai 32.262

] Finnish 33,166

& Ukrainian 34,052

& Rumanian 35,512

H Bulgarian 36,188

3 Greek (modem) 39,530
Serbo-Croatian (Roman) 41,238
8 Turkish 44,434

¥ Norwegian 49,586

A Hungarian 62,689

® Korean 65,736

R Czech 69,308

#A Indonesian 69,497

A Danish 76,359

B Swedish 108,950

68 Arabic 128,237

¥ Polish 132,612

&8 Hebrew 139,076

27 Dutch 161,156

BEIEH Latin 256,742
R 2panese 301,821
I Chineso 344,802
I it:ian 480,557

B Russian 532,708

English 17,723,909

Growth of Location Listings

500

400

300

Millions of Records

200

100

81 82 83 84 85 86 87 88 89 90 91 92 93
Year

Attached to each record are location listings that
identify libraries holding the item.

Bihiiographic records span four
millennia of recorded knowledge,
from 2000 B.C. to the present.

More than 370 languages are
represented in the database.

72

Date Ranges of Records

2000 B.C.-1 B.C. 107
1 A.D.-1449 1,589
1450~1699 258,023
1700-1799 408,601
1800-1899 2,215,049
1900-1909 610,546
1910-1919 608,968
1920-1929 746,861
1930-1939 868,047
1940-1949 905,958
1950~1959 1,405,488
1960-1969 2,770,143
1970-1979 5,145,318
19801989 6,684,719
1990- 1,811,368
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Records by Input Source

72 73 74 75 76

77 78 79 80 81 8 83 84 8 8 87 88 8 90 91 92 093

Year

Ml LC-MARC [] LC-created/Participant-input [] Participant-input
Records by Format
Total . Total Total LC-created Total
Format LC-MARC Participant-input  Participant-input Records
Books 3,517,367 17,225,896 2,056,525 22,799,788
Serials 1 59,959 1,214,873 45,747 1,420,579
Audiovisual media 93,791 565,191 23,599 682,581
Maps 140,484 177,339 4,551 322,374
Archives/Manuscripts 2 186,807 261 187,070
Sound recordings 66,697 733,195 46,343 846,235
Scores 27,996 611,943 48,542 . 688,481
Computer files 937 46,137 148 47,222
Totals 4,007,233 20,761,381 2,225,716 26,994,330
L1A1-2
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f/ OCLC

Directory
. State and regional networks are
organizations that contract to provide
OCLC services and support to
OCLC-member and participating libraries.
OCLC works closely with networks in
support of mutual cooperation and
resource-sharing goals. Since 1971, when
the OCLC network began to expand outside
Ohio. regional networks have trained
libraries, provided technical and
administrative support, and marketed
OCLC products and services.

el

OCLC Headquarters
6565 Frantz Road
Dublin, OH 43017-3395
(614) 764-6000
(800) 848-8286 (from Ohio)
(800) 848-5878 (from U.S. & Canada)
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Network Affiliates

AMIGOS Bibliographic Council, Inc.
Bonnic Juergens, Executive Director
Suite S0

12200 Park Central Drive

Dallas, TN 73251

214} B3 1-8000

(8(M)) 843-81482 (National)

Bibliographical Center for Research
(BCR)

David HL Brunell, Exccutive Director
1A% East Evans Avenue

Aurorn, CO SO0 - 1478

1303) 730277

1800) 397- 1552 (Nationu b

BCR Ames Office

295 Parks Library

fow: St University
Ames, In 3ol

tS13) 292- 1118

ESOOY 3831218 o Nationah

CAPCON Library Network
Dennis Rey nolds, President

Suite

1320 1o Srect, NOW
Washingion, DC 20030

2021 331577

TS0 S 13- 1399 O and VA only)

Federal Library and Information
Center Comnrittee (FEDLINK)
Mary Berglhaus Levering,

Faccutive Director

Library of Congress

Wslhington, 1 2050

12020 70T 800

HLLINET/OCLC Services
Jean Wilkins, Manager
Hlinois Stue Librry

A0 South seeond St
springfickl, 1. 62701-1790
1217) TR 1532

Indiana Cooperative Library Services
Authority (INCOLSA)
Barbara Exvans Markuson,
Exccutive Director

029 Lakeside Boulevird
Indianapolis, N 16278-1990
CAET 2080570

ENUNY T33-1SU0 UN onlvy

Michigan Library Consortium (MLC)
Kevin C. Flabeny, Exceutive Director
Suite 8

o310 South Cedar Streat

Lansing., M1 891

IO 1242

CSERDY S 30-90 149 (Nationaly

MINITEX Library Information
Network

Willizun Delohn, Director

>-33 Wilson Library

University of Minnesot

A0 9th Avenue South
Minneapolis, MN 35.455-0414
1O12) 624-4002

LROO) 402-3348 (National)

Missouri Library Network
Corporation (MLNC)

susan Singleton, Executive Director
10332 Old Olive Street Road

St Louis, MO 63141

(314) 367-370

1R00) 969-0362 (Nutional)

74

Nebraska Library Commission (NEBASE)
The Atrium

Suite 120

1200 N Street

Lincoln, NE 08508-2023

(402) 471-2045

(800) 307-2663 (NF only)
NELINET, Inc.

Marshalt Kevs, Exceutive Director
Two Newton Exceutive Park
Newton, MA 02102

(617) 969-040)

(800) 633-4038 (New England onlyy
OCLC Pacific Network (PACNET)
Irene Hoflman, Director

Suite 260

9227 Hhaven Avenue

Rancho Cucamonga, CA 91730
(71-4) D l-4220

(8U0) 851-373 3 (National and Canadin
PACNET Portland Office

Oregon Health Scienees University Libroy
P.O). Box 373

Portlund, OR 972070573

(303) 191- 2035

OHIONET

Michael Butler, Exceutive Director
1500 West Lane Avenue

Columbus, O 132213975

COT-1) 480~ 2900

(500) 680-8975 (O onlyv)

PALINET

James B Rush, Exccutive Director

Suite 202

2101 Market Streat
Phifadelphia, PA (910,
(213) 382-7031

CSE0D 233- 301 1 Nionaly

Pittsburgh Regional Library Center (PRLC)
Christinat Russell. Exceutive Director

Pittsburgh., PA 15221

1 2Y 825400000

(SO0) 22-3790 (PA WY and MD onlyy
Southeastern Library Network, Inc.
(SOLINET)

Frank P. Grisham. Exceutive Director
Suite 200

1438 West Peachtree Mrect, N W
At GA 303102955

C10-1) BY2-0043

(SO O)-R338 (Nuationah)

State University of New York (SUNY)
Glyn I Evans, Dircctor, SUNY OCLC Network
State University Plaza

Albany, NY 12200

(S18) 443-5 004

(800) 342-3353 (NY onby)

Wisconsin InterLibrary Services (WILS)
Katwyn Schneider-Michaclis, Director
Room -0

T28 State Street

Madison, Wl 53700

(608) 263-5051
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USING THE 386SX OCLC WORKéTATION
PRISM SERVICE

LOGGING ON:

Depress ALT A this will log you on autométically. "Scripted
logon" will appear on the screen for you to choose:

Select Script
FRSTONSC
PRSEARCH
PRSFULL

This is defaulted to PRSEARCH, then you press <Enter>: and wait for
log on message. script will scroll on screen, do not help it!!.
The daily 1logon message will appear and you are ready for
searching. I

Attached are searching helps:

Please Logoff when you are finished searching as follows:
Depress ALT O (letter o) this will log you off automatically
from Prism services with scrolling thru automatic script
logoff and last message should be:

HOST DISCONNECTED - 2

Please note: If YTERMINAL IN USE" sign is on keyboard please
check with searching staff before using workstation.

July 1991

Doris Osterbur f;.\/*tl"l
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015
017
019

- 020

025
035
040

041 .

043

049
050
082

090

092

099
100

110

111

130
240
243
245
250
260
300

440

490

OCLC TAGS

L.C, Card Number

Rational Bibliography Rumber

Copyright number

oCcLC ¢ éroca-reférnce

I.5.B.N.

Overseas Acquistion ¢ -

Local System ¢

Cataloging source

Translation / Languages used

Geographic area code

Hélding Library Code

Library of Congréaa : 3

Dewey Decimal Classification ¢

Library of Congress #, locally assigned
Dewey Decimal Classification #, locally assignéd
Locally formatted call number

Main entry, pérnonal name

Main entry, corporate name

Main entry, conference name

Main entry, uniform title (ex. Bible, Treaty of Utrecht)

. Uniform title (title by which the work is ‘known)

Uniform title, collective

Title statement
Edition~statement

Jmprint (Place, publisher, date)

Physical description (paéination, ill., size) :

Title series (traced the same)

Series statement (not traced or traced differently):

70
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508 GEVEARL  MeTE

/ 501 - "With" note .
& 502 Dissertation note
‘ 503 °  Bibliographic history note
< 504 Bibliography/Discography note
< 505 Contents note (forﬁatted)

520 Summary note (fomat;ed) i
590 Local note
600 Subject added entry, personal name
610 Subject Added entry, corporate name
611 - Subject added entry, conference name
630 Subject added entry, uniform title
650 Sﬁbject added entry, fopical
651 Subject added entry, geographical
690 Subject added entry, local

. 700 Added entry, personal name
710 Added entry. corporate ggég
711 Added entry, conference or meeting name
730 Added.entry, uniform title
740 . Added entry, title traced differently
800 ~ Series added entry, personal name/title
810 Series added entry, corporate name/title
81l Series added entry, meeting mname/title
830 Series added entry, uniform title
870 Variant forms of entry (Does not print on cards)

5.1B81-2
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Ixx

2hx

250

255
260

bxx

5xx

6xx

OUTLINE OF MARC TAGS

main entry fields
title fields

. . . io
2ko uniform title with main entry wrbude .

245 title proper, other title information, statement of
responsibility, and media qualifier

subfields: N 1lst indicator
a title proper 1 - title traced o
n number of part 0 - no title entry
title of .part ’
: media quangier 2nd indicator
b other title information 0-9 - nonfiling characters
¢ etatement of responsibility

edition statement
subfields: ’ indicators - both blank

a edition statement
b other information

mathematical data area - for atlases

imprint
subfields: ] lst indicator
a place of publication>%“;yr“ 0 :\publiaher ie present, i.e. £b
b :name of publisher is sent (even”if s.n.)
¢ date of publication 1 - no publr given (use only
e- place of manufacture Aor theses)
f manufacturer 20 Lofadtl | it
g date of manufacture
physical description
subfields: indicators - both blank
a paging
b illustration
c size
e accompanying material
series statement
cos s 1 3

notes

s Tl
500 general A ,,\:A ']s"?/"w\ sl

504 bibliography

subject entries

650 subject, topical 1lst indicator - blank e
651 subject, geographical 2nd indicator - subject list used %
subfields: . 7xx added entries '

X general .

y period (chronological) 8xx series, traced differently

s place
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CATALUGUER DATLE: SAVE / OCLC#
FIXED FIELD: Type _ Bib 1lvl: _ Govt pub: _ Lang{ ‘x; Source: 4 illus:l____
‘ Repr: _ Enc 1v1:(§;ﬁonf pub: _ Ctry: ___ Date typ: _ M/F/B:
"Indx: _ Mod rec: _ Festschr: _ Cont:
Desc:(é)lnt 1vl: _ Dates: X , .
Cre Ll K, Pl'7 rn‘}au&§
010 LC card number 0 -fkiﬂMJ;ﬁ
oko #c UIU  cataloging agency T ¥~vuu;n-4
007 ﬁ%‘b__a‘-C__#d_#e_#f__%g__;‘h_ _ ¥ _ i
020 ISBN
o1 _
o043
050 IC assigned IC call number '&fr‘, }'l.—-l. 4 J_,:j?f, })_.L"Ed-
082 IC assigned Dewey class number AAD*?’EL“
088 )
092 0 OCLC member assigned Dewey call number Z}H '}’J" MLW e ":J"’“]
' oAy ol g,
099 _ oyt s