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Prepared by Steven R. Uthoff

Pan for updating the 4™ ed. of the GPO Cad oging Guidelines. The edition statement will be changed
only if acomplete revisonismade. Changed text and new text are noted by the use of shadowing and
amilar methods. Deleted text isindicated by the use of strikeout. The date of the last update appears at
the bottom of thetitle page. A list of changesislocated a the end of the text. Minor changesthat do
not change the meaning of the origina text are not listed.

In this update, the GMD *“éelectronic resource(s)” has been substituted for “computer file(s).” All new

GPO records created on or after Dec. 1, 2001 for €ectronic resources have the GMD, dectronic
resource, rather than “computer file.”
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INTRODUCTION

Thisisthe fourth edition of the Government Printing Office Cataloging Guiddines. The Guiddines were
developed by the Cataoging Branch of the Government Printing Office (GPO) primarily as an interna
working document. They are limited in their scope and are used by GPO catalogers in conjunction with
generally accepted standards. These standards are: The Anglo-American Catadoging Rules, Second
Edition, 1998 Revison; The Anglo-American Cataloging Rules Amendments 1999 and Amendments
2001; The University of Chicago’s Chicago Manud of Style; The Library of Congress Rule
Interpretations (LCRIS); The Library of Congress Subject Headings, LC' s Subject Heading Manud:
Subject Headings, OCL C’ s Bibliographic Formats and Standards, various technical bulletins, and other
ingructions. In addition, GPO cata ogers follow a number of specidized cataoging sandards. Serid
catalogers follow the CONSER Cataoging Manua and the CONSER Editing Guide. Map catdogers
follow the rulesin Cartographic Materias, a publication of the Anglo-American Cataloguing Committee
for Cartographic Materids.

There have been anumber of changesin GPO's cataloging practices since the third edition appeared a
decade ago. AACR2 has been revised severd times and other standards have been changed. The
USMARC standards have been revised by the Library of Congress s Network Development and
Standards Office, in cooperation with the Nationd Library of Canada, and have been renamed MARC
21. A number of GPO'sinterna policies dso have changed and new guidelines have been added.
Some guidelines were renamed or have merged with others. Some include only afew changes and
others have been extensvely changed.

During the past decade, GPO has continued to be increasingly involved in cooperative activities. In
February 2000, GPO became a member of BIBCO, which is the monograph component of the
Program for Cooperative Cataloging (PCC). GPO now participatesin dl PCC components. GPO has
long been a member of CONSER (Cooperative Online Serials), NACO (Name Authority
Cooperative), and SACO (Subject Authority Cooperétive).

In 1990, most of the documents that GPO cataloged were printed documents.  Since then, the number
of micrafiche, CD-ROM, and eectronic publications cataloged has grown. A sgnificant number of the
documents that GPO catal ogs each year are eectronic publications. The number continues to increase
rapidly. Federal agencies are changing the format in which they disseminate many of the documents
they issue from paper to online. In addition, GPO has aso been actively trandferring dissemination from
paper or microfiche to online.

Further revisons to the guidelines should be expected in the future as government publishing and
catdoging practices evolve. The guidelines will continue to be helpful, as they have been in the padt, to
those who dedire additiond insight into the cataloging practices of the GPO Cataoging Branch.

In addition to the Monthly Catalog, GPO cataloging records appear in the catalogs of depository
libraries and of other libraries throughout the world. Despite the many changes that have taken place in
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cataloging practices during the past decade, GPO’s mission of creating quaity cataloging records to
serve the generd public and depository usersin an efficient and timely manner remains the same.

For the first time, the guidelines are gppearing in their entirety in eectronic form. Accessto them has
been enhanced by this change to anew format. Guidelines dready accessible through the Internet have
been included in thisrevison. The guiddines are avallablein aHTML verson and in a PDF version.
The HTML verson may easily be navigated through the generd contents page and interna contents
pages. It aso hasanumber of other hypertext links. The PDF version may be accessed and used
online or may be printed out in part or in its entirety.
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CATALOGING POLICY

The Government Printing Office's mandate to produce the Monthly Catalog is based on Section 1711 of
Title 44, United States Code, which states that ... the Superintendent of Documents shall prepare a
catdog of Government publications which shal show the documents printed during the preceding month,
where obtainable, and the price."

Format

In generd it is GPO's palicy to create a new record or adapt an existing cataloging record based on the
format that was digtributed or made ble viathe Federa Depository Library Program.

1. Online documents: If adocument isincluded in the FDLP solely in an online format, GPO creates or
adapts a cataloging record for the online version, and adds appropriate links to records describing a
tangible manifestation with the same content. 1f GPO has aready cata oged the tangible equivaent of
an online document; the item number, SuDocs dassfication number, title (if different), access
information, and software requirements are added to the existing record for the tangible equivaent.

Separate records are made for the online and the tangible versonsiif:

A. They are earlier or later editions of the same document.

B. Thetangible or online verson summarizes or abridges the other.

C. Thetangible or online verson is an expanded or enhanced version of the other.

D. GPOisunableto confirm they are the same edition or that they are the same document.

E. Theonline verson was cataoged before a CD-ROM or DVD version that requires unusua or
specid software to view.

F. Other reasons decided on a case-by-case.

2. Documents made availablein paper, microfiche, CD-ROM, and other physical media:
Normally, a catalog record for the tangible version is created or adapted to catal og the tangible
verson. If the online verson of adocument is cataloged prior to the time an equivaent tangible verson
is cataloged and the bibliographic details and content of both versions are the same, information
regarding the tangible verson, including digtribution informeation is added to the record for the online
version.

3. Dual digtribution documents. These are distributed to some depository librariesin paper and to
othersin microfiche. Increasingly, an online versonisaso available.  Information regarding the paper,
microfiche, and online versions, if equivaent, isincluded in asingle record. A record may be created
or adapted for ether the paper verson or the online verson. If arecord representing the online version
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is created or adapted prior to the time the paper is cataloged, information pertaining to the paper and
microfiche versons is added to the record for the online version. If arecord for the paper version,
with information on the microfiche version, is creeted or adapted prior to or a the same time the online
verson is cataloged, information pertaining to the online verson is added to the record for the paper
verson. If no digtribution of the tangible versions takes place, GPO cata ogs the online verson as
“online only” with links (as appropriate) to the records for the tangible versions.

SerialsMultipart M onographsM aps

GPO catdogers follow AACR?2, chapter 12 and LCRI 12.0A when deciding whether or not to catalog a
document as a serid or amonograph. Prior to the January 2000 issue of the Monthly Catalog, multipart
monographs and serias issued two times a year or less often were represented &t the issue level. Detailed
information for each issue was included in specialy produced availability records. Since then multipart
monographs and serids have been represented by collective records. A limited number of serid avallability
records continue to be produced for the United States Congressiond Seria Set Catalog.

Because the individud parts of multiparts are normaly issued over aperiod of time, updated multipart
records appear in the Monthly Catalog as new parts are received. Records for currently published serias
gppear in the annua Serids Supplement to the Monthly Catalog as well asin the monthly issues. Updated
Seria records gppear in the Monthly Catalog when significant bibliographic changes occur. New serid
records are created for seriasif their main entry changes and AACR2 requires anew record. GPO
catdogs maps at the individud title or sheet level. This policy meets the needs of Monthly Catalog users
who require detailed bibliographic information for specific maps.

LIST OF STANDARDS

Listed below are the standards the Government Printing Office follows in cresting cataloging records. In
the text each title is identified by the code shown in the right-hand column.

STANDARDS CODES

Anglo-American Cataloguing Committee for Cartographic Materids. Cartographic  AACCM’s
Materids. A Manud of Interpretation for AACR2. Gen. Ed. Hugo L.P. Stibbe. CM

Eds. Vivien Cartmell and Velma Parker. Chicago: American Library Association,

1982.

Anglo-American Catdoging Rules. 2™ ed., 1998 revision. Prepared under the AACR2
direction of the Joint Steering Committee for the Revison of AACR2. Ottawa:

Canadian Library Association; London: Library Association Publishing; Chicago:

American Library Association, 1998.
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BIBCO Participants Manual. (Planned/In Preparation)

Chicago Manua of Style: for Authors, Editors, and Copywriters. 13" ed., rev. and

expanded. Chicago ; London: University of Chicago Press, 1982.

CONSER Cataloging Manual. Ed. Jean L. Hirons. Washington, DC: Serid
Record Divison, Library of Congress: Digtributed by the Cataoging Digtribution
Service.

CONSER Editing Guide. Washington: Serid Record Division, Library of
Congress: Distributed by the Library of Congress, Cataloging Distribution Service.

Library of Congress. Office for Descriptive Catdoging Policy. Catadoging Rules

for the Description of Loosdleaf Publications. 2™ ed. Washington, DC: Cataoging

Digtribution Service, Library of Congress, 1989.

Library of Congress. Cataloging Policy and Support Office. Descriptive Cataloging

Manual Z1: Name and Series Authority Records. Washington, DC: Cataoging
Service, Library of Congress.

---. Library of Congress Rule Interpretations. Ed. Robert M. Hiatt. Washington,
DC: Cataoging Distribution Service, Library of Congress.

---. Subject Cataoging Manua. Subject Headings. Washington, DC: Cataoging
Digribution Service, Library of Congress.

Library of Congress. Network Development and MARC Standards Office and
Nationa Library of Canada. Standards and Support. MARC 21 Format for
Authority Data: Including Guidelines for Content Designation. 1999 ed.
Washington, DC: Library of Congress, Cataloging Digtribution Service; Ottawa:
Nationa Library of Canada, 1999.

---. MARC 21 Format for Bibliographic Data: Including Guidelines for Content
Designation. 1999 ed. Washington, DC: Library of Congress, Catdoging
Didribution Service; Ottawa: Nationa Library of Canada, 1999.

NACO Participants Manual. 2™ ed. Washington, DC: Library of Congress,
Cataloging Distribution Service, 1996.

OCLC. Bibliographic Formats and Standards. 2™ ed. Last updated Dec. 2000.
Dublin, Ohio: OCLC.
Http://www.ocl c.org/ocl ¢/bib/about.htm

---. Cataloging User Guide. 2™ ed. Dublin, Ohio: OCLC Online Computer
Library Center.

---. Enhanced Training Outline. Rev. Jay Weitz. Jan. 2000.
Http:/Aww.ocl c.org/ocl ¢/cata oging/enhance/outline htm
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---. Guiddinesfor Nationd Level Enhance Participants. Rev. Jay Weitz. Dec. OCLC's
1998 GFNLEP
http://Mmww.ocl c.org/ocl ¢/catal oging/enhance/guiddines. htm

SACO Participants Manual. Adam L. Schiff for the Program for Cooperative SACO PM
Cataloging. Washington, D.C.: Library of Congress, Cataloging Distribution
Service, 2001. Http://mww.loc.gov/catdir/pec/saco/sacomanual .pdf

Sandberg-Fox, Ann M. Cataloging Computer Files and Catdoging Interactive
Media. (Note: Interactive Mediainstructions are no longer applied by the U.S. Sendberg-

G.P.O. Cataloging Br.) Fox's

CCF&CIM
United States. Government Printing Office. GPO Classification Manud: A Practicd  USGPO's
Guide to the Superintendent of Documents Classfication System. Ed. Marian CM

MacGilvray. Rev. Jan. 1993. Washington, DC: Library Programs Service,
Superintendent of Documents, U.S. Government Printing Office, 1993.
Hittp:/Amww.access.gpo.gov/suosSfdocs/fdlp/pubs/classmaryindex.html

---. Ligt of Classes of United States Government Publications Available for USGPO'’s
Sdection by Depository Libraries. Washington, DC: Depository Administration LOC
Branch, Library Divison, Library Programs Service, Superintendent of Documents,

U.S. Government Printing Office.

Http://fedbbs.access.gpo.gov/library/downl oad/CLA SS/listclas.txt

--- United States Government Printing Office Style Manua, 2000. Washington: USGPO'’s
U.S. Government Printing Office, 2000. SM

Hittp://www.access.gpo.gov/styleman/2000/style001.htm
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ABRIDGED CATALOGING

BACKGROUND: AACR2 1.0D providesfor different levels of bibliographic description. Most library
catdoging is done at the second level, commonly cdled full-level. Frs-level and modified firs-leve,
commonly caled minimum-leve, is employed by libraries to improve cataoging efficiency. GPO'srulesfor
abridged cataloging, producing modified first-level AACR2 records, are used to speed up cataloging and
to avoid indefinite cata oging delays.

GPO abridged catd oging records are Smpler and take much less time to create than their full-level
counterparts for three reasons: 1) authority work is reduced; 2) fewer name and subject added entries are
provided; and 3) some descriptive cataloging eements are not provided or are less complete.

APPLICATION: GPO abridged cataoging rules are used to catalog only certain categories of
monographs and to enhance existing minimum-level records aready on the OCLC database. They are not
used to catdog serids. The AACR2 Glossary (page 620) defines amonograph as. A non-serid item (i.e,
an item either complete in one part or complete, or intended to be complete in afinite number of parts).
The following categories of monographs are catadoged by GPO following its abridged rules.

1. Technica reports
Technica reports usudly contain atechnica report or documentation page. For further information on
identifying technica reports, see GPO-CG: Technicad Reports.
Department of Defense technical manuas and bulletins
EPA summaries
ERIC documents
Fatagrams
Flood insurance studies
Juvenile activity and coloring books
NASA documents, including NASA patents
Electronic publications, using online files
. Openfilereports, U.S. Geologica Survey
11. Documents congigting of a single sheet measuring 8.5 x 11 or 8.5 x 14 and smdler (May be printed on
one side or both sides, but is cataloged full-leve if folded to create imposed pages)
12. Documents selected by fewer than one hundred libraries
13. Documents that are NOT distributed to depositories

©CoOoNoT WD

=
o
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Exceptions. The following kinds of document are cataloged full-leve.

Electronic publications with physica carriers (CD-ROMs and floppy disks)

Congressond documents

Generd Accounting Office documents

GPO sales documents

Guides, travel brochures, and smilar documents for U.S,, state, and loca government aquariums,

arboretums, forests, historica sites, libraries, museums, parks, preserves, recregtiond areas, seashores,

etc. (Tangible versons only)

6. Maps

7. Microfiche documents for which full-level microfiche reproduction records dready exist or may be

eadly cloned from existing full-level records for the paper verson. (Catalogers need to use judgement

in gpplying thisingruction. See ingtructions for new records below.)

Posters

Documents for which afull-level or core-level record dready exists

10. Documents made up of more than one item without part numbers that are contained in cases,
envelopes, folders, portfolios

11. Documents with existing records coded K-leve or minimum-level that meet or amost meet the full-
level standard (These records are re-coded either ELVI: blank, if BIBCO standards are met, or ELVI: I,
if regular OCLC standards are met.)

12. Serids

13. Single sheet documents with complex layouts or folded with imposed pages

14. Subject bibliographies

15. Tregties

bR

© ©

NEW ABRIDGED RECORDS:

New Original Records: New abridged records created by GPO are encoded K-level, whichisOCLC's
code for records that are less than full-level. If acatdoger inadvertently includes afield in a new abridged
record that isNOT required by abridged standards, but is alowed or required by full-level standards, it is
retained.

New Records Created by Cloning Existing Records: The words cloned and cloned record, as used
by GPO, means creating a new record from an existing record for the same document in a different format.
GPO usudly uses cloning to create records for reproduction microfiche from records for the printed
versons.

When cregting anew record by cloning an exigting record in a different format, catalogers do NOT delete
information included in the existing record (either full or abridged) just because it is not required by
abridged record standards. GPO retains thisinformation if provided for/alowed by AACR2, the LCRIS,
and other accepted standards. Data that incorrect, or is not alowed by accepted cataloging standards, is
removed.
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Catal ogers use judgement to determine whether cloning afull-level record or creating a new abridged
record would require the least time and effort, and choose the least [abor-intensive method. New records
crested by cloning an exigting full-level record are coded either blank level or I-leve rather than K-levd if
ether BIBCO standards or generdl OCLC, i.e, I-level, standards are met with only afew additions or
changes. New records created by cloning a core-level record are coded core-level if core-level standards
are met. Otherwise, they are coded K-levd.

EXISTING RECORDS: If afull-level OCLC database record is found, it is adapted following full-level
standards.

OCLC rulesdo not dlow GPO or other OCLC members to replace existing full-level cataloging records
with less complete records, e.g., GPO abridged records, or change the encoding level to alower levdl.
Records coded blank, I, or 7 may not by changed to OCLC K-level. Nor may information be removed
from existing K-level records to meet GPO abridged-level standards for new records. Only information
that AACR2 does not allow to be included in its highest-level records may be removed.

If acore-level record isfound on the OCL C database, it is adapted following core-level standards. If
GPO finds an exigting K-leve record or an LC minimum-leve record on OCLC, GPO enhances the
record to include dl the e ements required to bring it into compliance with these guiddines. Optiona
descriptive fidlds and note fields dready in existing records are retained, if correctly used, even though
GPO would not include them inits original K-level records. Fieldsthat are incorrectly used are deleted or
corrected. All other errors are corrected.

GPO ABRIDGED STANDARDS: The following list prescribes GPO cataoging practice for various
parts of new abridged cataloging records. It is not dl-inclusive; only the most commonly used fidds are
specifically addressed. In deciding whether to include other fields or information in the records, cataogers
should consider that the guiding principle of abridged catdoging is brevity.

Sour ces of Information: The standards normaly followed are those in AACR2 and the LCRIs.
Bibliographic data appearing in the 245, 250, and 260 fields must be from the document being cataloged
unless supplied in brackets by the cataloger. The sources used to catalog reproduction microfiche are
those in the paper originas, not the eye-readable header or frames added during the manufacturing
process. An exception is made for ERIC microfiche that contain title pages added during the
manufacturing process that were not part of the paper originds. If these gppear in an ERIC microfiche,
GPO usudly accepts them as the chief source. Further instructions on transcribing bibliographic data in
records for microfiche are included in GPO-CG: Microfiche.

Fixed Field Requirements: The encoding level (ELvI) must be coded K. Optiond fixed fiddsare NOT
used: Audn, Biog, Cont, LitF, Ills, and Indx.

Variable Fidds:

Tag Fied Name Status GPO Practice
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006

007

010
020

027

034

037

043

052

074

086

088

099

Additiond materid
characters

Physica description
fixed fidd

LC contral no.
ISBN

Standard technical
report no. (STRN)
Coded mathematical
data

Stock number

Geographic area
code

Geographic
classfication code
GPO item number

SuDocs class

Report number

Locd freetext
Cdl number

GPO Cataloging Guidelines

Add to origind records for eectronic resources, retain in al
existing and cloned records, if used as required.

OCLC does not provide for the inclusion of 007 fields in
abridged-level records for paper versions of documents that
aretext “Type: a. GPO does not include 007 fields in
abridged-level records for electronic resources coded “ Type:
a’ or“m” However, GPO does include 007 fields in
abridged-level records coded “ Type: g,” “Type: i” and
“Type: j.” GPO aso include 007 fields in abridged records
coded “Type: & for original microform (COM) and
reproduction microfiche regardless of the original formet.
GPO retains 007 fields in all existing records, including
adapted or cloned records, if used as required per MARC21.
Include when available.

Use subfields“a” “c,” & “Z" as needed.

Include when included on the technica report page even if
found e sewhere in a document.
Omit from origind records

Use subfidds“a” “b,” “c,” & “f,” if needed. ERIC and
NASA identification numbers are recorded in subfield “a’ of
thisfidd.

Omit from origina records; retain in existing & cloned records

Omit from origind records; retain in existing & cloned
records.

GPO congders mandatory for documents with item numbers
assigned to them.

GPO congders mandatory for documents with SuDocs
classes assigned to them. Incorrectly assigned SuDocs class
numbers, including those gppearing on microfiche headers, are
recorded in subfield “z.”

Omit from origina records; retain in existing & cloned records
if used in accordance with GPO-CGs for full-leve; record
STRNsin 027 fied even if dso found outside technicd report
page.

GPO consders mandatory for documents with SuDocs
classes.
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100
110
111

130

240

245

246

250

255

260

Main entry

Uniform titte main
entry
Uniform title

Title gatement and
respongbility area

Vaying form of title

Edition satement

Mathematicd data
area

Publication,
digtribution, etc.,
area

GPO Cataloging Guidelines

Use as required by AACR2; confirm dl headingsin the
NACO authority file. Personal namesthat are NOT aready
established are recorded in AACR2 format without a name
authority record being established. Corporate body and
conference headings that are not dready in the authority file
must be established. Only persons responsible for authoring a
document may be included in the 100 field of AACR2
records. The names of persons identified as principle
investigators may be recorded in the 100 field of AACR2
recordsif it is clear they are the authors of a document.
Program directors are not been recorded in the 100 field
unless there is definite proof thet they are the primary authors
of a documert.

Omit from original records. Retain if gppropriately used in
adapted records.

Omit from original records. Retain if gppropriately used in
adapted records.

Usesubfidds“a” “b,” “c,” “h,” “n,” & “p” as needed. GPO
records the phrases such asfina report, preliminary report,
and amilar phrases as other title information unless they are
grammdticaly linked with the rest of thetitle, e.g., Final report
of the.... Prepared for statements are not added recorded in
new and exigting records, but are retained in existing records.
Use to record corrected titles, cover titles, added title page
titles, and other titles given such prominence by typography or
by other meansthat it is reasonable to assume that the
publication is known by it or that some persons might think
that it isthe main titte. GPO does NOT add title added
entriesfor to its origina aoridged records permutations related
to titles proper as provided for in LCRI 21.30J, page 5-12.
Use only subfield “a’ in origina records. Supply edition
statement for ERIC and NASA to digtinguish their versions of
documents from other versions, e.g., 250 [ERIC ed.] or 250
[NASA ed].

For alases only.

Usesubfidds“a” “b,” “c” & “g” in origind records.

1. Supply the place of publication without a question mark,
eg., [Washington, DC] if not included in the document.

2. Record only the first publisher if it is a Federd agency.
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260 Publication,
digribution, etc.,
area (cont.)

300  Physicd description

440  Series daement, title
(traced)

490  Series satement, not
traced or traced
differently

GPO Cataloging Guidelines
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3. Record thefirst non-Federd publisher followed by the
first Federa publisher if the non-Federa publisher
appearsfirg.

4. Record the ERIC dearinghouse involved asthe 1% or 2™
publisher.

5. Limit the number of publishers recorded in new records to
two.

Retain dl 260 subfieds in existing records if properly

included.

1. 1If the number of publishers are properly recorded in an
existing record is 3 or less, retain all.

2. If more than 3 publishers are recorded in an existing
record, retain only the first unlessthefirgt is not a Federd
body and one or more of the other bodies are Federal
bodies.

3. If the Federal body issuing a Federal document is not
named in it, supply the Federal publisher, based on the
SuDocs class as follows: a) in brackets in the 260 subfield
“b” if one or two publishers are already properly
included; b) in a 500 note if three non-Federal bodies are
properly recorded in the 260 field; or c) inthe 533
subfield “c” of a reproduction microfiche.

Use only subfidds“d’ & “€’ in origind records; record
pagination in new recordsas 1 v. or 1 sheet where
appropriate. Retain explicit pagination in subfidd “&’ and
subfidds“b,” “c,” and “€” in exigting & cloned records. Do
NOT include 300 fidlds in records for online documents.

Use only to record established seriesthat are traced the same.

Record established series traced differently and use 490 1 &
830. Series authority work is not required for K-level

records. If seriesis not established, record in 490 O, untraced.
Also record variant forms of a series that are not included in
its authority record in 490 0, untraced. Series that have
changed their titles and have not been reestablished and series
with uniform titles that are no longer appropriate per LCRI
25.5B are not considered established. See also GPO-CG,
Authority Records, 5A.
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5XX Notes

505  Contents note

506 Redrictionson
access

513  Typeof report and
period covered

530  Other formats
avalable

533  Photo-reproduction

536

note

Funding information
note

GPO Cataloging Guidelines

Nearly dl notes are optiond for level K. Omit mogt notesin
original records, including description based on notesin
records for multiparts, except for:

1. Notesredtive to depostory distribution status, such as
shipping list numbers and digtribution notes.

2. Notes indicating the edition thet is being “ superseded” or
“reprinted.” Usually included in records for Dept. of
Defense technical manuals.

3. Notes containing information needed for identification
(eg., “Community numbers’ on flood insurance sudies,
“supersedes’ and “reprint notes’ on Dept. of Defense
technical manuals).

4. Retain notes on existing records if used correctly; add
notes relative to depository distribution and those needed
for identification if lacking. Retainin existing & cloned
records.

5. Notesregarding online access and, if needed, system
requirements.

6. Notes containing thetitle and issue designation of
individual serid issues and articles that have been reissued
as separate documents, e.g., “Journd of Education, Vol.
25, No. 4.

GPO includesin collective records for multiparts if required.

GPO includesin dl recordsif required.

Omit on new records, retain in existing records if correctly
used.

Use to record information regarding versons available,
including online verdgons per ingructions in GPO-CG: Linking
Fields.

Usefor items not origindly published as microforms, i.e,
microfiche reproductions. Includes publishing and digtribution
information on microfiche (533 subfidds“b,” “c,” & “d”),
physical description (533 subfield “€”), series statement for
MF reproduction (533 subfield “f”), MF reproduction notes
(533 subfidd “n”), & serid designation (533 subfidd “m”).
Include the number of microfiche preceding the word
“microfiche” in the 533 subfield “€” if known. Do not include
the word “negative” following the word “microfiche” in new
records, but retain it in existing records if appropriately used.
Omit on new records, retain in existing recordsif used
correctly.
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538

539

590
650

700
710
711

730

740

810

830

Sydem details
Mode of access

Fixed-length data
dements of
reproductions
Locd note
Subject added
entries

Added entries

Added entry,
uniform title

Added entry,
uncontrolled
materids, andytica
titte

Series added entry-
corp. name

Series added entry-
uniform title

GPO Cataloging Guidelines

ON©,

Use only in eectronic resource records to record system
requirements for electronic documents and access information
for onlinefiles

Omit from origina & cloned records; retain in existing records
if correctly used.

Required for GPO internd use.

Origind records. Add &t least one Library of Congress
Subject Heading added entry except to records for NASA
documents. New LCSH authorities are NOT established for
K-level records. Existing records & cloned records, including
NASA records: Retain and correct, if necessary, al LCSH
added entriesif established & appropriate. Add NASA
thesaurus terms from NASA CASl records to new and
exigting NASA records instead of LCSH added entries.

All heedings should be confirmed in the authority file. 1.
Persond names may be used in AACR2 format without
NACO work. 2. Corporate or conference headings not in file
must be established to be included. 3. Non-Federal bodies
appearing the publication, digtribution, etc., area are NOT
traced in new records. 4. Non-Federal bodies are NOT
traced in “cloned” and existing records if not previoudy
established. 5. Always make an added entry for the issuing
Federd agency unless used asthe main entry. 6. Include an
added entry for the National Aeronautics and Space
Administration in records for its publications if none of its
lower bodiesistraced. 7. Include an added entry for the
Educational Resources and Informeation Center in records for
its publications if none of its clearinghouses or other
subordinate bodies are traced. 8. Corporate bodies
appearing in “prepared for” statements are NOT traced in
new records and are not retained in “cloned” and existing
records if not previoudy established.

Omit from origina records; retain in existing & cloned records
if used correctly.

Use asrequired by MARC21 indructions & ingtructions for
“dngle record” onlinefiles.

Use to record form of an established series entered under

corporate body.
Use to record form of an established series entered under
uniform title.
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856  Electronic location R Use subfield “u” to record GPO PURL ; use subfidd “3” to
and access record materia specific information and subfield “Z” to record
other information.

Key to status codes: M = Mandatory; R = Required if gpplicable or readily available, O = Optiona

SEE ALSO: Cataloging Priorities; Electronic Resources, Creating New OCL C Database Records;
Technical Reports.
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ADAPTING OCLC DATA BASE RECORDS

BACKGROUND: As an OCLC member, GPO adapts appropriate OCL C database records to catalog
the documentsiit receives and distributes. As a participant in PCC, BIBCO, CONSER, NACO, SACO
and as a Nationa-level Enhanced OCL C member, GPO makes changes to database records where
required, but does not make changes that are NOT allowed by these programs.

Note: The term “copy cataloging” isused by LC, OCLC, and othersinstead of “adapt” to describe the
use of exigting records from other libraries, even though extensive changes may be made.

INSTRUCTIONS: When adapting existing OCL C records, GPO follows the general standards listed in
the introduction and the standards listed below.

1. Monographs:
OCLC'sBFAS. http:/Aww.oclc.org/ocl c/bib/about.htm
OCLC'sCUG, ch. 6.
OCLC'sETS. http:/Aww.ocl c.org/ocl ¢/cata oging/enhance/outline.htm
OCLC’'s GFNLEP, http:/mww.oclc.org/ocl c/cata oging/enhance/guiddines.htm

2. Seids The CCM, the CEG, sections B and C, and OCLC’'s BFAS,
http://mww.ocl c.org/ocl ¢/bib/about.htm

POLICIES:

GPO does not create a new record if thereis arecord aready in the OCLC database that matches the
document being catal oged.

If acataoger is uncertain about adapting an existing OCL C record after comparing it with the document in
hand, a new record is created.

Exigting records are changed as little as possible. For example, GPO normdly does not change the main
entry from title to corporate or move information on a corporate body that could be recorded as part of
the title, as a statement of respongbility, or as the publisher.

DETERMINING IF AN OCLC DATABASE RECORD SHOULD BE ADAPTED:
The bibliographic and physical characteristics described in exigting records are compared with the
document before adecision is made to adapt arecord. Adapted records must be appropriate for the

document being cataloged. To determine if arecord should be adapted, both fixed and variable fields are
checked. Thetext ischecked to determineif it contains information about events that occurred after the
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catalog record was created. The specific location in the cataloging record of the descriptive eementsis not
critical. The choice of main entry and the subject headings in an existing record are dso not determining
factorsin whether or not to adapt. The find determination is based on the descriptive dements, both
bibliographic and physical.

1. Descriptive Elements Checked:

Title, part designations (i.e., letters, numbers, etc.), part titles

Generd materids desgnator

Other title information

Statements of respongbility (persona authors, corporate bodies, editors, illugtrators, trandators, etc.)
Edition statements

Publisher/issuing body

Dates (copyright, publication, issuance, and other. Later impressons or printings must have an
updated contents or textua changes)

Extent of item (pages, volumes, computer optica discs, maps, microfiche, etc.)
[llustrations and other specid features

Sze

Accompanying materids

Seriestitles and numbers

Notes (including microfiche reproduction notes, dates of issuance, identification numbers, report
numbers, etc.)

Languege

Format (CD-ROM, paper, microfiche, etc.)

Contents, including the text, specia features, etc.

Differences in software requirements, i.e., PC versus UNI X, €tc.
Publisher of the reproduction (microfiche, etc.)

2. Reprints: Itisnot dways essy to determine if a document isareprint or arevised verson. GPO
atempts to avoid creating new records for reprints of documents previoudy cataloged for the Monthly
Catdog, while dso avoiding identifying alater edition of a document or a different document asa
reprint.

A. New Documents: All are examined for reprint Satements and for new or revised information.
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i. If the newly received document has the same bibliographic description as a previoudy cataloged
document, with the exception of the date of publication and/or dete of issuance, it is probably a
different edition.

ii. If areprint satement isincluded in a document, it may be areprint of a document that has aready
been cataloged.

B. GPO Records:

I. Recordsfor Earlier Printings. If adocument isareprint and GPO has dready created a
record for an earlier printing, the latter printing is handled as a duplicate and returned un-
cata oged to Depostory Administration Branch with anote indicating it isareprint.

ii. Recordsfor Later Printings: If the document in hand is an earlier printing of a document
described in an exigting record, the record is updated to describe the earlier printing following
LCRI 1.4G4, but isNOT produced.

C. Other OCLC Records:

I. Recordsfor Earlier Printings: If anewly received document is alater printing of adocument
that is aready represented in the OCL C database by arecord for an earlier printing, GPO
adapts the record for the earlier printing. A noteisadded to it indicating that a later printing has
been digtributed to depositories and the record is produced for the Monthly Catalog. The
origina fixed field dates and publication dates in the 260 subfields “c” and “g” are not changed.
See GPO-CG: Notes and the example below.

500 Reprint for 2000 distributed to depository libraries, shipping list no.: 2001-0001-P.

ii. Recordsfor Later Printings: If the newly document in hand is an earlier printing of a document
represented by a non-GPO record for alater printing, it is updated following LCRI 1.4G4. Its
description is changed to represent the earlier printing and the record is produced for the
Monthly Cataog.

CHOOSING BETWEEN MULTIPLE RECORDS: If an OCLC data base search retrieves multiple
records for the same document, catal ogers determine which record to adapt based on the following:

1. Collection, Monograph, or Serial: The bibliographic level of the record being adapted (i.e.,
collection, monograph, or serid) must be appropriate for the type of publication or group of publications
being cataloged.

A. Collection-L evel Records: Onlinefiles gppearing a a single Web ste may be cataloged using

exigting collection-leve records (bibliographic level (BLVI): ¢). Onlinefilesthat are part of a series
available from asingle Ste may be cataloged as a collection rather than asindividua documents.
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B. Monograph Records: Existing monograph records (bibliographic level (BLvI: m), induding
existing series andytic records, are adapted for documents that qudify to be treated as
monographs per the monograph definition on page 620 of AACR2 or per LCRI 12.0A.

C. Serial Records: Exidting serid records (bibliographic level (BLVI: ) are adapted for documents
that qudify to be treated as serials per the serias definition on page 622 of AACR2, as modified by
LCRI 12.0A.

2. Format: With the exception of online files, records adapted must match the format of the document that
Is being cataoged. For example, if the document in hand is a microfiche document and has been
digtributed only in microfiche, amicrofiche record is adapted. If the document being cataloged is a CD-
ROM and has been distributed only as a CD-ROM, a CD-ROM record is adapted.

There are two types of microfiche documents: origind micraofiche, including computer output microfiche
(COM) documents, and reproduction microfiche. Microfiche reproduction records, i.e., those created
following LCRI 11.0 and containing 533 fields, may NOT be adapted for COM microfiche. However,
GPO does treat some original microfiche, such as the USGS Open-File Reports, as microfiche
reproductions.

If adocument has dso been digtributed in a second format (whether intentionally or inadvertently) and
no unusua equipment or programming is required for its use, an additiona record is NOT made.
Digtribution notes are used to provide information about the version distributed in a second or third
format. Only the paper version of dua distribution documents, i.e., documents that are intended to be
distributed both in paper and microfiche, are cataloged.

3. Bibliographic Elements and Content, Including the Text:

A. Bibliographic Difference: The bibliographic eements checked and compared when choosing
between multiple OCL C records are the same € ements compared when determining whether or
not to adapt a record for the document in hand. These are listed in the section above entitled:
Determining If an OCL C Database Record Should Be Adapted.

B. Contents, Including Textual Differences: The contents, including the text, of documents dso
must be considered. Some government documents have exactly the same bibliographic eements
and physicd description, but have a different text or other significant differences in content.
Edition statements are supplied in new records when this occurs. See GPO-CG: Edition
Statements. Example:

250 [Maine, New Hampshire, and Vermont ed.].

4. Cataloging Authority:
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A. Monograph Records: Library of Congress (LC) records and BIBCO records are preferred over
records created by other libraries. Records from Nationa Agriculturd Library, Nationa Library of
Medicine, and other national or speciaty libraries are preferred over records from other libraries.

B. Serial Records: Serids catalogers consult the CEG, Sections B and C for guidance on adapting
exigting serid records. Serid catalogers must search the OCL C database without ayear qudifier,
in order not to miss apossible serid record.

5. Encoding/Authentication Level: Cataogers salect the OCLC record with highest
encoding/authentication level. See OCLC indructions. A record with the encoding level of blank is
preferred over an I-level record and an I-leve record is preferred over aK-level record. LC and
BIBCO records coded 4 and 7 are preferred over other records included in the OCL C database.

Encoding level and completeness of an exigting record usualy determine whether or not to adapt it when
GPO would normally use GPO abridged cataloging standards to catalog the document. Minimum-level
OCLC records (i.e., those encoded K-level) are NOT adapted by GPO if the OCL C database aso
has afull leve record (i.e,, with encoding level blank, 2, or I) or aLC minimum+-leve record (i.e,
encoding level 7) for the same document in the same format.

6. Completeness and Accuracy of Records: If after applying the conditionsin 1-5 above, the selection
of aparticular record cannot be made, the quality, completeness, and accuracy of existing records are
consdered in sdlecting arecord. A new record is created if dl of the existing records appear to be
ingppropriate for the document to be catal oged.

MODIFYING EXISTING RECORDS:

1. General policy: GPO's current policy isto limit changes to existing records that are adapted for the
Monthly Catdog to aminimum. AsaPCC member and a Nationa-Level Enhanced member of
OCLC, GPO follows the cooperative principle of respecting variationsin style and policy alowed by
AACR2, the LCRIs, €tc.

GPO does NOT make changes in areas that are problematic nor does it remove information from
existing records to gpply local practicesit follows when creating new records. With the exceptions of
correcting transcription errors (Spelling, etc.) and making changes to CIP records after the actua
document is published, GPO does NOT usually delete or change information included in Library of
Congress, Nationa Library of Agriculture, Nationd Library of Medicine, BIBCO and CONSER
records. Existing multipart and serid records are updated as required as new parts or volumes/issues
are published.

In the past, GPO removed some information when adapting OCL C records, but it now retains this

information. Examplesinclude: 1) corporate names that were origindly transcribed in parentheses
following persona names in the respongbility area by LC and other libraries as provided for by LCRI
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1.1F7 and 2) statements of responsibility for persons transcribed from non-prescribed sources by LC
and other librariesin the note area.

2. Serials, including Periodicals: Asissues are received, GPO makes additions and changes to seria
records, if required, and produces them again for the Monthly Catalog and for its annual Serias
Supplement.

3. Multiparts. When cataloging multiparts using the collective records (comprehensive entry) method,
GPO adds information for new volumes to existing OCL C database records as they are received by
Cataloging Branch and produces them again for the Monthly Catal og.

A. GPO does NOT remove information from OCL C database records that pertains to individua
parts that have been published and recorded by another library, but not received by Cataloging
Branch.

B. However, information pertaining to individua parts that have not been received is removed from
unlocked records for Monthly Catalog production.

C. Typographica and transcription errors are routinegly corrected.

4. CIP Records: The bibliographic information in CIP records may differ greatly from thefina verson of
a CIP document. GPO makesall required database changes when adapting a CIP record. It does not
meake changes because of interpretationd differences.

A. Desriptive dements that may be changed include the title and statement of respongibility, edition
dtatement, place of publication, name of publisher, place of distribution, name of distributor, and
dates.

B. Thephysicad description which isnormally lacking in CIP records must be added. Notes may
need to be added, changed, or deleted.

C. The projected date of publication appearing in the 263 field is NOT removed.

5. Looseleafs: If anew title page is received for aloosdleaf, the OCLC record is updated as required by
theingructionsin LC's CRFTDOLP. For further information on adapting loosel eafs, see GPO-CG:
Basc Manuds.

6. Special Information Added: GPO adds specia information to both adapted records and new records,
including those created by cloning, that is not usualy included by other cataloging organizations. Specid
information added includes:

A. Information on Federa agency involvement in supporting, preparing, and issuing is added to all

GPO catalog records, even though thisinformation is not available from the actua document. For
details, see GPO-CG: Notes and Publication, Distribution, etc., Area
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Corporate body added entries for Federd agencies issuing documents, including those that do not

appear in the document being cataloged, are also added. For details see GPO-CG: Corporate

Body Access Points.

SuDocs class. For details see GPO-CG: SuDocs Classfication Numbers.

Didiribution information, including item numbers. For details see GPO-CG: Item Numbers and

Notes.

Sdesinformation. For details see GPO-CG: Sdes Information.

Federal Internet access information, including PURLS. For details see GPO-CG: Electronic

Resources.

Additiona ingtructions on adding, modifying, and removing information from full-level OCLC database
records are in the table below. Other GPO cataloging guidelines are referred to in thistable. These
ingtructions pertain only to OCL C records encoded (ELVI:) blank, 7, or 1. For details on adapting OCLC
K-leve, i.e., minimum-level records, see GPO-CG: Abridged Cataloging.

Tag
006

007

010
020

027
037

042

074

086
088

Fidd Name
Additiond materid
Characterigtics
Physical description
fixed fidd

L C control no.
ISBN

STRN
Source of acquistions

Authentication code

GPO item no.

SuDocs class
Report no.

GPO Cataloging Guidelines

Status
O

O

Py

GPO Practice
Add or correct if appropriate.

Add or correct if appropriate.

Add to records authenticated for CONSER.

Subfield “a’: Add or correct if it appears in monograph
documents. Do NOT add to serid documents. Subfield
“c”: Add to records for monographs currently sold by GPO
in the same format.

Add if avallable.

Subfield “a’: Add to records currently sold by GPO or sold
by another agency. Subfidd “b”: Initids of agency sdling a
document. Subfield “c”: price of serid issuesin serid
availability records and monograph records only when sold
in adifferent format. Subfied “f”: format of verson sold.

L C record codes: Ic, lccopycat, led & pec.

Add pcc to records authenticated for BIBCO; Add Icd to
records authenticated for CONSER.

Add to records for documents distributed in atangible
verson.

Add to records for tangible documents.

Add if avallable.
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099
245

246

250

260

300

440
490
5XX

6XX

Local cdl no.
Title satement

Vaying form of title

Edition satement

Publication,
digribution, etc., area

Physica description

Seariesarea

Notes

Subject added entries

GPO Cataloging Guidelines

Add to records produced for the Monthly Catalog

Add elements and correct as needed, but with caution;
consider arecord may be a different edition or document.
Add 246 2 (search only) based on each catadoger’s
personal judgement on the needs of OCLC users.
Otherwise add asrequired by AACR2 & LCRIswith
indicators O, 1, 3.

Transcribe as required; supply to distinguish between
documents with the same hibliographic & physicd
description but with different contents.

Add/supply the name of the Federa agency issuing a
document if needed, aswell as a place of publication.
Add/supply GPO sdes satement if currently for sale even if
not found in the document. (Note: GPO adso considers
non-Federal bodies, such aslocd, regiond, and state
agencies, secondary and higher educationd indtitutes,
research laboratories, private organizations, & smilar
bodies found in explicit publishing satements or in the
imprint areato be publishers and records/retains them as
such.)

Correct and add e ements with caution; create a new record
iIf the differences between the physcd characterigtics of the
document in hand and the detailsin 300 fidd in an existing
record seem to indicate it isarecord for a different
document.

Correct or add series statements if necessary.

Add notes regarding distribution of tangible versonsto
depositories and availability of online versons. Add notes
to justify added entries for personal authors that do not
gppear prominently, but do appear in forma or informal
satements located in sourcesthat are initialy seen by
readers when examining a document, (t.p., t.p. verso, cover,
caption, & last page of text of books, etc.). Add other
notes as required by established standards. AACR2,
LCRIs, GPO-CG: Electronic Resources, Notes, Report
Numbers, Technica Reports & other GPO-CG's.

Add and modify asrequired by LCSH, LC's SCM: SH, &
GPO-CG: Subject headings. Add NASA thesaurus terms
to records for NASA technical reports.
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7XX  Added entries R Add and modify as required by AACR2, LCRIs, and
GPO-CG: Corporate Body Access Points and Personal
Name Access Points. Add persona author added entry for
2" & 3" persond authors named in forma or informal
gatements in sources that are initialy seen (t.p., t.p. verso,
cover, caption, & last page of text of books, etc.) if no
more than 3 are named. Add corporate body added entries
for the Federd agency issuing a document even if they are
not named in the document.

856  Electronic location O Add assigned GPO PURLS as appropriate.

7. Fieldsto beRetained in Existing Records:

Tag Fidd Name Status GPO Practice

FF Fixed fields

Normally do NOT change DLC, AGL, NLM, BIBCO &
CONSER records. Change other records as per BIBCO
& CONSER indructions.

006  Additiond materid O Retain if properly included; correct, if incorrectly or
characters incompletely coded.
007  Physca description O Retain if properly included; correct, if incorrectly or
fixed fidd incompletely coded.
010 LC contral no. R Retain without changing in records created or clamed by
LC.
015 Natl. bibliography no. Retain without changing in DLC, AGL, NLC, NLM,
records.
020 ISBN R Retain in monograph records if used as required.
025 Oversess acquistions Retain without changing in DLC records.
no.
027  Standard technica O Retain if properly included. (Do NOT record or retain in
report no. (STRN) serid records if assgned to a specific issue)
030 CODEN R Retain without changing in DLC, AGL, NLC, NLM, and
records input by other CONSER members.
034  Coded mathematical Retain & correct as appropriate.
data
037  Stock number O Subfield “&’: Retain & correct in dl records. Subfield “b’:
Substitute OCL C code for full address for production only.
Subfidd “c’: Remove if no longer for sdle. Subfied “f”:
Retain & correct.
039 Corerecord R Obsolete practice. ELVvI fixed field vaue should remain as

designator

GPO Cataloging Guidelines

4 unlessrecord is upgraded to afull-level BIBCO record.
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040

042

043

045

050

051

052

055

060

061

070

071

072

074

080

Cataloging source

Authentication code

Geographic area
codes

Time period of
contents

Library of Congress
cdl no.

Library of Congress
copy, issue, offprint
Satement
Geographic
classification codes
Cdl nos assgnedin
Canada

Nationd Library of
Medicine cal nos.

Nationd Library of
Medicine copy
gatements

Nationd Agricultura
Library cdl no.

Nationd Agricultura

Library copy
Satement

Subject category code

GPO item number

Universal decimad
cdassfication no.

GPO Cataloging Guidelines

Serid records only: Summarize to reduce the number of
subfield “d”sin GPO production records. Retain codes
(one each) for DLC, DGPO, AGL, NLM, NSD, NSDP,
NST, OCLC. (Exception: If the codein the last subfield
“d” isfor CONSER members other than those listed
above, retain it dso.)

Retain, add, & correctin DLC, AGL, NLC, NLM, PCC,
BIBCO, & CONSER records asindicated by codes. Ic,
Iccopycat, Ied, msc, nlc, nsdp, pcc, etc.

Retain in DLC, AGL, NLC, NLM, records, aswell as
records input by other PCC, BIBCO, & CONSER
members.

Retain without changing in DLC, AGL, NLC, NLM,
records, as well as records input by other PCC, BIBCO,
& CONSER members.

Retain without changing in DLC, AGL, NLC, NLM,
records, as well as records input by other PCC, BIBCO,
& CONSER members.

Retain without changing in DLC Records.

Retain and correct in dl records for cartographic materias
(atlases, maps, etc.).

Retain in DLC & NLC records. Delete from other records
for productions only.

Retain without changing in DLC & NLM records. Delete
from other records for production only.

Retain without changing in NLM records. Delete from
other records for production only.

Retain without changing in DLC & AGL records. Delete
from other records for production only.

Retain without changing in AGL records. Delete from other
records for production only.

Retain without changing (particularly in DLC & AGL
records).

Retain & correct in records for documents distributed to
depositories or available online.

Retain without changing.
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082

086
088

100

111

130

245

250

260

300

Dewey decimd call
no.

SuDocs class
Report nos.

Main entry-persond
name

Main entry-corporate
meetings/conferences
Uniform title

Title gatement

Edition satement

Publication,
digribution, etc., area

Physicad description
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Retain without changing.

Retain & correct.
Retain & correct if needed.

Retainin DLC, AGL, NLC, NLM, PCC, BIBCO, &
CONSER records. Alsoretainin al other records if
judtified by persond author statements (both forma &
informal) found anywhere in the document to three or fewer
persons. Also retain if attributed principdly to only one
person. Correct as needed to match the name authority
file

Retainin DLC, AGL, NLC, NLM, PCC, BIBCO, &
CONSER records. Correct transcription errors if needed.
Correct other records following AACR2 & LCRI
ingtructions.

All subfidds: Normally retain as origindly recorded in
exigting records, particularly in DLC, AGL, NLC, NLM,
PCC, BIBCO, & CONSER records. (Exceptions: Make
changes for loosdeafs & multiparts as required by the
rules) Redign subfidds, if in wrong order in full-leve
records, and correct transcription errors. typos,
capitdization, etc. Subfidd “c’: Move information
extracted from statements of responsibility that are not
prominent to 500 notes.

Normdly retain as originally recorded, particularly in DLC,
AGL, NLC, NLM, PCC, BIBCO, & CONSER records.

Normdly retain as originaly recorded, particularly in DLC,
AGL, NLC, NLM, PCC, BIBCO, & CONSER records.
Retain publishers from explicit publishing satements & from
the imprint area of chief source. Add Federd authorsin
brackets as required.

Retain for tangible formats. Do not use for onlinefiles.
Subfield “b": In accordance with LCRI 2.5C2, retain full
information on illugtrative maiter, if correct. Subfield “c”:
Do NOT change the recorded Sze unless the difference is
problematic, i.e., more than 2 millimeters. Do NOT change
DLC, AGL, NLC, NLM, BIBCO CONSER records.
Subfied “€’: Always retain information on accompanying
materids in master records. Delete for production only if
not distributed with a document or &t all.
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440  Series gtatements R
490

5XX  Notes, including

generd notes
6XX  Subject headings O
7XX  Added entries R

810 Seriesadded entries R
830

856  Electronic location O

Retain DLC, AGL, NLC, NLM, PCC, BIBCO, &
CONSER records. Correct recordsif necessary &
edtablish series authorities for full-level recordsif needed.

Retain dl notesjudtifying persond authors main entries &
added entries even if they are extracted from informal
gatements and internd sources. Retain notes justifying
corporate body main entries & added entries including
those from a secondary location, e.g., near the central area
of thet.p. or p. 4 of cover or the colophon. Add, retain,
and correct asrequired. Retain information in 505 notes
pertaining to dl pts./vals. of multiparts whether or not they
have been received by GPO for cataoging. Add
information to 505 notes on new pts./vols. Recelved by the
Cadoging Branch.

Retain and correct LCSH in DLC, AGL, NLC, NLM,
records, as well as records input by other PCC, BIBCO,
& CONSER members. Retain MESH in NLM records.
Change AGL subjectsto LCSH. Retain NASA Thesaurus
Terms (i.e., 650 -7 >2 nasat) & reviseif necessary. Do
NOT delete subject heading with 2™ indicators 1, 4
through 6, or 8 from OCL C data base records, but do
delete them for the Monthly Cataog production.

Retain, add, & correct as needed. Do NOT remove
personal authors added entries justified by notes extracted
from informa statements and/or internal sources. Do NOT
remove corporate body added entries for contractors not
accompanied by contract numbers. Also do NOT remove
corporate body added entries justified by statementsin a
secondary location, such as the centrd area of thet.p., p. 4
of cover or the colophon.

Retain, add, correct, or delete as necessary.

Retain, add, or correct as necessary. Replace & move
URLsto 538 or 530 in dl records with GPO PURLS.

SEE AL SO: Abridged Cataoging; Basic Manudss, Electronic Resources; Corporate Body Access Points;
Creating New OCL C Database Records; Microfiche; Multipart Items; Notes, Persona Name Access
Points; Publication, Digtribution, etc., Area; Report Numbers;, Sales Information; Subject Headings,

Technical Reports.
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AUTHORITY RECORDS

BACKGROUND: Theincluson of sandard access pointsin catalog records aids users to retrieve
information and to identify and locate specific publications.

1

7.

To facilitate consstency, AACR2 and other standards provide for the establishment of corporate body
names, jurisdictiona geographic headings, multiparts (collective titles), persona names, series, series-
like phrases, and uniform titles in standard forms.

. LC's SCM: SH providesfor the establishment of topica subject headings, the addition of new

subdivisons, non-jurisdictiona geographic names, and the updating of authority records.

. Both standards provide for the creation of authority records, cross references for variations, and

updating of existing authority records.

. Asamember of the Program for Cooperative Catal oging (PCC) name authority cooperative

component, NACO, and subject cooperative component, SACO, GPO does not have its own inhouse
authority files

. GPO catalogers access LC/NACO authority records and the LC/SACO authority records via

OCLC' s authority file system.

. GPO creates new authority recordsin the required form provided for by:

A. AACR2 and contributes them to the LC/NACO authority file.
B. LC'sSCM: SM and contributes them to the LC/SACO authority file.

GPO updates existing LC/NACO and LC/SACO as required by GPO, NACO, and SACO palicies.

INSTRUCTIONS:

1.

The primary sources consulted are:
AACR2, chapters 21 through 25
LCRIs, chapters 21 through 25
LC'sDCMZ1

LC'sSCM: SH

MARC21 FFAR
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NACO PM

SACO PM

2. In addition to the sources listed above, the authority liaisons, and occasionally catalogers, may need to
consult other sources. Some of these are:

Carroll’s Federal Directory: Executive, Legidative, Judicial. Retain all issues for recent years and retain
at least two non-consecutive issues for past years.

Carroll's Federal Regional Directory: Executive, Legidlative, Judicial. Retain all issues for recent years
and retain at least one issue for past years.

Congressional directory. All tangible, e.g., paper, issues retained permanently; current issue also
available via Internet, http://purl.access.gpo.gov/GPO/LPS194

The United States government Manual. All tangible, e.g., paper, issues retained permanently; recent
Issues available via Internet, http://purl.access.gpo.gov/GPO/LPS2410

POLICIES: GPO's participation in NACO and SACO is limited to the following:

1. Corporate Names: New corporate name authority records, including those for conferences, are
created and existing authority records are updated for all documents requiring corporate body access
points, including main entries (110 and 111 fields), subject added entries (610 and 611), or added
entries (710 and 711 fields).

A. Variant Names: Variant forms of corporate names agppearing in documents catal oged after an
authority record has been crested are added to existing records.

B. Conferences Authority Records: These are not crested for individua conference papers nor are
conference access points included in bibliographic records for individua papers.

C. Ranger Districts: Forest Service ranger digtricts and other ranger digtricts may be set up inthe
LC/NACO authority file under the Forest Service or other gppropriate higher adminigtrative
bodies.

D. Land and Water Areas. See 2, B, ii below.

E. Non-Federal Corporate Bodies: These are set up and traced for full-level records. They are
recorded in the description of new GPO abridged-leve records but are not traced even if
previoudy established. Non-Federd corporate body access points included in OCLC minimum-
level records are retained if established but are not retained if not established.

2. Jurisdictional Geographic Headings:
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A. All Documents: New jurisdictiona geographic heading authority records are cregted in the
LC/NACO authority file if needed to create a corporate body authority record.

i. Cross-References: Variant forms are added as they are discovered.

ii. Non-jurisdictional Geographic Headings: These are moved to the LC/NACO authority file
if needed to establish a corporate body.

B. Documents Cataloged Full-level or Core-level, Including Cartographic Materialsand
Congressional Documents: Authority records are created for the LC/NACO fileif they are
needed for subject headings.

i.  New Authority Records. Requests to establish new authority records for monographs are
submitted to the cataloging supervisor for approval.

ii. Land and Water Areas. Usualy the names of land and water areas are recorded as part of
thetitle or in anote, if appropriate. They are usudly established in the LC/SACO file and only
gppear as subject subdivisons or added entries. Land and water areas include government
controlled or owned aress, such as nationd, state, and local forests, monuments, parks,
seashores, etc. They may be established as corporate bodies in the LC/NACO name
authority file or used asamain or added entry if there is acceptable evidence that the
organization adminigtrating an area has the same name as the area administered. Required
evidence isthear gppearance in explicit statements of responsbility, e.g., prepared by ...
Nationd Forest. Federa agenciesthat administer or manage nationa forests, etc., may be
established, recorded in the statement of responsibility area of catalog records, and recorded in
main or added entries.

C. Abridged-Levd: Jdurisdictiona geographic headings are recorded as subject headings or a subject
heading subdivison only if previoudy established.

3. Personal Names:

A. Congressional Documents: Persond name authority records are created and existing authority
records are updated only for Congressiona documents with persona name access points, including
main entries (100 field), subject added entries (600 field), or added entries (700 field). GPO adds
new cross references for variant forms of persona namesin Congressional documents, but does
not add them for other documents.

B. Other Documents: Persond names needed to catalog other documents are confirmed in
OCLC' sauthority file. New persona name authority records are NOT created. Existing persond
name authority records are NOT updated. For information on recording personal namesin access
points, see GPO-CG: Personal Name Access Points.
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4. Multipart (Collective Titles): New authority records are created and existing records are updated
for usein full-leve bibliographic records only if amultipart collective titleisto be recorded in the series
statement area of arecord per GPO policy. Variant forms found in documents cata oged following full-
level standards are added to authority records. See GPO-CG: Multipart Items.

5. Series: Seriestitles and series numbering are dways confirmed in OCLC' s authority file.
A. Documents (Except for Individual Issuesof Serialsand Articlesfrom Serials):

i. Full-Level Records: New series authority records are created and updated only for
documents cataloged full-level. Series statements are recorded in either the 440 or 490 fields
and, if the established form differs, they are traced in the 810 or 830 series added entry field.

ii. Abridged-Level and Core-Level Records:

a If aseries has been established, the series title and numbering are recorded in either the 440
or 490 fidds in the form they appear and are traced in either the 810 or 830 fidldsin the
form required by the authority record.

b. If a series has been established and the form gppearing in the document being catal oged
following core standards or GPO abridged standard is a variant form, the variant is
recorded without it being added to the authority record. The established formistraced in
the 810 or 830 fields.

c. If aseries has not been established, it isrecorded in a490 fidd asit appearsin the
document, but isNOT traced.

B. Documentsthat Arelndividual | ssuesof Serialsand Articlesfrom Serials: To avoid
confusion, series authority records are NOT created for these.

i. Thesaridstitle and desgnation in which an individud article or group of articles gppearsis
recorded in anote. Example:

500 *“Journd of eementary education, volume 50, number 1.”

ii. Thetitleof theindividud article or the title given to agroup of individud articlesisrecorded in
the title and statement of responsbility area of the record. Hypotheticad example:

1001 Smith, Jane

245 10 Effectiveingruction >h [microform] / >c Jane Smith.
500 “Journd of eementary education, volume 50, number 3.”
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iii. If theindividud issue of a serid hasits own individud title, the individud title is recorded in the
title area of the catadoging record. The seridstitle and numbering are recorded in anote. See
hypothetica example below.

245 00 LosAngdes and the future of secondary education.
500 *“Journd of elementary education, volume 52, number 11.”

iv. If theindividud issue does not have its own title, the title and issue numbering are recorded in
the title and statement of responsibility area. See hypothetica example below.

245 04 Thejournd of eementary education, >n Volume 52, Number 11.

6. Series-Like Phrases: Inthe past GPO established series-like phrases for full-level records, but no
longer establishes them regularly. Authority records are crested only for series-like phrases that are
frequently confused with one or more series and are inadvertently, but frequently, recorded as series.
Notes giving ingructions on usage are added to multipart and series authority records. Example:

130 NPSD

667 Document

667 Give asaquoted note, including the number, if present, e.g., “NPS D-6"; not a report no.,
but designates a geographic area covered by the publication, do not enter in fields used to
record report numbers

A. Full-Level Records: Series-like phrases that qudify to be recorded in full-level records per the
ingructionsin GPO-CG: Report Numbers are confirmed for full-level records. Authority records
are created only if required for the reasons indicated above.

B. Abridged-Level and Core Level-Records. Serieslike phrases are not confirmed or recorded
in new GPO abridged-level records by GPO. Series-like phrases are confirmed and retained in
exising minimum-level and core-leve records.

7. Topical Headings, Non-Jurisdictional Geographic Names, and Other Headings Established in
the LC/SACO Authority File:

A. Congressional Documents: New authority records are created and existing authority records are
updated for Congressional documentsiif required. Topica headings are recorded in 650 fieds and
geographic names are recorded in the 651 fidlds. Some subject entries, e.g., buildings, etc., are
recorded in the 610 field.

B. Cartographic Materials: New non-jurisdictional geographic headings are created, if needed.

C. Other Documents: With the exception of persond names and uniform titles that do not need to
be established, al subject headings entries and subject heading subdivisions appearing in GPO
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records must be confirmed in the OCL C authority files, LCSH, LC's SCM: SH, or in GPO'’s
monthly listing of Subject Headings Proposa's Submitted to LC During....

8. Uniform Titles: Uniform titles are included in full-leve records but not in GPO abridged-leve records.

A. If auniform title that must be established is not in the LC/NACO authority file, it is established
fallowing theingructionsin LC's DCMZ1 and L CRIs, chapter 25.

B. Authority records for uniform titles may be created and contributed to the LC/NACO authority file
per LC'sDCMZ1 indructions only if cross-references need to be made. Thisisusualy the case
with private and public laws and treeties involving three or more countries. Often the officid name
of the public law gppears on a document in several manifestations (eg the officid name, the name
of the law in acitation, and the public lawv number).

C. If thereare no cross references, an authority record isNOT created. Uniform titles are included in
bibliographic records, if required, even though they have not been established.

D. Uniform titles are required for documents published smultaneoudy with different titles (AACR2
25.3C1), in different languages (AACR2 25.3C2), or that are trandations (AARC2 21.14 and
25.5). However, LC/NACO authority records are not created for them by GPO.

i.  If adocument isasmultaneoudy published verson of another document in a different
language, it is described in the note area as a version, not astrandation, e.g., 500 Spanish
verson.

ii. Congder adocument atrandation rather than averson in adifferent language if it contains
explicit trandation statements, e.g., 500 "Trandated by ..." or 500 "Trandation of ...."

iii. TheLibrary of Congress has requested that GPO not establish uniform titles for trandations of
individud journd articles

9. Errors Transcription errors and other errors occurring in existing authority records are corrected if
they were created by GPO or referenced by GPO to catalog a document.

GPO AUTHORITIESRECORD LIAISONS: Certain GPO catdogers are assigned the respong bility
of cresting, updating, and contributing LC/NACO and LC/SACO recordsin compliance with the generaly
accepted standards listed above. Liaisons have find authority, aong with the Library of Congress's
authority record contacts, asto the form of entries, cross-references added, notes for supporting
documentation, etc. In addition, authority record liaisons advise other catd ogers on whether or not a new
authority record is needed or an existing record needs updating. They also advise cataogers on the
incluson of specific access points in bibliographic records and the inclusion of supporting information in
notes or esewhere in the record. Catalogers who are not liaisons are responsible for preliminarily
determining if a new authority record is needed or an existing authority record needs to be updated.
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Name Authority Liaison: He or sheis responsible for records contributed to or updated for the
LC/NACO file, with the exception of records for multiparts, series, and series-like phrases.

Series Authority Liaison: He or sheisresponsible for al records for multipart, series, and series-like
phrases contributed to or updated for the LC/NACO files.

Subject Authority Liaison: He or sheisresponsible for al records contributed to or updated for the
LC/SACOfile.

RESPONSIBILITIESOF THE CATALOGER:

1

Using the preferred forms of established names and uniform titles as indicated in the 100, 110, 111,
and 130 fields of OCL C authority records in access points added to bibliographic records.

Correcting recording series statements and series-like phrases in the 088, 440, 490, and 500 fields and
using the established uniform titles for series and multiparts and established number formsin 440, 810,
and 830 fields.

Correctly assigning and recording subject added entriesin the 600, 610, 611, 630, 650, and 651
fidds.

Searching and verifying al headings for main entries and added entries included in the cataloging record
in the OCLC authority file.

Identifying persond names, corporate bodies, jurisdictiona geographic names, or uniform titles that
may need to have authority records established for them, identifying existing authority records that may
need modification based on the document in hand.

Prdiminarily determining and requesting if a new topica subject heading or non-jurisdictiond
geographic name authority record is needed to catalog a Congressiona document, atlas, or map.

If authority work is needed, completing a"PROPOSED AUTHORITY HEADING" form and
forwarding it, dong with the document being catd oged, to the proper liaison. The form, with the
physical document or information from online files attached, is placed in the proper "authority box" by
the cataoger.

RESPONSIBILITIESOF THE AUTHORITY RECORD LIAISONS:

1

2.

Determining if anew authority record is needed or an exigting one needs revison.

Determining if other additions, including additional cross references, or other changes need to be made
to existing records.
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3. Contacting the Library of Congress' s Cooperative Cataloging Team for information and advice.

4. Contacting, if necessary, individuals, as well as governmental and non-governmental organizations
outside of GPO for information on the names of corporate bodies, geographic names, personal names,
other names, and uniform titles being established inthe NACO or SACO authority files.

5. Creating new authority records and updating existing authority records for the LC/NACO file through
the OCL C authorities system.

6. Reguesting new authority records and requesting updates to existing authority records for the
LC/SACO fileviae-mail to the Library of Congress s Cooperative Cataloging Team.

7. Returning the documents submitted for authority work in atimely manner. The control number of the
authority record is written on the returned "PROPOSED AUTHORITY HEADING" form.
Sometimes there are delays because of a need to contact issuing organizations, persons, or the Library
of Congress.

8. Making and retaining printouts of new and updated authority records and, when necessary, making and
retaining surrogates of sources, e.g., photocopies of pages of printed meaterials, frames of microfiche,
etc., for future reference and for ongoing quality review. Surrogates of sources are normally not made
for documents available online.

SEE AL SO: Cartographic Materias; Corporate Body Access Points; Contractors and Contract Numbers;

Multipart Items, Personal Name Access Points; Publications, Distribution, etc., Area; Report Numbers,
Series, Statements of Responghility.
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BASIC MANUALS

BACKGROUND: Some of the documents GPO catalogs consst of basic manuals that are updated by
separatdy published changes, tranamitta's, amendments, etc. Some publications of this type have separate
updates that are not interfiled into the basic volume. Others, called loosdleafs, have update pages that are
interfiled into the basic. GPO receives and catalogs many of these kinds of documents.

INSTRUCTIONS: In addition to this guideline, specid loosdleaf cataloging indructions are included in
AACR2, chapter 2; LCRISs, chapter 12, and LC’'s CRFTDOLP.

MONOGRAPH OR SERIAL: Documentsthat consst of basic volumes and updates, including
loosdeaf updates, that are regularly reissued (usudly annualy or biennidly) as consolidated or cumulated
reprints are cataloged as seridsif dl of the other requirements for serid trestment are met. The serid
definition in AACR2, Appendix D (page 622) and LCRI 12.0 are followed when determining if documents
conssting of abasic manua and updates, including those that are loosdedfs, are sexids.

MICROFICHE REPRODUCTIONS: Sometimes GPO distributes microfiche reproductions of the
basic volumes and their updates to depository libraries. GPO cataoging policies are the same, whether
cataloging microfiche or paper reproductions of basic volumes and updates.

CATALOG RECORDS: Basc volumes are catd oged following the ingtructions below.

1. Basic manual: In all cases, the cataloging record entered into the OCL C data base and produced for
the Monthly Catalog describes the basic manual, not the update, change sheets, or the accompanying
transmittals.

A. Titlearea: If appropriate, record the part or section number in atitle in the 245 subfidd “n” and
record the part or section titlein 245 subfied “p.” If the lements of the title are presented in a
different order than they are to be recorded, record them in the required order. Separate the
subfield “n” from the subfidd “&’ by afull stop, and the subfidd “n” from the subfield “p” by a
comma.

B. Edition Statements. Revised or consolidated reprints of basic manuals that are monographs are
treated as new editions and new database records are created for them. Phrases, such as
"Consolidated reprint,” “Cumulated reprint,” or "Revised and updated with changes 1-8," are
recorded as edition statementsin MARC21 FFBD, 250 field. Revised or consolidated reprints of
basic manuasthat are serids are treated asindividual serid issues.

C. Date of Publication, Distribution, etc., Area: The publication date recorded in the 260 subfield
“C” isleft open.

D. Physical Description:
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i.  Monographic Basic Manuals That Are Loosdeafswith Single Binders: Inal casss, if a
basic manud isamonograph and aloosdeaf, and is meant to be filed into a Single binder,
record the extent of theitem in the 300 subfidld “a’ as. "1 v. (loosdeaf)" inthe OCLC
database record.

ii. Monographic Basic Manuals That Are L ooseleafswith Multiple Binders: If abasic
manud isintended to be filed in 2 or more binders, record the extent of item as: 2 v.
(loosdleef), etc.

iii. Monographic Basic Manuals That Are Not L oosdleafs: If abasc manud isa
monograph, but is not loosdleaf, record the extent of itemas™1v.", “2Vv.”, ec.

iv. Serial Basic Manuals: If the basic volume isa serid, use amply “v.”
2. Updates, Changes, Transmittals, etc.: OCLC records are NOT created for basic manual updates,
change sheets, tranamittal sheets, etc. All arelisted in the specid materias section of the Monthly
Catalog and are processed in following the ingructions in GPO-CG: Ligt of Specid Materids.

SALESINFORMATION: Record sdesinformation for basic manuas following GPO-CG: Sdes
Information ingtructions.

SEE ALSO: Lig of Specid Materids, Sales Information; Multipart Items, Serids.
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CARTOGRAPHIC MATERIALS

BACK GROUND: Cartographic materiads include atlases and maps. They may accompany or be
included as part of other documents.

INSTRUCTIONS: The following standards are followed for cartographic materias cataloging:
AACR2

AACCM’'sCM

LCRIs

CARTOGRAPHIC MATERIALSACCOMPANYING OTHER DOCUMENTS: These are
treated as accompanying materia in the cataloging record.

1. Separate SuDocs Classand Title: If individua maps are separately classified and titled, those
classes and titles are included in the catal og record.

2. Physical Description:

A. Cases, Envelopes, Folders, Portfolios, etc.: If acase, etc., contains one or more printed
documents with text and illustrations and separately printed maps, the entire contents of the case,
etc., are described in the 300 subfield “&’ of the catalog record. Example:

300 1lcase(lv., 25 maps)

B. Mapsin Pockets: If printed maps are contained in a pocket or pockets in abound document, the
contents of the pocket are described in the 300 subfield “b” and anote. Example:

300 ix, 250 p.>b:ill., mgps; >c 32 cm.
500 Ten mapsin pockets.

CARTOGRAPHIC MATERIALSAPPEARING INDEPENDENTLY FROM OTHER
DOCUMENTS:

1. Multi-Sheet Maps: A multi-sheet map, such as alarge forest s, is cataloged as a sngle map record
in both the Monthly Catalog and OCLC.

A. Occasondly, the print output restrictions of the Monthly Catalog may require that the set

appear in more than one record, but in these cases the records will be derived from asingle OCLC
record.
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B. Individua sheet titles are recorded in the contents note of a single record in both the Monthly
Catalog and the OCL C database.

C. Thecdassesof theindividua sheets are entered into multiple 099 fields for the Monthly Catalog.

2. Map Series: Quadrangles are catdoged for the Monthly Catalog at theindividua sheet level. This
practice alows GPO to provide specific digtribution and identifying date information for each
quadrangle.

3. Serial Maps: These are cataloged following AACR2, chapters 3 and 12, CCM, CEG, and OCLC
Serids Work forms.

4. Microfiche Reproductions. GPO's generd policiesfor cataloging reproduction microfiche are
followed when cataloging map microfiche created by photographing the paper originas.

A. GPO treats dl microfiche, with the exception of computer output microfiche (COM), as
reproductions. Theingructionsin LCRI 11.0 are followed instead of those in AACR2, chapter
11.

B. Included are mapsin the USGS Open-File Report series which were formerly cataloged as origina
microfiche. Theingructionsin OCLC’s BFAS, http://mww.ocl c.org/ocl ¢/bib/about.htm and the
OCL C maps work-form are used.

SEE AL SO: Electronic Resources; Microfiche Series; Serids; SuDocs Classfication Numbers.
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CATALOGING PRIORITIES

BACKGROUND: The scope of GPO's catd oging respongbilitiesis codified in 44 U.S.C. § 1710 and
1711, which requires a* comprehensive index of public documents’ that must represent al publications
published by dl U.S. Government agencies.

POLICY: Within this universe of potentia resources GPO agpplies judgment to identify documents of
immediate or continuing public interest and assgn them highest priority cataloging irrespective of publishing
agency, format, or media.

1.

High priority levels are one and two in this i, given the close association between public interest and
many of the publications chosen for the Saes Program.

GPO catdogs online Federd Depository Library Program (FDLP) documents at partner sites and
U.S. Government databases using the same priority system.

All other factors being equa, preferenceis given to an online version of a high priority title distributed
to libraries solely in online format rather than to the sametitle in other media

When high priority documents are distributed in atangible format and are also available online, both the
tangible verson and the online verson are considered high priority. In this circumstance, a cataloging
record for the tangible verson may aso include the title, accessinformation and the PURL (Persstent
Uniform Resource Locetor) for the online version.

Records representing tangible versions of high priority titles will be updated as online versons are
discovered, aslong as such efforts do not impede processing of uncataloged high priority work.
Record updates of high priority resources will take precedence over cataoging works of less than high

priority.

GPO CATALOGING PRIORITIES (FROM HIGHEST TO LOWEST)

1.

2.

Documents of immediate or continuing public interest, irrepective of publisher, format, or media.
Documents sold by GPO.

Other documents distributed or made ble to depository libraries.

Technica reports, irrespective of publishing agency or content.
Titles not distributed or made accessible to depository libraries.

Titlesincluded in a series or other larger body of work for which bibliographic control is provided by
another Federal agency.
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COLLECTION-LEVEL RECORDS

BACK GROUND: Federd agencies often organize their onlinefilesin groups. Theindividua documents
within the groups may be accessed from dickable ligings, clickable indexes, or database search boxes.
Documents may be grouped by seriestitle, technica and research report groups, or by topic. These Sites
may contain both clickable listings and search boxes. Below are examples of Web stes and Web pages
with documents grouped together:

C 1o Item 0128-P (online) STAT-USA/Internet
http://www.stat-usa.gov/stat-usa.html

HE 20.6230: Item 0508-05 (online)  Healthy People 2000 Statistical Notes
http://www.cdc.gov/nchsmww/products/ pubs/pubd/hp2k/statnt/statnt.htm

S1.123: Item 0862-B (online) Background Notes

http:/Mmww.state.govimvwwi/background _notes/index.html

General Policiesfor Collection-Level Records

1. GPO creates collection-level records for groups of online files as provided for in AACR2 1.0A2, with
the following exceptions

A. Onlinemultipart sets. Volumes, pats, etc., of online file multipart sets are cataloged in collective
set, multipart, records, when al the parts can be recorded in the 505 field, per GPO-CG
Multiparts. When dl the parts, etc., of an online file cannot be recorded in the 505 field, GPO
crestes a collection-level record.

B. Online serials. Issues of an online serid are cataloged in a serid record.

2. ThePURL assgned to a collection-level record connects to a page of an eectronic site where dl the
individua works in the record are available to the user via (preferably) aclickable index, or viaa
search window.

3. Someindividua works included in a selected collection-level record may aso be cataoged separately,
eg., online titles-in-series documents, Congressiona documents, Generd Accounting Office
documents, documents didtributed individudly in tangible versons, etc. Individuadly cataloged
documents with URL s that connect directly to the individua works are assigned individuad PURLSs.
Individuad PURLSs cannot be assigned to documents that do not have individuad URLs. For ingtructions
on determining the encoding-levels to individud online records, see GPO-CG: Abridged catdoging.

4. The decisgon on whether to create individua records for aparticular eectronic Ste is determined by the
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characterigtics of the Site, the characterigtics of the documents, means of retrieving individua
documents, user convenience, and other factors. For example, it is sometimes more convenient for
users to access individua documents through a collection record for a small group of documents rather
that from individua catalog records, if the parts of amultipart cover a specific region, state, county,
metropolitan areg, city or town. An opposite example is an eectronics site with access to hundreds of
documents that are individualy accessble only through a search window.

5. Seid records are usudly assigned unique PURLS, even though they sometimes may lead to the same
Web ste asa PURL that isincluded in a collection-leve record. Including unique PURLsin serid
records isintended to minimize potential changes to seria records due to Web Site reorganizations.

6. Separate records are not created for individua online documents represented by collection-level
records if their physica equivaents have previoudy been catdoged by GPO or are being cataloged at
the sametime. Instead, the following is added to the records for the physica equivaents:

A. An gpn number (035 fidd) (but not in Sngle record multipart records & serid records)
B. An additiond item number followed by the word “onling’ (074 field)

C. A noteindicaing online availability and the URL for thefile (530 note field)

D. A PURL and other accessingtructions (856 field)

The information about the online version is transcribed only in the 035, 074, 538, and 856 fidds of the
record for the tangible verson. The URL transcribed in the 538 field and the PURL transcribed in the
856 fidd should lead to the online file group, NOT to the individud online file.

CREATION OF COLLECTION-LEVEL RECORDSFOR ONLINE FILES

Generdly, GPO palicies are the same for creeting collection-level records for online file groups and for
creating new online file records for individua documents. See GPO-CG: Electronic Resources. The
specific ingructions follow:

1. Fixed Field Coding:

A. Type: Collection-level records for online file groups thet are textud are coded “ Type: "
Cartographic materids are coded “Type: e” Databases are coded “Type: m.” For information
on coding other types of online files, ssee MARC21 FFBD or OCLC's BFAS,
<http://www.ocl c.org/ocl ¢/bib/about.htnr>.

B. Bibliographic level: The bibliographic levd isadways recorded as“BLvI: ¢”

C. Level of Records: All new collection-level records created by GPO are coded: “ElIvl: K.” If a
collection-level record aready exists on the OCL C database for a group of onlinefileswith a
higher level, e.g., blank or I, GPO retains the higher leve. It does NOT contribute adapted and
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new collection-level records to either BIBCO or CONSER and, therefore, does NOT upgrade
the encoding leve for any collection-level records to blank.

D. Form: Sincedl GPO collection-level records are for eectronic resources, records created using
OCL C workforms wfm (text), wfme (maps), and wfmg (visua materids) are coded “Form: s”

E. File TheFile fixed field in records created using the OCL C workform wfmm, must be coded to
indicate the type of electronic resource. Catalog records for eectronic resources that primarily
consst of Satistical tables are catd oged using the workform wfmm and are coded “File: a”

F. Type of Date: If documents represented by a collection-leve record were published over arange
of years, the records are coded “DtSt: k.”

2. Fixed Length Data Elements (006 Fields): If the Type: fixed fidd is coded anything other than “m”,
an 006 field is aso added in the record.

3. ACSISPublication 1D Numbers (035 Field): If agroup of onlinefilesis described inasngle
ACSISrecord, the ACSIS publication ID number for the group isincluded as ingtructed in GPO-CG:
Electronic Resources. If individua online files are entered individualy in ACSIS and no group record
isincluded in ACSIS, an 035 fidld is not included in the record.

4. SuDocs Class (086 and 099 Fields): If the documents included in an online file group al have the
same class sem but different class extensons, record only the class sem in the record. If an onlinefile
group includes documents with different SuDocs class ssems, GPO records up to nine SuDocs class
gemsin the 099 fields.

5. Title (245 Field): If available, thetitle from a group Web steisrecorded in the 245 fidd. If the Web
gte does not include a group title, the group title recorded in the New Electronic Titles (NET) listing is
bracketed into the title area of the record. If thetitle at the Web site is embedded within other
wording, bracket in the title as found within the wording. All new records for electronic records
created on and after Dec. 1, 2001 must include the GMD, “ electronic resource,” rather than
“computer file.” See hypothetical examples below:

Web Page Title NET title Catalog Record

Publications SL Publications 245 00 [SL publications] >h [dectronic
resource].

About the Educationd Educational Research 245 00 [Educationa research series] >h

Research Series Series [eectronic resource].

3. Date of Publication (260 Subfield “c”):
A. If easly determined, the date for the earliest document published is recorded as the firgt (beginning)

publication dete for an onlinefile group. If it isnot possible to determine the correct beginning
publication date for an online group, the earliest verifiable publication date is recorded. The dates
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for anumbered series group, which contains dl volumes/partsin that series, can usudly be
determined. Examples:

Beginning Date Known:  >c 1975-
Beginning Date NOT Known: >c <1993- >

C. Normaly, ahyphenisincluded following the date as shown in the examples. Do not use a hyphen
if dl the documentsin a group were published the same year and it is determined that no other
documents will be added.

D. If itiscertain adocument with an earlier date will not be added |ater, record the date without angle
brackets. For example, a beginning publication date for along established series group could be
added without brackets. Otherwise, record dates in angle brackets.

E. If the earliest publication date cannot easily be determined, record:

I. Theearliest publication date in angle brackets if found during a cursory review of the
documents,

ii. Thecurrent year in angle brackets if publication dates are not available or if a cursory review
would be meaningless because of the large number of documentsin the group being cataloged.
Example

>C <1998- >

B. A cloang dateisadded if it is certain that additional documents with later dates will not be added
to the group. Example:

>C <1983>-1998.
4. System Requirement (538 Field): Includeif instructed to do so by GPO-CG: Electronic Resources.

5. Mode of Access (538 Fidld): Follow GPO-CG: Electronic Resources, 5, G unless the name of the
Web gteis exactly the same asthetitle for the online file group accessed. If the name of the Web site
and the overdl title of an online file group are exactly the same, use only the word “Internet” following
the required introductory phrase “Mode of Access.” The URL firgt assigned to a GPO PURL is
recorded in the mode of access note. Examples:.

NOT

538 Mode of access. Internet. Address as of 538 Mode of Access. Internet viathe STAT-

2/27/98: http://www.gtat-usa.gov/stat-usahtml;  USA/ Internet web site. Address as of 2/27/98:

current access available via PURL. http://www.stat-usa.gov-usahtml; current access
avalableviaPURL.
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6. Source of Title (500 Field): Alwaysinclude the source for thetitle. Examples (See dso 5 above):
500 Titlefrom title screen.

500 Titlefrom GPO New Electronic Titles listing.

7. Not Distributed Notes and Distribution Notes (500 Field): These are NOT included in collection-
leved records. If it isknown afeeis charged for dl or part of the documentsin an onlinefile group, a
note indicating thisisincluded isin the record. Example:

500 Freeaccessto usersat U.S. Federa depostory libraries; fee-based to other users.

8. Summary, etc., Notes (520 Field): These are NOT normally included in GPO collection-level
records. They areincluded only if needed to provide sgnificant information about the documents that
isnot provided by the title, statements of responsbility, publication and ditribution statements, or the
subject headings.

9. Cataloger’sNote (590 Field): Include the letters CLR following the catadoger’ s name in the qudity
control note. Example:

590 [cat:xtc,CLR]
10. Linkings (765-787 Fields): These are NOT added to collection-level records.
11. Electronic Location and Access Field (856): The assgned PURL recorded in a collection-level
record depends on the organi zation of the Web site. The PURL may lead to aclickable liging or
index, a search box, or, if gppropriate, to an introductory page. Example:

856 40 >u http://purl.gpo.gov/GPO/L PS254

SAMPLE A (Record for Web site with both clickable listing and search box.)

OCLC: 38524743 Rec dt: c
Entered: 19980227 Replaced: 20000510 Used: 20000328

> Type m ELVI: K Srce: d Audn: Ctrl: Lang: eng
BLVI: ¢ Fle a Gpub: f Mrec: Ctry: dcu
'Desc: a Dtst: k Dates: 1998,9999

1 040 GPO >c GPO v

035 (GPO)apn95-022325 v

074 0128-P (online) 1

086 C191: 9

099 C191:q

049 GPOO 1

24500 STAT-USA Internet >h [electronic resource].

2463  STAT-USA

260 [Washington, D.C] : >b U.S. Dept. of Commerce,>c <1998- >

v v v v v v v v w
OO ~NOOlT WD
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» 10 538 Mode of access. Internet. Address as of 2/27/98:
http:/Amww.gat-usa.gov/stat- usahtml ; current access available via PURL.

» 11 500 Title from title screen.

» 12 500 Freeto usarsat U.S. Federa depository libraries; other users are required to pay a
fee

» 13 50 Site provides access to gpproximately 3,000 statistica publications including economic
and trade related records.

» 14 590 [cat:xtc;CLR] 1

» 15 650 0 Feded government >z United States >v Stetidtics. |

» 16 85640 > >uhttp:/purl.gpo.gov/IGPO/LPS254 1

SAMPLE B (Record for series Web Ste.)

OCLC: 38578683 Rec gt Cc
Entered: 19980310 Replaced: 20000510 Used: 20001019

> Type m ELv: K Srce d Audn: Cirl: Lang: eng
BLVI: ¢ Fle a Gpub: f MRec: Ctry: mdu

'Desc: a Dt k Dates: 1991,9999 1

’ 1 040 GPO >c GPO ¥

’ 2 035 (GPO)apn95-022325

g 3 074 0508-G-05 (online) 1

’ 4 086 HE 20.6230: 1

’ 5 099 HE 20.6230: 1

’ 6 049 GPOO 1

g 7 24500 Hedthy people 2000 statistical notes >h [electronic resources)].

’ 8 260 [Hyattsville, Md.] : >b National Center for Hedth Statistics, >c <1991- >

’ 9 538 Mode of access: Internet. Address as of 3/10/98:

http:/Amww.cdc.gov/nchsmwwi/products/ pubs/pubd/hp2k/statnt/statnt. htm; current
access available viaPURL.
» 10 500 Title from title screen.
» 11 520 A liging of publications from the Hedlthy people 2000 Satigtica notes
series, most of which are accessble online. §
12 590 [cat:xtc;,CLR] 1
13 650 0  Publichedth >z United States >v Stetidtics. |
14 650 0 Hedth surveys>z United States. |
15 710 2  Nationa Center for Hedlth Statistics (U.S)) 1l
16 85640 > >uhttp://purl.gpo.gov/GPO/LPS151 |

v v Vv Vv v

SAMPLE C (Record for a multipart group Web ste)

OCLC: 38578711 Rec Hat: C
Entered: 19980310 Replaced: 20001030 Used: 20000412
> Type a ELvi: K Srce d Audn: Cirl: Lang: eng
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BLMI:
' Desc:
4 1
> 2
’ 3
» 4
’ 5
> 6
4 7
> 8
’ 9
» 10
» 11
» 12
» 13
» 14
15
» 16
» 17
» 16

c

a
040

006
074

086
099
049
245 00
260
538

500
520

590
650
650
650
650 O
710 1
856 40

o OO

Form: s Conf: O MRec: Ctry: dcu

Cont: GPub: f Indx: O
llls Fest: O Dtst: k Dates: 1991,9999
GPO>cGPO
[m o T
0862-B (online)
S1.123. 9
S1.123. 1
GPOO {
Background notes >h [electronic resources)].

[Washington, D.C] : >b U.S. State Dept., >c <1991- >

Mode of access: Internet. Address as of 3/10/88:
http://ww.gtate.govimwwi/background¥e5Fnotes/index.html; current access available
viaPURL. §

Titlefrom title screen.
A collection of recent State Department area studies, arranged by region,

and reports on various international agencies.

[cat:xtc,CLR] 1

Areastudies >z United States.

Political geography. 1

Higtorica geography.

Internationd agencies.

United States. >b Dept. of State.

> >u http://purl.gpo.gov/GPO/LPS2003 1

SAMPLE D (Record for agroup of documents from the same agency)

OCLC: 43533527 Rec gt Cc

Entered: 20000228 Replaced: 20000510 Used: 20000428
> Type a ELvi: K Srce d Audn: Cirl: Lang: eng

BLVI: ¢ Form: s Conf: O MRec: Ctry: dcu

Cont: Gpub: f Indx: O
'Desc: a llls Fest: O Dtst: k Dates: 2000,9999
’ 1 040 GPO >c GPO v
’ 2 006 [m da 19
3 035 (GPO)apn00-010643

g 3 074 0723-A-02 (online) 1
’ 4 086 J21.19:00010643 1
’ 5 099 J21.19:00010643 1
’ 6 049 GPOO 1
g 7 24500 Immigration and Naturdization Service, forms and fees >h [electronic resources).
’ 8 260 [Washington, D.C.] : >b Immigration and Naturdization Service, >c <2000- >1
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10
11

13
14
16

v Vv Vv Vv Vv Vv

538

500
590
610 10
650 O
710 1
856 40

Mode of access: Internet. Address as of 2/28/2000:
http:/Aww.ins.usdoj.gov/graphicsformsfee/forms/index.htm ; current access available
viaPURL. {

Titlefrom title screen.

[cat:xtc,CLR] 1

United States. >b Immigration and Naturdization Service >v Forms. |

Immigrants >z United States.

United States. >b Immigration and Naturdization Service.

> >y http://purl.gpo.gov/GPO/LPSA4036 >z Click under "Form Number from listing
of availabletitlesto view

SEE AL SO: Abridged Cataoging; Adapting OCL C Database Records; Electronic Resources; Cregting
New OCL C Database Records; Multipart Items.
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CONTRACTORSAND CONTRACT NUMBERS

BACKGROUND AND POLICIES: GPO includes either amain entry or added entry for non-Federd
corporate bodies that prepare Federal documents under contact if the specific contract number under
which it is prepared gppears in a document.

1. Determining if a Contractor Should Be Given an Entry:

A. Both the name of the contractor and the contract number must appear on a prescribed source or
bibliographic data shest.

B. Only corporate bodies with a contractua relationship that results in the production of specific
documents are given an entry. No entry is given a corporate body which operates a government
facility under contract to an agency. For example, GPO does NOT trace or name a corporate
body that operates alaboratory for a Federd agency under afacilities management contract.

2. Determining the Version of the Contractor’s Nameto Record in an Entry: Theverson of the
contractor’s name appearing in the chief source or in areas 1 and 2 for the class of materia being
cataloged is preferred over versions of a contractor's name appearing in another source, e.g., the
technica report documentation page, etc. If the contractor's parent body is named on thetitle page,
and alower unit is named on the technica report documentation page; the name of the parent body is
recorded as it appears on the title page.

3. Recording Contractorsin a Statement of Responsibility or in a Note: Contractors may be
recorded in either a statement of responghility or in a note as gppropriate to the document being
cataloged.

CONTRACT NUMBERS (includes grant, project, task, and work unit numbers): If apecific
document is prepared under a specific contract, that contract number should gppear in the cataloging
record if it gppears on a prescribed source or bibliographic data sheet.

1. Technical Reports: If adocument isatechnical report, the contract number should appear in a536
fidd if afull-level record is adapted.

2. Documents That Are NOT Technical Reports: If adocument is not atechnica report, the contract
number may be transcribed in anote or in the statement of responsibility area (245 subfid “c”). See
GPO-CG: Statements of Respongbility, for information on the conditions under which contract
numbers may appear in the satement of respongbility.

SEE AL SO: Corporate Body Access Points, Statements of Responsibility; Notes; Technica Reports.
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CORPORATE BODIESACCESSPOINTS

BACKGROUND: AACR2 provides catal oging organizations with the authority to record corporate
bodies that have a relationship to a publication. AACR2 21.30E, 21.30F, and 21.30H give cataloging
organizations broad authority to include the corporate body added entries they fed are needed to fully
meet the needs of those served by their organizations. Both BIBCO and CONSER records may include
added entries for corporate bodies that have a relationship to the publication other than that of preparation,
sponsorship, issuance, or publishing. Optiondly, in the interest of timeliness and economy, cataloging
organizations may limit the information and added entries included to those required.

Providing access to documents through entries for the Federd agencies that prepare and issuethemisa
basic function of GPO cataloging records. Therefore, GPO cata ogers supply information regarding the
Federd agency involvement in preparing and issuing a document based on the SuDocs dassif noneis
included in the prescribed sources for areas 1 and 2 for the class of material to which the document
belongs. Thisinformation is recorded in the name of publisher, digtributor, etc., area (260 subfield “b”) or
inanote. Corporate bodies that appear only in the title of a document, but are responsible for preparing
and/or issuing a document, may be used as the main entry or as an added entry based only on their
aopearancein thetitle.

CORPORATE BODY MAIN ENTRIES:
1. New Records:

If a Federd or non-Federal corporate body qualifiesto be the main entry of anew record under AACR2
21.1B2, it isrecorded as such.

The main entry in anew record created by cloning does not need to match the main entry in the origina
record.

Records for GAO reports and environmenta impact statements are aways given corporate body main
entries.

2. Existing Records. GPO does NOT modify existing DLC, AGL, NLC, NLM, BIBCO, and

CONSER records to change the existing main entry. GPO may change the main entry of other existing
records to a corporate body main entry or from a corporate body main entry to atitle main entry if the
cataloger definitely fedsit isrequired by AACR2 21.1B2. GPO may change records in compliance with
the specia GPO entry rules noted above. Otherwise, the main entries for existing records are not changed.

CORPORATE BODY ADDED ENTRIES:

1. New Full-Level Records. When creeting full-level records without cloning existing records, GPO
limits added entries for both Federal and non-Federa bodies to:
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A. Corporate authors named in aforma statement of responsibility

B. Thosethat are recognized as being a publisher, that have a function that is more than merdly
publishing and distributing a document, or whose responghility for the preparation of the document
is shown by the appearance of their name in one of the following locations:

i. Explidt publishing Statement

ii. Imprint area of the chief source of printed documents and microfiche reproductions and smilar
locations for other types of publications, eg., the areas above and below thetitle on a CD-
ROM disc labd or ajewe caseinsert, etc.

iii. Secondary location on the same source on which the name of the higher body appears. The
lower body will be used only if itis

Formally presented;
Not a place of employment; and
- A lower body is NOT shown in a preferred location on the same source.

For books and pamphlets, a secondary location on the same source would be the central area
of thetitle page, or if atitle pageislacking, the central area of page 1 of cover.

iv. Other prescribed sources for areas 1 or 2 for the class of publication being cataloged, such asa
colophon or p. 4 of cover for abook or pamphlet and printed instructions accompanying a CD-
ROM, with the same exceptions asin iii above.

C. Non-Federa bodies, e.g., locd, regiond, and state agencies, secondary and higher educationa
ingtitutions, research laboratories, private foundations, and smilar bodies are recorded in GPO
catalog records and given added entries, if both of the following conditions are true:

i. They appear in one of the locations listed in Section B.

ii. They are recognizable as the publishers or preparers of the work, because of the location of the
name or by explicit wording in the document. In this case, the body isrecorded and given an
entry. A contract number or statement that the publication was produced under contract is not
required.

D. Contractorsthat are identified as such by the presence of a contract, grant, or other funding
number named in areas 1 and 2 for the class of publication catal oged.
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E

Federal corporate bodies added to the name of publisher, distributor, etc., area of arecord in
brackets or recorded in an “issued by” note based on the SuDocs class because no Federal body
isnamed in a prescribed source for areas 1 and 2 for the class of publication being catal oged.

Federal corporate bodies under which the SuDaocs class has been assigned by GPO that do not
appear on the same source as an upper or lower body recorded in the statement of respongbility
area or as the publisher in the name of publisher, digtributor, €etc., area.

Only the lowest unit of corporate bodies that are presented hierarchicaly in statements of
respongbility or publishing statements are given entries.

I. Unlessit isthe main entry, the lowest body recorded in a statement of responghility is dways
given an added entry regardless of whether or not alower body is recorded in the name of
publisher, distributor, etc., areaor in anote.

ii. Thelowest body recorded in the name of publisher, distributor, etc., areais given an added
entry unless.

It isthe main entry;
It merely publishes or distributes a document, or
- A lower body is recorded in the statement of responsibility areaor anote.

H. GPO does not provide added entries for Federd agenciesthat are responsible only for the

distribution of a document.

2. New GPO Abridged-L evel Records: GPO includes added entries for Federd bodiesin new
abridged-leve records that it inputs originaly (creates without cloning an exigting record), but does
NOT include added entries for non-Federal bodies. Although it does not include added entries for
them, GPO does record non-Federa bodiesin the statement of responsibility area and the publisher,
digtributor, etc., area of new abridged records, following the ingtructions in GPO-CG: Abridged

Cadoging.

3. Previoudy Existing Full-Level, Core-Leve, and Minimum-level OCL C Records.

A.

GPO retains al added entriesincluded in previoudy existing DLC, AGL, NLC, NLM, BIBCO,
and CONSER records.

GPO retains al required added entries and al optional added entries, if established, in other
previoudy exigting records.

Excepting DLC, AGL, NLC, NLM, BIBCO, and CONSER records, catalogers may remove
added entries for corporate bodies from existing records if they are not established and are not
required by AACR2, the LCRIs, or GPO palicies. If GPO daff judge that an added entry for a
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corporate body that has not been established is needed by users, catalogers may choose to request
that the corporate body be established and retain the added entry.

D. If acorporate body is not recorded in its established form, the added entry is corrected.

E. Obvioustranscription errors in added entries are corrected and information justifying added entries
isadded if missng.

F. Added entries that are required by GPO for Federa authors and statements justifying each added
entry are added.

G. Authority records are established for corporate body added entries required by instructions A and
B above.

See GPO-CG: Adapting OCL C Data Base Records, for information on assigning ELVvI: codesto
existing records that have been adapted.

4. New Full-Level and GPO Abridged-L evel Records Created by Cloning Existing Records:
Generaly, added entry requirements for new records that are created by cloning are the same as those
for existing OCL C records that are adapted. Added entries and statements justifying them may be
readily removed by catalogers if they are not required or are inappropriate. However, GPO does not
remove them from new records cloned from AGL, NLC, LC, BIBCO, and CONSER records.

5. Added Entries That Are Not Included in GPO Catalog Recordsfor Certain Kinds of
Documents:

A. Bodiesfor Which GAO Reports Are Prepared: GPO does NOT include added entriesin
catalog records for the Congressional committee or Federa agency for which a GAO report was
prepared.

B. Bodiesto Which Documents Are Submitted in Fulfillment of Law: Added entries are NOT
included for corporate bodies to which a document is submitted in fulfillment of law, i.e, the
President, Congress, etc.

C. Conferences: GPO does NOT enter individua conference papers under the name of the
conference at which they were presented, nor does it include added entries for conferencesin
individua papers.

D. Land and Water: The names of private and public areas, including nationd, ate, and loca
forests, monuments, parks, seashores, etc., are normaly established in the LC/SACO file only.
They may be established through LC/NACO and used as corporate hames access points if they
appear in explicit stlatements of responsibility. For details, see GPO-CG: Authority Records,
Policies, 2B ii.
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E. Programsand Projects. For ingtructions on recording programs and projects that qualify to be
corporate bodies in GPO catalog records and on making corporate body access points for them,
see GPO-CG: Programs and Projects.

F. Sponsors: GPO does NOT include added entries for corporate sponsors, except for those that
are dso the publisher of adocument and those that sponsor a conference. GPO does NOT
include added entries for conference sponsors in records for individual conference papers. See
LCRI 21.30E.

SEE AL SO: Abridged Cataloging; Adapting OCL C Database Records; Authority Records; Contractors
and Contract Numbers; Creating New OCL C Database Records, Programs and Projects; Statements of

Responghility.
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CREATING NEW OCLC DATABASE RECORDS

BACKGROUND: Mogt GPO records are original, not adapted from existing records. GPO creates
records for many different kinds of documents. The trend is toward an increasing number of onlinefiles
and fewer tangible documents. CD-ROMs, DV D-ROMs, floppy disks, microfiche, and paper documents.
The many kinds of documents cataloged include: annud reports, atlases, basic manuass, books, budgets,
censuses, hearings, investigative reports, laws, |etters, loosdeafs, maps, multiparts, pamphlets, periodicas,
posters, regulations, online files, research reports, serids, sheets, satistics, statutes, tregties, technical
reports.

INSTRUCTIONS: Because GPO catalogs so many different kinds of documents, many different
gpecidized ingructions mugt be followed. Many of these are listed &t the beginning of individual guiddines
referred to in the section on policies below. The generd ingructions followed are:

AACR2

CMOS

LCRIs

LCSH

LC'sSCM: SH

MARC 21 FFBD

AsaNationd-level Enhanced OCL C member and as a participant in a PCC and BIBCO, GPO aso
follows the OCL C ingtructions listed below when cresting new monographs records:

1. OCLC' sBFAS. http://mww.oclc.org/oclc/bib/about.htm

2. OCLC’s GFNLEP http:/AMmww.ocl c.org/ocl c/cata oging/enhance/guidelines.htm

3.0CLC's ETS http:/Mmnwww.ocl c.org/ocl c/catd oging/enhance/outline.htm

4. OCLC'sCUG, ch. 6.

POLICIES:

1. Justificationsfor New Records: A new record is created if it is gpparent it is needed after the
document in hand has been compared with the existing OCL C records in accordance with the

ingtructions in GPO-CG: Adapting OCLC Data Base Records.

2. Differences That Do NOT Justify New Records:
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A. SuDocs class (086 field)
B. Choice of main entry (100, 110, 111, 130, 245 fields)
I.  Persond name versus corporate body or title or uniform title
ii. Corporate body versus persond name or title or uniform title
iii. Title versus corporate body or persona name or title or uniform title
iv. Uniform title versus corporate body or persond name or title

C. Completeness and arrangement of information in the title and statement of respongbility area (245
Fidd)

D. Therecording of persona names or corporate bodies that do not gppear prominently in the
statement of respongbility area (245 subfield “c”).

E. Thetranscription of information extracted from statements of respongbility for corporate bodiesin
the name of publisher area (260 subfield “b”)

F. Thelocation of corporate bodies that appear isolated from the text may be transcribed as part of
thetitle (245 subfidd “a’, “n”, “p"), Satement of responsibility area (245 subfield “c”), name of
publisher or distributor area (260 subfield “b”), or note area (500 field), as appropriate.

G. Placeof publication if in same country (260 subfield “&’)

H. Form of publisher’s name, including changes in publisher’s name (260 subfield “b”)

l. Series statement fields (440 and 490 fidds)

J. Notes (5XX fields), except for reproduction note (533 field)

K. Theareawithin a catalog record that other bibliographic information is transcribed in

L. Subject headings

M. Application of new cataoging rules (i.e., new AACR2, LCRIs, MARC, and other generaly
accepted standards)

N. Application of specid GPO cataloging practices
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O. Need for additiond information
P. Errors, both in gpplied rules and transcription errors

3. New Records Treated as Duplicates by OCL C: Some of the new records GPO creates are
identica except for the series statement or the contents note. OCLC considers these to be duplicates
and automatically deletesthem. To prevent this, GPO adds edition statementsin brackets to these
records. For further information, see GPO-CG: Edition Statements.

4. New Records Created by Cloning Existing Full-level Records: These are coded ether blank
levd or I-leve rather than K-leve if either BIBCO standards or general OCLC, i.e,, I-leve, standards
are met with only few additions or changes. Catalogers use judgement to determine if cloning afull-
leve record would take less time to create than an abridged-level record. If less effort is needed to
create an abridged-level record, it is created instead.

5. Documents NOT cataloged:

1. Special Materials: The kinds of publications listed in the List of Specia Materias are not
cataloged.

2. Duplicates. Duplicates are not cataloged. These include:
i.  Reprints of documents previoudy cataloged
ii. Documents distributed a second time:
a. Inadifferent format (microfiche, paper, €etc.)
b. Under adifferent item number
c. Under adifferent SuDocs class
iii. Tangible versons of documents represented by records for their online versions.

DETAILED INSTRUCTIONS: For more detailed ingtructions, consult the other GPO catdoging
guiddineslisted in the Genera Table of Contents above.
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EDITION STATEMENTS

BACK GROUND: AACR2 Glossary defines the term edition in different ways for different kinds of
publications. All copies of aparticular edition are to have essentiadly the same content and be issued by the
same entity. Edition statements are included in documents for a variety of reasons. They are often
included to indicate a difference in physical characterigtics, such as sze or type of binding. More important
are edition statements indicating differencesin content. Edition statements may indicate a document has
been revised, isintended for a specid audience, or is more complete or less complete than another version.
Examples of edition statements follow:

Firgt Edition Limited Edition Student Edition Enlarged Text
Second Edition Enlarged Ed. Teacher Edition Rev. verson
New Edition 2" Rev. Edition Version 1.3 1999 edition
Revised Edition Pocket Edition Rev. 06-30-00 Edition 2

INSTRUCTIONS: Generd indructions on recording and supplying edition statements areincluded in:
AACR212,22,32,92,11.2,12.2

LCRI 1.2,2.2,3.2,9.2,11.2,12.2

MARC21 FFBD, 250 field

OCLC'sBFAS, http:/Amww.oclc.org/oclc/bib/about.htm

POLICIES:

1. If only asingle edition statement gppears prominently in a document, it is recorded in the 250 field
following the ingtructions below.

2. If the only edition statement in a printed document appears at the last page, it is recorded either:

A. Without bracketsif it is located within a colophon based on the LCRI for the AACR2 colophon
definition.
B. Inbracketsif the area a the end of the last page of text does not include a colophon.
3. If thereismore than one edition statement on the title page, chief source, or a preferred source, the
datement that is the most meaningful based on itslocation in relation to the title, size of print, and
wording isrecorded. For example, an edition statement containing the word edition that islocated in

the vicinity of thetitleis preferred over statements that consst of the word revised followed by the
date.
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4.

If edition statements gppear in two or more sources, a statement appearing in the same source asthe
titleis preferred. A statement on the cover of printed documents is preferred to one in the colophon
area. A dtatement on the labd of a CD-ROM is preferred to one appearing in accompanying
meaterias.

If anew record needs to be created for the Monthly Catalog per GPO policies but has characteristics
that would cause it to be automatically identified as a duplicate and deleted from the OCL C database,
GPO supplies an edition statement in brackets in accordance with LCRI 1.2B4.

SUPPLIED EDITION STATEMENTS: GPO supplies edition statements in the following situations:

1.

Minor Bibliographic Differ ences: GPO sometimes catal ogs documents that are bibliographically
and physicdly the same except for the:

A. SuDocs class
B. Seriesor saries numbering
C. Notes

EXAMPLE: Congressona documents|

ssued both as a House document and in a Committee print version are classed under two different
SuDocs classes. Except for the fact that one version has a series statement and the other has
Committee print on the title page, both versions are the same. The standard edition statements
supplied are:

250 [Housedoc. ed].
250 [Committee print ed.].

Regional Editions. Some documents received for catd oging have the same bibliographic eements
and pagination, but have different contents or partidly different contents. Sometimes the differences
are subgtantia and sometimes less important. The differences in contents may amount to only a
difference in telephone number, contact address, or some other specid information, which is of interest
only to residents of a particular part of the country, a particular state, or people in different
occupations, etc.

EXAMPLE: Two pamphlets about the ACTION program are received which have contents aimed at
different audiences on the east and west coasts. Bibliographic € ements are the same on both, but they
have different SuDocs classes. In addition, there are different contact phone numbers and different
contact addresses.

Titler 245 ACTION
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Date; 260 >c 1992.
Paging: 300 4p.:>bill.; >c28cm.

Edition statements developed by cataoger:

250 [Eastern ed.].
250 [Western ed.].

3. Different Contents: Sometimes different documents have the same bibliographic and physica
characterigtics, but have substantialy different contents.

EXAMPLE: A number of Congressional documents issued each year have the title: "Proposed
rescisson of budget authority.” All these have the same publication date and the same number of

pages, and seriestitle. The only bibliographic difference is the numbering of the rescisson proposd, but
the text of each is substantidly different from the others.

Edition statement developed by cataloger:
250 [Rescisson proposal no. R92-80].

SEE AL SO: Adapting OCL C Data Base Records, Basic Manuals; Electronic Resources, Creating New
OCLC Database Records; Multipart Items, Star Prints; SuDocs Classifications Numbers.
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ELECTRONIC RESOURCES
BACK GROUND: Electronic resources are defined by AACR2 Amendments 2001, Appendix D:
Glossary as. "Materid (data and/or program(s)) encoded for manipulation by a computerized device. This
materia may require the use of a peripheral directly connected to a computerized device (e.g., CD-ROM
drive) or a connection to a computer network (e.g., the Internet).” Definitions for specific kinds of
electronic resources and terms relating to eectronic resources, such as. File (Electronic resources) and
Optica disc (Electronic resources) are dso included in the Glossary. Before the issuance of AACR2
Amendments 2001, “ electronic resources” were identified in AACR2 as “ computer files.”
INSTRUCTIONS:
1. Generd indructions are located in the following:

AACR?2, chapter 9 and other relevant chapters

LCRIs

OCLC's BFAS: <http://www.oclc.org/oclc/bib/about.htm> and the MARC21 FFBD are followed for
MARC coding. (Latest edition of the BFAS is available online only.)

2. Specid indructions for some kinds of documents are located in the following:
* IMGRTFs GFBDOIM
° AACCM'sCM

3. Serids are catdoged following the CEG and the CCM.

4. Ingructiond materials such as Ann M. Sandberg-Fox's CCFACIM may be followed as long as they do
not conflict with AACR2, the LCRIS, the specia ingtructions listed above, or GPO ingructions.

ELECTRONIC TANGIBLE VERSIONS (CD-ROMS, COMPUTER DISKS, ETC.)

Because of the need to provide users with complete information on system requirements while keeping

catdoging requirements to a minimum, GPO follows the policies below when cataoging electronic

resources (maps, monographs, serids) published within tangible physica carriers (CD-ROM, etc.):

1. Level of Records: Follow ful-level cataoging rules. Use encoding levels blank or | for both existing
and new records. Fixed field ELvI: is coded | rather than blank if the record isto contain a persond
name main entry and added entries that have not been established in the LC/NACO authority file.

2. Separate Records. GPO creates separate cataog records for tangible eectronic resources if special
equipment or software that is not normaly available on standard computersisrequired. Otherwise, if a
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record for the online version dready exists, GPO uses the record for the online version to cataog the
tangible versons.

3. Recording Information about Online Version: If adocument is discovered to be available as an
online file after or during the time a tangible eectronic resource is being cataoged, GPO does NOT
Creste a separate record for the onlinefile.

4. OCLC Workforms: Depending on the contents and publishing patterns, OCL C workforms wfm,
wfme, wfmg, wfmm, and wfms may be used to catalog € ectronic resources.

5. Special Instructionsfor Required and Optional Fieds:

006 and 007 Fields: Additiond Materid Characteristics and Physica Description: Included in both
new and existing records.

041 Field: Language: Use language field on new records for tangible eectronic resources only if they
are entirely textud. (GPO records language information for accompanying textua materidsin 041
subfield “h.”)

522 Field: Geographic Coverage Note: GPO does NOT include a geographic coverage note if
geographic information is dready included in:

*  The245fidd (subfidds“a” “n,” “p,” “b")
® The505fidd: Formatted contents note.
538 Field: System Requirements. Notes on system requirements should be as complete as possible.

538 Field: Computer Languages. Record computer programming language in a 538 field when known.
Example:

538 Written in FORTRAN.

516 Field: Formats. GPO fully records information on format eements (516 fidd), asthey gppear ina
carier, disk labels, or accompanying materia. Example:

516 Writtenin dBaselll+ format.
530 Field and 580 Field: Additionad Form Availability Note and Linking Field Complexity Note: If an
onlinefileis available, add a 530 note to new and existing records for the tangible verson. Include a

580 field in exigting records if required by GPO-CG: Linking Fields.

700 Field: Personal Authors. GPO does not make added entries (700 field) for the following kinds of
authors on new records.
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® Authors of accompanying maerids
® Producers of eectronic resources
® Copyright holders

710 Field: Corporate Bodies: Do NOT make added entries (710 field) for the following kinds of
corporate bodies on new records:

* Producers of eectronic resources (unless quaified to receive an added entry for some other
reason)

® Copyright holders

765-787 Fields: Linking Entry: Included if required by GPO-CG: Linking Fields or by CONSER
ingructions.

ONLINE FILES: GENERAL POLICIES
The following policies gpply to dl online files (maps, monographs, and serids).

1. Useof Tangible Version Recordsto Catalog Online Files: GPO does NOT create arecord for
an online document if atangible equivaent is being cataloged at the same time or has previoudy been
cataloged by GPO. GPO adds accessinformation for the online version to the record for the tangible
verson and producesiit for the Monthly Catalog.

2. Useof Online File Recordsto Catalog Online Files: GPO creates a new record for the onlinefile
if it has not previoudy cataloged atangible equivdent. GPO adapts an exigting record for the online file
if gpplicable.

3. Useof Online File Recordsto Catalog Tangible Versions. If GPO has dready cataloged the
online version of adocument and there are no exigting records for the tangible verson versons, GPO
usudly adds information about the tangible version to the existing online file record rather than creating
arecord for the tangible versions.

4. Differencesin Contents: If there is evidence that the tangible version and online version have
different contents, separate records are created. Significant differences include: different dates of
publication or issuance, differences in intended audiences, different information included in preliminary
and prefactory pages, differences in pagination, text, illustrations, tables, charts; other indications that
the tangible and online version are earlier and later editions or are different for some other reason or
purpose. If the tangible version or the online version is a reprirt, different dates of publication or
issuance may not be significant. |If a specific section of the tangible version of a documernt is available
online, such as the executive summary, tables, statistical data, a 530 field and 856 41 may be included

GPO Cataloging Guidelines 62 2001



in the record for the tangible version pointing to the part of the tangible version, available online, e.g.,
530 Executive summary also available....

5. Item Numbersand SuDocs Classes: If an onlinefile record is being used to catalog a tangible
version, item numbers and SuDocs classes for both the online file and the tangible versons are included
in the record.

6. Federal and Non-Federal Sites. GPO cataogs Federd onlinefilesthat are available from Federd
Internet sites and from nonFederd sites (university Stes, etc.) if provided in cooperation with the
Federd agencies that issue them. GPO does not catalog Federa online files available through
non-Federa sites without the involvement of the issuing agencies. Evidence that a Federd document is
being made available as an online file at a non-Federal Site in cooperation with a Federa agency is
usudly included in the online document or in its tangible equivadent (paper, microfiche, CD-ROM,
efc.).

7. OnlineFilesThat AreNo Longer Available: Onlinefilesthat are no longer available are not
cataloged.

8. Monograph/serial: Rulesused to determineif an online file isamonograph or a serid are drictly
followed. (See serid definition on page 622 of AACR2.) Online fileswhich do not qudify as srids
are catd oged as monographs.  Sites providing access to multiple online files are cataoged following
collection-level ingructions.

9. PURLSs: Connecting Catalog Records Directly to Online Files: Since 1998, GPO's Library Programs
Service has assigned PURL s (Persistent Uniform Resource Locators) to the Internet documents
sdlected for its online collection. The PURLs are used in place of URLs in GPO catalog records. The
use of PURL srather than URLs makes it easier for GPO to repair broken links.

A. If possible, GPO links assgned PURL s directly to the online file being catdoged. If an online
document cannot be accessed directly, GPO provides the most specific link possible.

B. PURLsarenot linked to URL s for a Federd agency's overdl Web Site or to agenerd dtefor its
documents.

C. If adocument is part of a database, access may be provided only to a search screen, title listing,
index, etc.

10. Dual Sites: If an online verson is avalable from GPO and the Federd agency issuing it, accessis
provided to both.

11. Abbreviations: If the Federa agency that is providing adocument at a Web ste is known by a

commonly recognized abbreviation or initialism, include the abbreviation or initidism in the 530 note
rather than the full name. Examples
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530 Alsoavailablevialnternet at the EPA web Ste. Addressas of.... ; current access
avalableviaPURL.

538 Mode of Access: Internet at the HUD web site. Addressasof.... ; current access
avalableviaPURL.

12. Multiple M odes of Access: Some of the online files GPO catalogs are available through more than
one mode of access. GPO normally records only one mode of accessin its cataog records, in the
following order of preference:

* World Wide Web
° FTP

° Tenet

° did-up

* emal

° other

A. GPO may occasionadly record a second mode of access if, in the judgement of the catal oger, the
second access mode is sgnificant.

B. When adapting an existing OCL C database record, GPO retains all access modes recorded in the
exiding record if they are vdid. Exising example:

856 1 fedbbs.access.gpo.gov >u ftp://fedbbs.access.gpo.gov/gpo_bbs/epa 885

856 2 fedbbs.access.gpo.gov >p 3001 (t vt100

856 3 1-202-512-1387 >j 2400-9600 >m help@eids.gpo.gov >n U.S. G.P.O., Office of
Electronic Information Dissemination Services, Mail Stop SDE, Washington, DC 20401
856 41 >u http://fedbbs.access.gpo.gov/libs/epa_885.htm

13. M ultiple Formats: Some of the online files GPO catalogs are available in more than one electronic
formet.

A. If there isa complete PDF version, the PDF version is preferred to other versions.

B. If aPDF versionis not available and a complete HTML is available, the HTML versionis
preferred over other versions.

C. If adocument is available in text only, MS-Word only, WordPerfect only, etc., the text, Word,
WordPerfect version is cataloged and linked to from the GPO cataloging record.

D. If the version in the preferred formet is incomplete and a more complete version is available in

another formet, the version that is more complete is cataloged and linked to from the cataloging
record.
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14. Verifying Access Information and L ocating the Specific Internet Address: As part of the
cataloging process, catalogers verify the correctness of Internet addresses (URL, etc.) included in
catalog records by checking them on the Internet.

If the online address discovered in atangible verson istoo genera or isincorrect, the catal oger
determines the correct address and completes cata oging of both the tangible version and the online file.

A. A correct address may be easily determined if there is an obvious "typo” in the address provided
by the publisher.

B. A specific address may be obtained from an online index or listing at a Federa agency's Site.

C. A specific address may dready have a PURL assigned and may dready be included in the NET
Web site. Cataogers use the GPO PURL resolver and NET to determineif a PURL has dready
been assigned to an address.

15. Recording Changesto Access Information: The mode of access and/or the addresses for online
filesmay change & any time. New issues'volumes of the multiparts and serids are regularly checked
by CB gaff to determine if the mode of access or addresses have changed. The PURL resolver isaso
used to find and repair broken links. PURL s are systematically monitored for access changes. If
broken links have not had PURL s assigned to them, PURL s are assgned for the new links. If the
online verson ceases to be available via Internet, access information is removed from the catalog
record and notes indicating it isno longer available are added. CB staff does not monitor the Internet
for other changes.

CATALOGING AN ONLINE FILE USING A TANGIBLE VERSION RECORD

If atangible verson and an equivaent online file are both being cataoged for the firgt time (because there
are not existing OCL C records for ether), GPO creates a new record only for the tangible verson.
Information on the onlinefile, including access information, is included in the tangible version record.

If GPO has catdoged a tangible verson prior to the time its online equivaent is discovered, information on
the onlinefileisinduded in the tangible version record. Information on the online file may be found within
the tangible verson, in an exigting catalog record for the tangible version, or in an exigting record for the
onlinefile. Fedsadded indude: the item number fidd (074 field) with (online) following it, an additiona
forms available note (530 fied) and one or more eectronic location and access fidds (856 field).

If the online version of the tangible document has minor modifications that do not result in bibliographic and
content differences, the catalog record for the tangible version is used to record information about the
online verson. If the online verson contains information thet indicates it is an earlier or later edition, a new
onlinefilerecord is crested. Information about online files that supplement tangible versonsis recorded in
the records for the tangible versons.
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If there is any possibility that the tangibledocument is a different document (see LCRI 1.0), a new record
for the onlinefile is made.

A PDF file, which can be read usng Adobe Acrobat, generdly should be areliable source for correcting
an exigting catdog record. HTML files can be used if sources used to catalog the tangible verson are
intact and therefore can be used to make corrections. Be less certain about using existing records if only
text files are available and there are bibliographic differences between the online file and the existing cataog
record.

A tangibledocument may notify the user that an online verson is available.

If after initid efforts the correct address for an online file cannot be found, only the tangible verson is
cataloged.

1. AccessInformation for OnlineFiles:

The URLs that link to online files a the time they are first catdoged are recorded in an additiona form
available note (530 field) or a mode of access note (538 field).

If & document is available as an onlinefile, an eectronic location and access field (856 field) with a PURL
is added to the catalog record. Sometimes catal og records may have more than one 856 field. The second
856 indicator may be coded 0, 1, 2 depending on the kind of record to which a PURL isadded. See
examplesin OCLC s BFAS.

nleiepma—Substltute the foIIowmg for the above: If an online file requires a speC|al kind of software to
view, add a note in the 856 subfield “z.” indicating the type of software required. Example:

856 41 >u http://...... >z Adobe Acrobat Reader required >z URL accesses listing of genera
NCES publications

2. SuDocs Class (086 & 099 fields): Normally, the SuDocs class for the online fileisthe same asthe
one assigned to the tangible verson. However, if adocument is not distributed to depository libraries
in atangible verson, the class number for the online verson consists of the class stlem followed by the
ACSISpublication ID. Examples:

086 0 D 1.6/2:96-024961 086 0 A 98.2:2001011637
099 D 1.6/2:96-024961 099 A 98.2:2001011637

If an online document is part of a numbered series, the series numbering is used to cutter the SuDocs
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class. Examples:

086 0 A 13.88RMRS-GTR-68 086 0 1 19.76:00-017
099 A 13.88RMRS-GTR-68 099 119.76:00-017

If an earlier edition or version of a document was assigned a cuttered SuDocs class number, the edition
date or publishing date of the new edition is normally added at the end of the SuDocs class for the
earlier edition to created a SuDocs class for the new edition. This is done when the new edition is
made available in a tangible version and when a document is made available only online. Example:

086 0 1 19.76:C 42/999
099 119.76:C 42/999

3. Added Title Entry for Online File: If thetitle proper of the onlinefile differs from the title proper of
the tangible version, GPO makes an added entry for the title of the online file using an added
entry--uncontrolled related/andyticd title field (740 field) and recordsiit in the additiond forms
available note (530 fidld). Hypothetica examples:

245 00 Egtimations of U.S. population in the year 2000
740 0 Population estimations 2000.

530 Also available viaInternet from the Census Bureau web Site, with title: Populations
estimations 2000. Addressasof.... ; current access available viaPURL.

4. Replacement of Previoudy Existing Distribution Information: If distribution information, such as
the shipping list number, has been removed from arecord previoudy used by GPO to catalog a
tangible verson, it is replaced.

5. NotesIndicating a Document |sNo Longer Available asan online File: If adocument was
available as an online file but is no longer available, make a 500 fidd note indicating this. Example:

500 No longer avalable vialnternet.

6: Not Distributed Notes (500 field): GPO no longer addsa“Not Distributed to Depostorleﬁ ina
Physcd FornT" noteto any of its records. e » |

7. Availability Notesfor Online Versions. If an existing record does not contain an additiona forms
available note (530 fidd) directing users to the online file, GPO will add one, in one of the styles shown
below. The basic stylefor the 530 noteis 530 Also avalable vialnternet...” Also, include the actud
Internet address in the 530 note following the information on the Web ste. Example:
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530 Also avallable vialnternet from the OAQPS web site {(PDFerl). Addressasof 3/2/99:
http:/Amww.epa.gov/ttn/chief/pom.html; current accessis available via PURL.

856 41 >u http://purl .access.gpo.gov/GPO/LPS2435 >z Adobe Acrobat Reader required

A. If the exigting record being corrected has both a URL and PURL in the 856 field, move the URL to
the 530 and record it as shown above.

B. If only aURL isfound in the 856 field of an existing record, move the URL to the 530 fied and
record the PURL in the 856 fidld.

8. Additions Madeto Existing Recordsfor Tangible Versions Used to Catalog Online Files:

035 Field, subfield “a”: ACSIS Publication ID Numbers (apn): These are recorded in Loca System
Control Number field of the record if aready assigned. The apn is preceded by "(GPO)apn" with no

gpaces. Example:
035 (GPO)apn2000-021908

074 field: Item numbers: Item numbers for the onlinefile are followed by the word "onling’ in
parentheses.

If & document has been distributed to depository libraries in tangible form (paper, microfiche, etc.),
item numbers for the tangible versions and for the online file are added in separate 074 fields. Normally
the same item number is assigned to both the tangible verson and the onlinefile. Examples:

Paper and Online: 074 0544
074 0544 (online)

Microfiche and Online: 074  0546-D-01 (MF)
074  0546-D-01 (online)

Peaper, Microfiche, and Online: 074  0996-A
074 0996-B (MF)
074  0996-A (online)
074  0996-B (online)

530 Field: Additiona Form Availability Note: If satements in the onlinefile or tangible verson indicate
that only some of the information found in the tangible verson isincluded in the onlinefile, thisis
indicated in the 530 note. Examples.

530 Executive summary aso available from the DOD web site. Address as of... ; current access
avalableviaPURL.
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530 Some datidtica data aso available from the DOJweb ste. Address as of... ; current access
avalableviaPURL.

530 Tablesin part B aso available separately via Internet from the Census web site. Address as
of... ; current access available via PURL.

A. Serials: Since Internet Sites do not usudly include dl issues of aseria, 530 notes for serids document
usudly begin with “530 Someissues dso available vialnternet ...” (Thisform isused when the
contents of the online file are arranged by volume and/or issue) The syle variesin specid Stuations.

If Satidticd dataincluded in atangible verson isavailable a a Ste but other parts of the document are
not, the note would be“530  Some dtatistical data available viaInternet...” If arrangement by issueis
not maintained in the online version of aserid and only individua articles can be accessed, the note
would be“530 Some articles also available via Internet ...”

B. Monographs: For monographs, GPO uses the generd styles shown below if they are appropriate but
may design specid 530 notesif needed.

(GPO Web Site Generd Example)
530 Also availablevialnternet at the GPO web site. Address as of... ; current access available
viaPURL.

(Federd Bulletin Board Genera Example)
530 Also available on the Federd Bulletin Board via Internet at the GPO web site. Address as
of... ; current access available via PURL.

(GPO Access Example)
530 Also available from the GPO Access web site. Address as of.. ; current access available
viaPURL.

(Other Federa Web Sites)
530 Also available vialnternet from the Census Bureau web site. Address as of... ; current
access available via PURL.

(Map or Atlas Example)
530 Also available viaInternet from cartographic database at the USGS web site. Address as
of... ; current access available via PURL.

(Examples for Non-Federal Organizations that Make Available Orline Documents for Federa
Organizations by Agreement)

530 Also available viaInternet from the World Wide Web. Address as of ... current access
avalableviaPURL.

Examples for documents that have NOT been distributed to depository librariesin atangible
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veardon. Theword "Also" is not included:

(GPO Web Site Example)
530 Avalablevialnternet a the GPO web site. Address as of ...

(Example for other Federal Web sites)
530 Avallablevialnternet from the Higher Education Center web Ste. Address as of ...

CATALOGING AN ONLINE FILE USING AN ONLINE FILE RECORD

1. Adapting Online File Records:

A.

If acataloging record for an onlinefile aready exists on the OCLC database, GPO adapts the
exigting record. Onlinefile records may be identified by the presence of a 538 field (mode of
access note) and the code "m" in ether the Type: fixed field or in a 006 field, subfidd “a”

If GPO is catdoging an onlinefile and is not planning to cataog the tangible verson a the same
time, GPO adapts an exigting online file record or crestes anew one. In rare cases, serids
cata ogers may adapt an acceptable tangible verson record in lieu of creating anew onlinefile
record.

2. Sourceof title: If thetitle of an online file gppears in more than one source within thefile, the source
with the mogt information is used as the chief source, unless

A.

B.

One of the dectronic pagesis explicitly caled the title page.

It is gpparent that a source in an onlinefileis an equivalent to the source that would be used to
catalog the tangible verson. (Applied when PDF publications are cataloged.)

3. Encoding Levels. Detailed indructions on assgning encoding levelsto onlinefilesisincluded in
GPO-CG: Abridged Cataoging.

A. Existing Records: Records that meet or exceed GPO encoding-level standards for encoding

K-leved records retain the encoding-levels previoudy assigned. K-level and exidting I-leved and
blank leve records remain as coded. Existing records that do not meet minimum standards for their
encoding leve (whether full or K-level) are upgraded. All exigting bibliographic éements alowed
by AACR2, the LCRISs, €tc., are retained.

New Records. New records are cataloged at K-levd, I-levd, or blank level. Seeindructionsin
GPO-CG: Abridged Cataloging and Creating New OCL C Records.
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4. Linking Records:. If there are dso exigting records for the tangible version (paper, etc.) versonsof a
document, these are linked to the existing record for the online verson following GPO-CG: Linking
Fields.

5. Recording Distribution Information on Tangible Form Versions: |f apaper or microfiche
verson of adocument isreceived for cataoging after the online file record has been cataoged by
GPO, GPO usssthe record for the online file to cataog the paper or microfiche verson. The item
numbers and SuDocs class for the paper or microfiche version are added to the record for the online
file. A digribution note (500 field) or a other formats available note (530 field) is added to the record
with informetion on the tangible verson.

6. Sourcesfor Descriptive Cataloging Data: The sources for descriptive cata oging information
transcribed in the 245, 250, 260, 440 or 490 fields etc., are those listed in AACR2 9.0B1 & B2.

7. Key Bibliographic ElementsIncluded in New Online File Records (and Added to or Retained
in Existing Recor ds):

Existing online file records used for copy catadoging are required to have the key bibliographic eements
ligted below. Required dements missing from an existing online file record thet is being used to cataog
an onlinefile are added.

Type Fixed Fields: The"Type" fixed field is coded following the MARC21 FFBD indructionsin all
new records. New MARC records for electronic resources that are primarily textual are coded "Type:
a" cartographic materids, "Type: €" graphics (projected) "Type: g;" sound (norrmusic), "Type: i;"
numeric data, computer media, and databases "Type: m." If an exidting record is coded "Type: m," but
should be coded "Type: &" etc., based on current instructions, GPO does NOT request a coding
change from OCLC. Ingtead the record is adapted without changing the Type: coding. For further
information see, MARC21 FFBD or OCLC s BFAS, <http://www.oclc.org/ocl ¢/bib/about.htn>.

Form Fixed Fields: Online file records created using OCL C workform wfm (text) wfme (maps),
wfmg (visud materids), and wfms (serias) are coded “Form: s”

File Fixed Fields: Onlinefile records created using the OCL C workform wfmm must be coded to
indicate the type of eectronic resource. Catalog records for eectronic resources that primarily consst
of statisticd tables are cataloged using the workform wfmm and are coded “File: a”

006 Field and 007 Field: Additionad Materids Characteristics--Fixed-Length Data Elements and
Generd Information--Physical Description Fixed Field: 006 fields are required in dl new records for
onlinefiles, including those created through dloning, with the exception of records coded "Type: m" in
the OCLC fixed fidd. OCLC has not implemented the MARC21 FFBD provision for including 007
fields for text documents printed on a tangiblemedia, e.g., paper, etc. GPO does not include 007 fields
in records for electronic resources coded “ Type: & or “Type: m” unless they are authenticated for
BIBCO or CONSER. GPO does include 007 fields in records for electronic resources coded “ Type:
e’ “Type: g~ “Type: i,” and “Type: ).”
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035 Field, Subfield “a’: ACSIS Publication ID Numbers: These are recorded in Local System
Control Number field if aready assgned. Precede the apn with (GPO) and |leave no spaces.
Example:

035 (GPO)apn2000-021908

037 Fidd: SdesInformation: If aK-leved record is being crested, GPO includes only the sales
information for tangible versons available for sale by GPO, ERIC, NASA, NTIS. Pricesare included
only if the tangible versons are sold by GPO. Example:

037 065-000-00523-9 b GPO *f paper ¢ $2.50

GPO ceased adding prices for seriadlsto OCL C database and Seria Supplement records as of Oct 1,
1999. Pricesare dill added to Congressiona serid set availability records if appropriate.

074 Field and 086 and 099 Fields: Transcribing Item Numbers and SuDocs Class: Add item number
and class.

Normaly only the item number for the onlinefile isincluded in an onlinefile record. The word "onling’
is added fallowing the item number in the 074 subfield “a.”

If the online file and the tangible version are catal oged on separate records, only the item number for
the onlinefileisincuded in the 074 fidd.

245 Field, Subfield “h”: General Materials Designation: Alwaysinclude for eectronic resources.
Example

245 >h [electronic resource]
256 Field: Electronic Resource Characteristics: Do not add to K-leve or serid records.

260 Field: Publication, Digtribution, etc. Area: For K-level records follow ingructionsin
GPO-CG: Abridged Cataloging. DO NOT bracket statementsif found anywhere in the onlinefile. If
apublisher isnot listed within an online file, GPO adds a publisher based on the class provided by
DAB. The publisher nameis recorded as found in the name authority record. (Qualifiersincluded in
authority records are NOT transcribed. Use the abbreviation U.S. for United States.)) Do NOT
record distribution and sales statements in the 260 field even though they appear prominertly. If the
paper version is available for sale by GPO, add a 500 field note indicating this as instructed in GPO-
CG: Sales Information.

300 Field: Physical Description: Online file cataog records do not contain 300 fields.

538 Field: System Requirements: Normaly not included in K-level records, but the field isincluded
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if gpecid software, an unusua amount of memory, or unusud (or specid) hardware is required.
Examples:

538 Systemrequirements: Adobe Acrobat Reader.
538 Systemrequirements: Adobe Acrobat Reader required to access PDF version.

538 Field: Mode of Access Notes: These notes contain detailed Web ste information, including the
actual Web ste address. They are added to dl records. Example, together with 856 field with PURL.:

538 Mode of access. Internet from the OPM web site. Address as of 4/1/98:
http//Amww.opm.gov/ocsaws/index.htm; current accessis available viaPURL.

856 40 >u http://purl .access.gpo.gov/GPO/L PSA50

(GPO Webh Site Example)
538 Mode of access; Internet at the GPO web site. Address as of ...

(Federa Bulletin Board Example)
538 Mode of access. Federd Bulletin Board via Internet a the GPO web site. Address as of ...

(GPO Access Example)
538 Mode of access: Internet from the GPO Access web site. Addressas of ...

(Example for Other Federal Web Sites)
538 Mode of access: Internet from the Census Bureau web site. Address as of ...

(Example for Non-Federal Web Sites)
538 Mode of access: Internet from the World Wide Web. Address as of ...

If the examples listed above are not appropriate, use the following:

538 Mode of access: Internet. (Add additional language as needed, e.g., “through FTP,”
“through Telnet,” etc.) Addressasof ...

500 Field: Source of Title Notes: In accordance with AACR2, chapter 9, source of title noteis
included in dl records for onlinefiles. Example:

500 Titlefrom onlinetitle screen.
500 Field: Paper Version Available for Sale: If the paper version of an online document is
currently available for sale by GPO or the paper version was previously available for sale by GPO and

is no longer for sale, add appropriate notes indicating that the paper version is for sale or was
previously for sale as instructed in GPO-CG: Sales Information.
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500 Field: Not Distributed Note: GPO no longer adds a “Not Distributed to Depositoriesin a
Physcal Forn?’ note to any of its records regardless of the forrmt Do NOT-add-“500Ngt

500 Field: Distribution Notes: If the document being cataloged has been didributed in atangible
version (paper, microfiche, CD-ROM, etc.), add a 500 note indicating this.

(Example of Note Added When Tangible Version (paper and microfiche only) Catadoged on a
Separated Record)

500 Distributed to depository librariesin paper. ...in microfiche. ...in CD-ROM. ... in paper and
CD-ROM. ...etc.

(Example of Notes to Monograph Records)
500 Didtributed to depositoriesin paper (ix, 26 : ill. ; 28 cm.), shipping list no: 97-1234-P.

500 Didributed to depositoriesin micraofiche, shipping list no: 97-2345-M.

(Example of Note Added to Congressiona Monograph Records)
500 Didtributed to some depositoriesin paper (ix, 26 : ill. ; 28 cm.), shipping list no: 97-1234-P,
or microfiche.

(Example of Note Added to Congressional Serial Records)
500 Some issues distributed to some depositoriesin paper or microfiche.

(Example of Notes Added to Other Serid Records)
500 Someissuesdistributed to depositoriesin paper.

500 Some issues distributed to depositories in microfiche.

500 Field: No Longer Available asan Online File: Add asingtructed in 4, F above (if discovered
after cataloging is completed and record added to OCL C database).

520 Field: Summary, etc. Notes: Summary notes are NOT included in new K-records for online
files but are retained in existing records.

530 Fidld and 580 Fidld: Additional Form Availability Note and Linking Entry Complexity
Note: Add 530 or 580 notes when linking the catalog record for the online file being catadoged to
catalog records for four or more tangible versions (as required by GPO-CG: Linking Fidds). A 530
field noteisdso included if an exigting onlinefile record is being used to catdog a tangible verson that
was NOT distributed to libraries. A 530 field is not added to an onlinefile record if a“500
Distributed to depository librariesin ...” note needs to be added to the record.
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Examples
530 Also availablein paper.
530 Also availablein paper microfiche, CD-ROM, and computer disk.

580 Continues: Schoolsin Mgor U.S. cities: with supplementary statistica tables. 3rd ed.
(Availadle in paper, microfiche, CD-ROM, and Computer Disk.)

6XX-7XX Fidds Added Entries: Make added entries as ingtructed in the GPO Cataoging
Guiddines. Follow GPO-CG: Abridged Catdoging, when creating or using existing K-level records.

765-787 Fidd: Linking Fields. Serid catdogers should use linking fidds as ingructed by the
CONSER indructions. Map and monograph catalogers use the additional forms availablefield (776
field), the preceding entry fied (780 fidld), and the succeeding entry field (785 field) to link records for
online files with records for tangible verson asingructed in GPO-CG: Linking Fields.

856 Field: Electronic L ocation and Access Field: Follow ingructionsin 3, above. If CB isnotified
that adocument is no longer available as an online file, the 856 field is removed.

SEE ALSO: Abridged Cataloging; Collection-Level Records; Linking Fidds
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ITEM NUMBERS

BACK GROUND: Item numbers provide away for depository libraries to sdect the documentsthey are
to receive. Individual documents or groups of related documents of interest to the users of a particular
depository library are sdlected by this means. Item numbers are included in GPO catalog records. They
are used in location software to pinpoint depository libraries that may have certain documents. Information
on item numbers that relate to a given SuDocs class gem isincluded in GPO's Ligt of Classes of United
States Government Publications Available for Selection by Depository Libraries.

POLICIES:

1. Item numbers are recorded in the cataloging records for documents which are distributed to depository
libraries.

2. Item numbers are not recorded in records for tangible versonsif they are not distributed.

3. Theitem number recorded in the 074 field of a cataloging record for a monograph distributed in
tangible verson by GPO represents the actud item number under which a document was distributed to
depositories. Because it represents an actual occurrence, the item number recorded in the catalog
record is the one used to distribute a document, not the one it should have been distributed under. The
item number remains unchanged even if the SuDocs classis corrected.

4. Sometimes an individual monograph is distributed to depositories in a different formet than the one
indicated for a particular itemin the List of Classes.

A. If amonograph in a document group that normally is distributed in microfiche is distributed in paper
instead, the item number actually used to distribute it is recorded in the 074 field. However, the
initials (MF) are not recorded following the item number.

B. If amonograph that is normally distributed in dual formets (paper (p) and microfiche () is
distributed to libraries in only one formet, the item nos. for both formets are included in the record.
If the distribution is in paper, neither item number is qualified. If the distribution is in microfiche
both item numbers are qualified with (MF). A note is included in the record indicating the
distribution formet.

C. If amonograph belongs to a document group that normally is distributed in paper is distributed in
microfiche instead, the item number is recorded in the 074 with the initials (M F) following it.

D. If amonograph in a documents group thet is normally made available only online is distributed to
depositories in paper, the item number is recorded without the qualifier (online). 1n addition, if a
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monograph in group that is normally made available online is distributed in microfiche, the item
number normally recorded for the group is qualified by (MF) rather than online.

5. Item numbersrecorded in serias records represent the correct item numbers for the SuDocs class
gem, asshowninthe List of Classes. Due to circumstances, the item number under which an
individua issueis actudly distributed may differ from the one shown inthe List of Classes. Inthis case,
the item number under which an issue of a serial is actually distributed is normally not recorded, but
may be recorded in a note.

6. Item numbers are dso recorded for online files (Internet) documents to aid depository libraries.

STYLE USED TO RECORD ITEM NUMBER IN 074 FIELD: To makeit possible for dectronic
devices to differentiate between item numbers such as 24, 240, and 2400, item numbers are recorded in
074 fidlds in the style that they appear in the Ligt of Classes. Item numbers appearing in the standard form
have four digitsin the firgt set of numbers and two digits in the second set of numbers following the | etter.
The first number, letter, and second number are separated by dashes. Examples:

074 0004 NOT 074 4

074 0015-A NOT 074 15-A or 15A
074 0040-A-02 NOT 074 40-A-2
074 0137-A-09 NOT 074 137-A-9
074 0512-G-29 NOT 074 512-G-29

1. Electronic Resources (CD-ROMs, DVD-ROM s, and Floppy Disks), VHS Cassettes, Etc.,,
and Paper Documents: These kinds of documents normally have "djc" (i.e., depository joker copy)
written under the item number on the cover or title page of the classfied copy. Item numbers should
be transcribed in the cataloging records for these documents only if "djc" appears on them or they are
liged in ashipping li.

2. Microfiche Documents. The coversor title pages of paper originds used to manufacture
reproduction microfiche usudly have item numbers recorded on them, but "djc" does not appesar.
Documents that have been converted to microfiche usudly have "Origind™ stamped on them. Theitem
number is transcribed in a 074 followed by "MF" in parentheses. Example:

074 0710 (MF)

It may be necessary to look up an item number for amicrofichein the List of Classesorina shipping
lig, if:

A. Theitem number on the microfiche verdon is unresdable.

B. A document isadud distribution document.
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5.

C. A micrdficheisan agency microfiche or acomputer output microfiche (COM).

Dual Digtribution Documents. Documents distributed to depository libraries in both paper and
microfiche and cataloged using a single record have two item numbers assigned to them. Oneitem
number is for the paper verson and the other isfor the microfiche. Each item number isrecorded in a
separate 074 Fidd. Theitem number for the paper version is recorded before the microfiche version.

A. Paper and Microfiche:
Examples
NOT

074 1033 074 1033, 1033-A (MF)
074 1033-A (MF)

B. Paper, Microfiche, and Online: If adud digtribution document is available as an onlinefile,
each item number is recorded again followed by the word online in parentheses. Examples:

074 0996-A
074 0996-B (MF)

074 0996-A (online)
074 0996-B (onling)

Online Files: If adocument is an onlinefile, the item number is transcribed in an 074 fied followed by
"onling" in parentheses. Example:

074 0830-C (online)
Tangible Versions (Electronic Resour ces (CD-ROMs, DVD-ROMs and Floppy Disks),
Microfiche, or Paper), and Online Files. If adocument is avalable in atangible verson and as an
onlinefile, the formats are indicated.

A. Electronic Resource or Paper and Online Files:

074 0128-M-02
074 0128-M-02 (online)

B. Microficheand OnlineFiles;

074 0624-H (MF)
074 0624-H (online)

C. Electronic Resource or Paper, Microfiche, and Online Files:

Hypothetica example:
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074 0026-A-05
074 0026-A-05 (MF)
074 0026-A-05 (online)

6. Documentslssued Morethan Oncein the Same Format, but under Different Item Numbers
and Classes: If adocument is distributed more than once in the same format under different item
numbers and in different classes, the 074 fields and class number fields are arranged in such away as
to indicate which item number pertainsto which class. Thefirgt item number listed should match the
fird classlisted. The second item number should match the second class listed, etc. Examples:

074 0466-A-03 (MF)
074 0455 (MF)

086 0 ED 1.310/2:
0860 ED 1.1

7. Multiparts: If apart isdigributed a second or third time in the same format but under different item
numbers, separate 074 fields are added to the catalog record for each item number. The item numbers
are arranged in the record in part number order. The part number is recorded in parentheses following
the item number. If apart aso has both a different item number and a different class, then the
indructions in section 6 above are followed.

SINGLE CLASS MULTIPLE CLASSES
074  0156-K-35 074 0621 (V.1)
074  0156-K-17 074 0620 (V.2)
074  0156-K-14 086 0 |19.2:W 68/2

086 0 C 3.223/11:1990 CPH 3-115 A/IMAPS 086 0 119.3:1620

8. Serials: Sometimes different volumes or parts of a particular seria are distributed to depositories
under different item numbers at different times. The 074 fidlds are arranged o that the earliest item
number assigned is recorded in the first 074 fidld. The most recent item number assigned is recorded
inthe last 074 fidld ligted. Examples.

074 0956

074 0956-F

0860 T 222:T 19/20/
0860 T2257:

If some volumes or parts are distributed to depositories in paper and microfiche (dud distribution), the
ingructionsin 3 above are followed. 1f some volumes or parts are ditributed more than oncein the
same format under different item numbers, the ingtructions in 6 above are followed.
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9. 074 Subfidd “z" : Thissubfidd is used when an item number is incorrectly recorded in the catadoging
record and is later changed. The correct item number is recorded in subfield “&’ and the incorrect item
number is recorded in subfield “z.” Subfild “Z” is used to record typos and other transcription errors
made by the cataloger at the time the record was first produced. If adocument is actually distributed
under an incorrectly assigned item number, GPO does NOT record or move the incorrectly assigned
item number to an 074 subfield “z.” Thisis because the digtribution of a document under an incorrect
item number is an actud event. The item number under which the document is actudly digtributed
remansin the 074 subfield “a” The Adminigtrative Notes Technica Supplement provides corrected
item number information.

10. Documents That Are Not Digtributed: 074 fields are not added. Instead GPO cata ogers add the
following note to the record.

500 Not distributed to depository libraries.

A dummy item number, 3000-A, is recorded in the ACSIS system and sometimes appears on copies
of documents sent to Cataloging Branch for catadoging. This dummy item number isfor internd use
only and is not included in cataloging records.

11. Documents Marked DUMP. Some documents that are not sent to depositories are stamped with
the word DUMP. This does not mean that documents marked DUMP should be disposed of by the
Cataloging Branch. Instead these documents are catad oged without item numbers in the record as
ingtructed in 10 above. After these documents are cataloged, they are sent to the Nationa Archives.
Before being placed in a Nationa Archives box, each document is marked "ARC".

12. Documents Distributed To All Depository Libraries. Documents assgned item numbers 0154-
B, 0556-C, and 1004-E are digtributed to al depository libraries. The item number written on the
document is recorded in the 074 field of the catalog record. If adocument ismarked "All Libraries'
without an item number, the gppropriate item is obtained from the List of Classes and recorded in the
catalog record.

SEE AL SO: Electronic Resources, Microfiche, Notes, SuDocs Classification Numbers.
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LINKING FIELDS

BACKGROUND: Linking entry fidds (fields 765 through 787) are optiond MARC 21 fiedds which may
be used to link catalog records for various types of related publications. Linking entry fields contain
bibliographic information about publications related to the one being described in acataog record. Linking
note fields (530 and 580) are optional MARC 21 fidlds, which may be usad in conjunction with or in place
of linking entry fidds

There are two other linking fields, the 760 & 762 fidds, which are used only by the Library of Congress,
|SDP Center and therefore are not covered in this guiddine.

INSTRUCTIONS: For specific information on linking entry and note fields, consult OCLC’'s BFAS and
the MARC21 FFBD. Serid catalogers should consult the CEG and the CMM. GPO policies and
ingructions on use of linking fields are included below.

BASIC PROCEDURES: When adding linking entry fields and related notes fields to catalog records or
when evauating linking entry fields and notes on exigting records used for copy catadoging, carefully review
work to assure that links are made only when necessary and that the appropriate fields are used. Please
be aware of the following:

1. The OCLC database should be thoroughly searched each time a new record is created or an existing
record is used for copy cataloging.

2. Records should be checked carefully to be certain linking entry fields, including exigting fields, are
correctly used. Check ingtructional sources above and locdl ingtructions below for correct use
informetion.

USE OF LINKING NOTE FIELDSIN CONJUNCTION WITH LINKING ENTRY FIELDS:
Linking note fields are used when the relationship between documents cannot adequately be expressed by
the computer generated print/display constants produced when linking entry fields are used done or when
not enough record spaceis avalable to add dl linking entry filds needed. These fields are the additional
forms availability note (530 field), which is used only with the 776 fidld, and the linking field
complexity note (580 fied), which is used with other linking fidlds. When the 530 and 580 fidds are
used, the first indicator position of the related linking entry fields (776, 780, 785, etc.) is coded 1 (one).
This coding stops the computer from generating a note from the linking entry fiddld. Theinformetion in the
530 or 580 field takes the place of the generated note. Specific GPO palicies on linking notes are found
below.

When alinking note is NOT used, thefirgt indicator of the linking entry field is coded O (zero). Coding the
first indicator O (zero) causes a computer-generated note with a stlandard print/display constant to be
produced. The print constant describes the relationship between the document represented by the catalog
record and the document described in the linking entry field. It is used only when linking an origina paper
document with amicrafiche reproduction (776 fidd only). GPO includes subfidds“b” and “h” only in
linking fields for maps and monographs.
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BASIC SUBFIELD ELEMENTS: The basic subfield dements and ddimiters for linking fields 765-787
are listed below. They are used only if the publishers of related documents differ.

>aMain entry heading

>p Edition

>c Qudifying information
>d Place, publisher, date
>g Relationship information
>h Physical description

>s Uniform title

>t Title

>w Record control no.

>z Intl standard book no.

The 76X-78X, subfield “w” is mainly used to record the OCLC number and LCCN numbers of the
documents being linked to. A subfidd “w” for an OCLC number begins >w (OCoL C){ number}. A
subfied “w” for aLCCN number begins>w (DLC) { number} and awaysincludes 11 characters. Usualy
the firg three are blank, then two for the year, and the last Sx are sequentia numbers. If the sequentid
number has less than Sx numbers, add zeros a the beginning of the sequentid number. Example: >w
(DLC) 96000321

Other subfidd elements may dso be included in linking fields. Consult the ingtructional sources listed
above for specific ingtructions.

GPO POLICIESFOR LINKING ENTRY FIELDSAND LINKING NOTE FIELDS:

1. General Policiesand Practicesfor All Documents (Maps, Monographs, and Serials): When
linking catalog records using linking entry fields and notes, GPO gpplies the following specid practices

A. Required Use of Linking Notes When Linking Between Tangible Versonsand Online
Files: An additional forms availability note (530 field), indicating that a document is available
asan onlinefile, or alinking entry complexity note (580 field), indicating alater edition or issue
isavailable as an onlinefile, is dways included in the cata oging records for the tangible versons
regardless of the type of publication (maps, monographs, or serias).

B. Styleof Linking Notes Used to Link Tangible Versionsto Online Files: When linking
records for tangible versions to online files, GPO records access information to the onlinefilein
linking notes (530 and 580 fields) in standard styles noted below.

i.Style of Additional Forms Availability Note (530 field): If atangible version has the same or
smilar contents as an online file, a 530 note field isincluded in the generd style shown below.
For further details and examples, consult GPO-CG: Electronic Resources. Map, Monograph,
and Serid Example:

530 Also avallablevialnternet from the GPO web Ste. Addressasof ... ; current access
avalableviaPURL.
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Style of Linking Entry Complexity Note (580 field): If atangible verson is replaced by an
onlinefile (i.e, the tangible verson is no longer published, but ingtead only the onlinefileis
being published), a 580 note fidd isincluded in the generd style shown below. (For maps and
monographs, the tangible verson is the earlier edition and the onlinefile is the revised later
edition. For seridsthe tangible versons are earlier issues and online files are later issues) For
further examples for serids, as well as maps and monographs, see 2 E below. Generd
(hypothetical) example for maps and monographs:

580 Continued by: Birds of the Great Plains. 4th ed. (Available via Internet from the NPS
web site. Address as of 1/12/96: http//www ... ; current access available via PURL)

C. Linking Abstracts, Abridgement, Summaries, Supplements, Partial Updates, or Errata,
Etc., Appearing as Online Filesto Tangible Versions:

GPO does NOT link catalog records for abstracts, etc., that appear as online files, without the
full work, to catalog records for atangible verson that contains the full work (but not the
abstracts, etc.).

Catalog records for abstracts, etc., that appear separately from the full work as online files may
be linked to cata og records for separately appearing abstracts, etc., that are tangible versons.

If afull work and its abstract, etc., are issued separately and catal oged separately astangible

versons but appear together and are cataloged together as an online files, GPO links both the
Separate catal og records for abstracts, etc., and the full work (appearing as separate tangible

versions) to the record for the online file (containing both).

If an abgtract, etc., is published as part of the full work in tangible version, but is published
separately as an online file, GPO links the record for the tangible version full work to the online
file record for the abstract, etc.

GPO uses the additional form linking entry fields (776 field) to link catalog recordsin the
instances noted in ii-iv above.

An additional forms availability note (530 field) in the generd style shown beow is
included in the records for the tangible versons, in addition to the 776 field. (Thefirst indicator
iscoded “1” (one) asindicated above.) Hypothetical example:

530 Executive summary dso available via Internet from the Office of Naval Research web
ste. Addressasof (date): http://mww.orr.gov/publications/RptSurvey.html; current access
avalableviaPURL.

776 1 United States. Office of Nava Research. >t Report of survey. Executive summary >w
(OCoL C)00000000

856 40 >u http://purl .access.gpo.gov/GPO/L PSD000
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D. Linksto Four or More Records: If arecord isrelated to four or more other records, linking
notes are used ingtead of linking entry fields to describe the rdlaionship. (If aserid isbeing
cataoged, apply the ingtruction in the CEG and CCM when there is a conflict.)

For example, if an online file has the same kind of relationship (e.g., the same or Smilar content) to
four (or more) tangible tangible versons (e.g., paper, microfiche, CD-ROM, computer disk, €tc.),
GPO adds linking entry fields only to the records for the tangible versons. The record for the
online file would have only an additional forms availability note (530 field) or linking field
complexity note (580 field) describing the relaionship with the tangible versons. Linking entry
fields (765-787) would not be included in the record for the online file. Conversdly, if atangible
verson has ardationship with four or more online files, linking entry fields would be included in the
records for the onlinefiles. A linking note with information on the related documents only is aways
added to the record without linking entry fields.

2. Links Between Map (Non-serial) Records and Between M onograph Records:
A. General Policiesfor Maps and M onographs:

i. Retaining Existing Linking Entry and Linking Note Fields: When adapting existing
OCLC map or monograph database records that contain linking entry fields (765-787), GPO
will do the fallowing:

a. Reandl linking entry and notes fidlds dready in existing records if properly included.

b. Correct any erorsfound in exiging links. (Since there are few exigting linksincluded on
map and monograph records, check any changes with the Adminigtrative Librarian,
Cataoging Policy.)

ii. Adding Linking Entry Fieldsto New and Existing Records: When catad oging maps and
monographs (either by creating a new record or adapting existing records), GPO adds only
776, 780, and 785 linking entry fields to records.

a. If onlinefiles and tangible versons are represented (or are to be represented) by separate
catalog records, GPO adds linking fields when the following applies:

If contents of the onlinefiles are the same or smilar to one, two, or three other tangible
versons, GPO uses one or more additional form linking entry fields (776 field) to
link the records for online files to the records for the tangible versons. (Examplesin
B-C below.)

If an earlier edition of amap (non-serid) or amonograph is published only asa
tangible verson and the later edition is published only as an online file, GPO uses
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preceding entry fields (780 field) and succeeding entry fields (785 fidd) to link
the records. (Examplesin D below.)

b. However, GPO does NOT add linking entry fields (765-787) to catalog records for maps
and monographsto link:

Cataog records for tangible versions (paper, microfiche, CD-ROM, etc.) to other
records for tangible versions.

Catalog records for online files to other records for online files,

iii. Linking Note Fields: 530 and 580 linking notes are included only under the following
circumstances.

a. When required by the General Policies and Practices, for linking note fields, described
in 1 A-B, above.

b. If userswould not be able to determine from a note generated from the linking entry fieds
the format of the documents being linked.

B. Distribution Notes: Sometimes, the online version of a document is cataloged by GPO and
produced for the Monthly Catalog prior to the arrival for cataloging of one more tangible versions
of the same document. In accordance with this Guideline, GPO usually links the record for the
online version with existing records for the tangible versions when the online version is cataloged.

i. If one or more of the tangible versions are later distributed to depository libraries, GPO adds a
distribution note (500 field) to the record for the online version with information on the
distribution of the tangible version. Example:

500 Distributed to depository libraries in paper (iv, 234 p. :ill. ; 28 cm.), shipping list no.
20001-5342-P.

il. For other examples, see GPO-CG: Electronic Resources

lii. In addition, the first indicator in the additional form linking entry fields (776 field) on the
online record is changed from O to 1.

C. Examplesof Monograph Recordsfor Online Files Linked to Monograph Records for
Tangible Formswith the Same or Smilar Contents: The following examples show how
additional form linking entry fields (776 field) and/or additional forms availability note
(530 field) are added to the records for both the tangible versions and the online file as noted by 2
A i, aove.

i. Example of Online Monograph Record with Linksto the Paper Version (The GMD,
“eglectronic resource,” must be use in new records for electronic resources created on or after Dec.
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1, 2001, rather than “computer file.”)

OCLC: 34306686

110 2 Commission on the Role and Capabiilities of the United States Intelligence Community.
245 10 Preparing for the 21st century >h [electronic resource] : >b an appraisa of U.S.
Intelligence.

260 [Washington, D.C.: U.S. G.P.O. >c 1996]

538  Mode of access. Available viathe Internet at the GPO web site. Address as of 4/1/96:
http://www.access.gpo.gov/int/pdf/report.html; current access available via PURL.

776 0 Commisson on the Role and Capabilities of the United States Intdlligence Community. >t
Preparing for the 21t century : an gppraisal of U.S. Intelligence >h 1 v. (various pagings)
>W(OCoL C)34331746

856 40 >u 856 40 >u http://purl.gov/IGPO/LPS3432

a. GPO includes only the extent of item portion of the physica description in the 776 subfield “h”
of the record for the onlinefile. Thisisthe same information recorded in the 300 subfield “&’ of
the tangible version record.

b. Other tangible versions availahility note is added to the example above if the document appears
in four tangible versons. A 776 field would not be added. Example:

530 Also available in paper, microfiche, CD-ROM, and computer disk.

c. If one or more tangible versions have been or are scheduled to be distributed to depository
libraries, follow the instructions in B above

il. Example of Monograph Record of the Paper Version with Links to the Paper Versons:

OCLC: 34331746

110 2 Commission on the Roles and Capabilities of the United States Intelligence Community.
245 10 Preparing for the 21st century : >b an appraisa of U.S. Intelligence.

260 [Washington, D.C.] : >b The Commisson : >b For sale by U.S. G.P.O., Supt. of Docs,,
>C [1996]

300 1v. (variouspagings): >bcal. Ill. ; >c 28 cm.

530 Also available vialnternet at the GPO web site. Address as of 01/25/00:
http://mwww.access.gpo.gov/int/pdf/report.ntml; current access available via PURL.

776 1 Commission on the Role and Capabilities of United States Intelligence Community. >t
Preparing for the 21t century : an appraisal of U.S. Intelligence >w(OCoL C) 34306686

D. D. OnlineFilesRelated to More than One Tangible Version:

i. If anonlinefileisreated to more than one edition of the same kind of tangible form, GPO links
only to the catalog record of the most recent edition of the tangible version.
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ii. 1f one or more of the different forms (tangibleand online) in which a document gppears are
known to be sgnificantly different in content from the versonsin other forms, GPO indicates
the differencesin asngle additional forms availability note (530 field). Thefirst indicator
for dl the additional formsentry fields (776 field) included in the record are coded 1 (one).
Hypothetical example:

500 Distributed to depostory librariesin paper and CD-ROM.
530 Also availablein CD-ROM and paper (without part B of observation tables). Address
as of 01/25/00 ... ; current access available via PURL.

776 1 >t Observations from the J7 Satellite >h 1 computer optical disc
>w(OCoL C)00000000
776 1 >t Observations from the J7 Satellite >h ix, 365 p. >w(OCoL C)00000000

If there are more than three tangible versions, only the 530 note isincluded and Additiona
Form Entry fields (776 fidds) are not included.

E. Hypothetical Examples of Records Where an Earlier Edition (Issued Only asa Tangible
Verson) IsLinked to aLater Edition (Issued Only as an online File): Thefolowing
examples show how GPO uses preceding entry fields (780 field) and succeeding entry fields
(785 field) to link the records as required by Part 2, Section A, Instruction ii, above.

(Record for Earlier Edition issued in Paper, but not as an online File)

OCLC: 00000000

245 00 Schoolsin mgjor U.S. cities: with supplementary datisticd tables.

250 3rded.

260 [Washington, D.C]: >b U.S. Dept. of Education,

>c [1992]

300 ix,365p.: >bill.; >c 28 cm.

580 Continued by: Schoolsin mgor U.S. cities : with revised supplementary datistical tables.
4th ed. (Available via Internet from the DOE web Ste. Address as of 01/21/00:
http:/Mmnww.edu.gov/pubs/SchoolslnM g or/index.html; current access available via PURL).

785 10 >t Schoolsin magor U.S. cities : with revised supplementary statistical tables >b 4th ed.
>w(OCoL C)00000000

856 42 >u http//purl.access.gpo/GPO/L PA324

(Record for Later Edition Available only as an online File; the GMD, electronic resource, must be
use in new records for electronic resources created on or after Dec. 1, 2001.)

OCLC: 00000000

245 00 Schoolsin mgjor U.S. cities >h [electronic resource] : >b with revised supplementary
detidtical tables.

250 4thed.

260 [Washington, D.C] : >b U.S. Dept. of Education, >c [19957]
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538 Mode of access: Available via Internet from the DOE web ste. Addressasof //:
http://mww.edu.gov/pubs/SchoolsinM g or/index.html

500 Supplementary statistical tables revised 1995.

780 00 >t Schoolsin mgor U.S. cities : with supplementary satidticd tables>b 3rd ed. >hix, 365
p. >w(OCoL C)00000000

856 42 >u http://purl .access.gpo.gov/GPO/LPS2402

F. Other Examples of 580 Continued by: Notes:

(Hypothetica Example for GPO Web site)
580 Continued by: Energy handbook. Rev. 9/96. (Available Internet at the GPO web site.
Address as of 01/21/00: ... ; current access available via PURL).

(Hypothetica Example for Federd Bulletin Board)

580 Continued by: Energy handbook. Rev. 9/96. (Avallable from the Federa Bulletin Board via
Internet at the GPO web site. Address as of 01/21/00: ... ; current access available via PURL and
through FTP, Tenet, and did-up).

(Hypothetica Example for GPO Access)
580 Continued by: Environmenta report. 1997 ed. (Available from GPO Access via Internet at
the GPO web site. Address as of 01/21/00: ... ; current access available via PURL).

(Hypothetica Examples for Non-Federal Sites That Make Documents Available for Federa
Organizations by Agreement.)

580 Continued by: Becoming an American citizen. 3rd rev. ed. (Available via Internet from the
World Wide Web. Address as of 01/21/00: ... ; current access available via PURL and through
FTP, Telnet, and did-up).

580 Continued by: Y our invesments. Rev. ed. (Available via Internet through gopher).

3. Linking Between Serial and Monograph Records: If aserid in tangible verson is continued by
online fileswhich do not qudify as serids, the catdog records are linked usng preceding entry fields
(780 fidd) and succeeding entry fields (785 fidd). If the online verson of adocument isa
monograph (based on a drict application of the AACR2 serid definition) and the tangibleversons are
serids, the catdog records are linked using Additional Form Linking Entry Fields (776 field).
Otherwise serid records and monograph records may not be linked.

Monograph cataogers are responsible for updating or creating the bibliographic records for the
monograph onlinefiles that are related to serids tangible versons. However, because of CONSER
requirements, linking entry and note fields may be added to serid records only by serid catalogers.
When an onlinefile that isamonograph is linked to a serid, the gppropriate linking entry fidds and
notes for both records will be determined by the serid cataoger.

4. Linking Between Serials Records (Including Recordsfor Map Serials):
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A. When caidoging serids, GPO includes dl (765-787) linking entry and linking note fields as
required by CONSER ingdructions (i.e.,, CCM and CEG) for full-level serid records.

B. GPO specid policiesdescribed in General Practices and Palicies, above, are applied to serials
aswdl asto maps and monographs. 530 and 580 notes indicating a serid document is available
asan onlinefile areincluded in seria catalog records where gppropriate. These notes arein the
specia-styles described in 2 C-D above.

5. Updating Linking Entry and Linking Note Fields: Linking fields may become outdated. Thisis
particularly true for onlinefiles, serids, and multipart works. Linksto onlinefiles are very dynamic.
Linking note and entry fields on cataoging records that describe them may become outdated quickly
aong with other bibliographic details. GPO will revise links to online files, when necessary, if notified
about changes in online files that require changes to catalog records.

SEE ALSO: Electronic Resources.
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LIST OF SPECIAL MATERIALS

BACK GROUND: Some categories of Federa documents are not cataloged by GPO, but are instead
included in the Ligt of Specid Materias that appears in the Monthly Catalog. The documents included do
not warrant full bibliographic description; therefore, no full-level cataloging record will appear on OCLC
for these items.

ARRANGEMENT OF LIST: TheList of Specid Materidsisin SuDocs class number order.

INFORMATION PROVIDED: Each entry includestitle, date, item number, stock number, price,
shipping list number, and an indication of the type of materid, as gpplicable.

SPECIAL MATERIALS:

Announcements
Binders

Change notices
Dividers

Errata sheets
Forms

Individua pages of documents
Labds

News releases
Notices

Stickers and decals
Trangmittds

SEE ALSO: Basc Manuds.
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MICROFICHE

BACK GROUND: Many of the documents GPO distributes to depositories are microfiche documents.
The mgority of these are GPO microfiche. Some areissued by other agencies, such as ERIC, GAO, and
NASA. Some are origina microfiche. Most are reproduction microfiche.

1. Computer Output Micraofiche (COM): These are created from large electronic database files.

A. The equipment provides an eye-readable header as entered by the equipment operator. The
information in the individua framesis created directly from databases. There are no intervening
paper copies produced.

B. Supply and parts catdogs, financia information, inventories, liings, and other large microfiche
documents are created thisway. Theissues of the microfiche verson of the Library of Congress
Subject Headings are COM.

C. Some agencies create both paper and COM versions of documents from the same database.
Since paper originas are not required, COM are consdered to be original microfiche.

2. Microfiche Reproductions: These are created or manufactured by photographing individua
documents.

A. Theorigind paper versons arefirg cut gpart and then photographed using specid cameras.

B. A mgor problem with this method isthat dterations to the origina paper are often made and there
are problems with the qudity of manufacturing.

I.  The cover or some pages of the cover, often pages 2-4 are not included. The spineisrarely
included.

ii. Hlustrations, and other pages thought to be unimportant by the manufacturer are removed or
areillegible, often because the origind wasin color.

iii. Thetext and other contents of the origind may not appear in the microfiche.

iv. The heeder may be for acompletely different document than the one photographed and
gppearing in the frames.

v. More than one microfiche reproduction may be published for an origina document. GPO and
another publisher, Federa or private organizations may publish microfiche reproductions of the
same document.

3. GPO Reproduction Microfiche: Most of the reproductions now cataloged by GPO are GPO

microfiche.
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A. These may have theword "Origina" stamped on the cover prior to photographing.

B. Often the pages of the origina paper document used to manufacture GPO microfiche are
re-numbered manualy.

4. Federal Agency Microfiche: Although some agency microfiche are COM documents, most are
created by photographing paper pages or shests.

A. Mos of these are reproductions of paper documents that were originaly made available to the
public by the Federa agency or another publisher in paper.

B. Sometimesthe origind paper versons of documents are not distributed by the agencies originating
them. Instead they are distributed only in microfiche crested by photographing paper originas.

C. Some agency microfiche contain collections of individual documents thet are originaly issued in
paper and distributed to select regional audiences. The origina paper documents are then
grouped, microfiched, and reissued for national and international audiences. An example of these
are seridsissued in paper by the Nationa Wesather Service and then grouped and reissued in
microfiche.

INSTRUCTIONS:. Microfiche are catdoged following the instructions below:

1. AACR2, Chapter 11 and Other Relevant Chapters. These rules are followed when cataloging
origina microfiche. The internad sources and the eye-readable header may be used as sources of
information for the cataloging record.

2. LCRIs, Chapter 11: Theserules are followed when catd oging microfiche reproductions.

A. Descriptive information on the origina paper document is recorded in the title and statement of
respongbility area, edition area, publication, distribution, etc., area, physica description area,
series areg, and notes area of records. Only the frames for the origina paper document may be
used to obtain information on the descriptive and physical characteristics described in the fixed
fidlds, bibliographic description, physica description and notes other than the reproduction note.
The eye-readable header, frames with pages added by the producer of the microfiche, and
accompanying materid normaly may NOT be used as sources of information for the descriptive
fields and notes. If the frames of a microfiche reproduction are unreadable, the title may be
transcribed from the equivalent paper version or a surrogate created from the paper original or
equivalent online version without brackets. If the origind document is atered prior to being
microfiched so that the correct title is not obtainable, atitle and other descriptive information may
be supplied and bracketed into the title area of the record based on thetitle in the header or other
frames added by the manufacturer. The title and other descriptive information may be supplied
from technical report documentation pages included in technical reports or similar kinds of pages in
other kinds of publications.
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B. Information about the publishing of microfiche reproductions, i.e., the place of publication, publisher,
distributor, date of publication; number of microfiche; Sze of the microfiche, if required; seriestitles
and series numbering added by the publisher of the microfiche; and notes pertaining only to
microfiche reproductions are recorded in reproduction notes (533 field). The only adlowable
sources of information for the reproduction note are the eye-readable headers, frames added by
the producer of microfiche, and accompanying materids. The frames containing the pages of the
origind may not be used for sources for data recorded in reproduction notes.

3. MARC21 FFBD: Thisgandard contains ingructions on coding fixed fidds and variable fields,
including reproduction notes (533 field). For example, information on series and series numbering
added during the manufacturing of a microfiche reproduction are recorded in the 533 subfield “f” and
traced in a 810 or 830 fied.

4. OCLC’'sBFAS: Thisgandard containsinformation on OCLC' s application of MARC 21 FFBD,
including specid fidds such asits fixed-length data € ements reproduction note (539 field),
<http://mwww.oclc.org/ocl c/bib/about.htm>.

POLICIES: GPO'sgenerd policies for microfiche cataoging follow:

1. Microfiche Not Cataloged: There are three instances in which microfiche distributed by GPO are
not cataloged. Instead information about their distribution is provided in records for versonsin other
formats.

A. Dual Distribution Microfiche: Documents that are distributed to some depository librariesin
paper and to others in microfiche are represented by a single record describing the paper version
and providing digtribution information for both versons.

B. Microfiche Cataloged After Online Version: If the microfiche verson of adocument isto be
cataoged after the online verson has been catd oged, information about the digtribution of the
microfiche verson is noted in the record for the onlinefile. See GPO-CG: Electronic Resources
for details.

C. Microfiche Created for Documents Scheduled To Be Distributed in Paper or asa
Electronic Resour ce: Sometimes microfiche are created inadvertently or purposdly for
documents that are supposed to be distributed in paper or as a dectronic resources. Digtribution
notes and item numbers for the microfiche are added to existing records for the paper or eectronic
resource in the OCL C database but they are not produced for the Monthly Cataog.

2. Recording of Information about the Distribution of Microfichein Recordsfor Other
Versions:

A. Item Numbers: "MF" in parentheses, followed by the item number for the microfiche, is recorded
following the item number for the paper version and before the item number for the online version.
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For further information and examples, see GPO-CG: Item Numbers.

B. Distribution Notes: Information on the distribution of the microfiche verson isincluded in the
records for other versons. Examples:

I.  Record for paper version:
500 Didributed to depositoriesin micrafiche, shipping list no: 97-2345-M.
ii. Dud digtribution (Congressond documents):
a. Record for paper version:
500 Didributed to some depository librariesin microfiche.

b. Recordsfor onlinefile records:

Monograph records:

500 Didtributed to some depositories in paper (i, 26 : ill. ; 28 cm.), shipping list no:
97-1234-P, or in microfiche.

Seridsrecords
500 Some issues distributed to some depositoriesin paper or microfiche.

3. Sourceof Cataloging Information: Microfiche catadoged by GPO are cataloged from the actual
microfiche, not the paper verson as was done in the past.

4. Recording of Digtribution Information: Items numbers are recorded in records for the actual
microfiche following the indructionsin 1 A i above. The shipping list numbers are provided in a 500
note for both original microfiche and reproductions. Example:

Shipping list no. 2000-0133-M.

Digtribution notes for microfiche are not included in GPO cataoging records for the actud microfiche.
See GPO-CG: Notes.

5. RulesFollowed: Cataogers must exercise judgement when determining whether to follow AACR2,
chapter 11, or LCRI 11.0.

A. Original Microfiche: At present GPO only tregts the following as origina microfiche:
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i.  Computer output microfiche (COM)

ii. Microficheincorporating collections of other documents that were issued origindly in paper.
To betreated as aorigind microfiche, a microfiche must incorporate two or more previousy
issued documents.

B. Microfiche Reproductions: GPO treats al microfiche except for those listed in Section A aove
as microfiche reproductions.

6. Alterationsand Quality Issues: Changesto origind paper documents prior to photographing and
poor quality manufacturing make it difficult to properly catalog some microfiche reproductions and
ultimately make it difficult for usersto identify and retrieve them. Remova of the cover and title pages
may make it impossible to provide the red title in the catalog record, the series title and numbering
assgned to the original paper document, or the correct physical description. To minimize the impact of
dterations and poor qudity manufacturing, GPO does the following:

A. Cloning of Records: If thereisareliable record on the OCL C database record for the original
paper document, such asan origina Library of Congress record, the exception being CIP records,
GPO clones the record for the origina to create arecord for the microfiche reproduction.

B. Useof Original Document: If the origina paper document is available to the GPO catdoger, it
may used as a source of information for the descriptive cataoging (245, 250, 260, 300, 440, and
490 fidds), and dl notesfieds, except the 533 field.

C. Treatment of Added Information: Information that is handwritten or stamped in origina
document isignored or only recorded in the reproduction note (533 field).

I.  Handwritten or stamped numbering added to the original pages by those preparing paper
documents for microfiching is disregarded in favor of the origina page numbering.

ii. If the pagination of the origina paper document has been rendered illegible by the microfiche
manufacturer, GPO uses one of the methods shown in AACR2, rule 2.5B8 to represent
pagination in the 300 field. Normally, the pagination is recorded as 1 v. if the origina
numbering isillegible.

iii. Handwritten or stamped on series statements are recorded in the series area of the
reproduction note (533 subfield “f”).

iv. Information in the eye-readable header and frames added by the publisher of the microficheis
recorded in reproduction notes (533 field), if needed. For example, header titles should both
be recorded in the 533 subfield “n” and traced in a 246 field with indicators coded 3 blank.

SEE AL SO: Adapting OCL C Database Records; Cartographic Materids, Iltem Numbers; Notes; Physica
Description Area.
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MULTIPART ITEMS

BACK GROUND: AACR2 defines a multipart item as. A monograph complete, or intended to be
complete, in afinite number of separate parts. The characteristics of different multiparts vary greetly. The
characterigtics of different kinds of multipart items are outlined below.

1. The separate parts may be only bibliographicaly digtinct or may be both bibliographicaly and
physicdly digtinct. Although the bibliographic parts and the physical parts normaly coincide,
sometimes they do not.

2. Theindividud parts that make up a multipart usudly have individud titles (or part titles) aswell asa
collective title (or comprehensivetitle), but often they do not.

3. Sometimes the individud titles are dependent on the collective title and sometimes they are
independent.

4. Theindividua parts may be numbered or unnumbered. However, multiparts without individud titles
are amost aways numbered.

5. If amultipart is essentidly alarge monograph that was published in two or more physical units because
of itsSze, the collective title is more important bibliographicaly than the individud titles. The individua
titles redlly serve only asakind of finding aid to sections within the monograph.

6. Sometimes each individua part of amultipart is a sgparate monograph initsdlf. Theindividud titles are
more important than the collectivetitle. The collective title redly serves the same function as a series
titte. The only difference between these kinds of multiparts and seriesis that the publisher did not
intend to continue them indefinitely. The parts are only related because they are on the same generd
topic or areissued by a particular Federal agency and are the same kind of document. The collective
title serves only to bring together individua works for the purpose of attracting a particular audience.

7. Part numbers sometimes follow the collective title and sometimes precede the individud titles.

8. Some mulltiparts have individud part titles and are individualy numbered, but do not have an overdl
titte. Unless the numbering is digtinctive in some way, the lack of a comprehensvetitle mekesit is
impossible to bring the parts together in acataog.

9. Asinseridsand series, the main entry and titles of multiparts change. Unlike serids and series, anew
serid record or authority record is not made. 1f amultipart has been cataloged using a collective

record, the collective record is adjusted.

10. Theindividua parts may be issued or digtributed in different formats than other parts. Sometimes some
parts in amultipart are distributed in paper and other partsin microfiche.

INSTRUCTIONS: Ingructions on identifying, analyzing, and cataloging multipart items are included in:
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AACR21.0H2, 1.7B7, 1.7B18, 13.3,13.4, 21.2, and 21.3.

LCRI 1.6, 2.6, 21. 30L, and 25.5B

MARC 21 FFBD

OCLC's BFAS, http://www.ocl c.org/ocl ¢/bib/about.htm

POLICY: Because of the limitations on record size imposed by the systems GPO uses to create, update,
and cataog records; it is not able to follow the requirements of AACR2, chapter 13, which provides for
the creation of both comprehensive records and analytic records. GPO catal ogs multiparts three different
ways. These methods are: the single record method; multiple individua records method with the collective

title recorded as the title proper; and multiple individua records method with the collective title recorded in
the series area.

1. Single Records Method:
A. GPO’sPalicy on Single Records: A single collective, open entry, record is used if:
i. Individud titles are lacking, but the individua parts are numbered.

ii. The partshaveindividud titles, are numbered, and dl of theindividud titles can be recorded in
the contents note (505 field) of a single record.

iii. A collective record has already been created by the Library of Congress, the National
Agricultura Library, or the Nationd Library of Medicine.

B. Detailed Instructions: If the sngle record method is chosen, catdogers.

i.  Mudg becertain that dl of the individualy titleswill fit in a contents note. If not al of the parts
have been recaived, but the individud titles are of moderate length or short, and it appears that
there will be twelve or fewer parts, the single record method is preferred.

ii. Thelimit of twelve parts should not be trested as ahard and fast rule. If dl or dmost dl of the
parts have been received and it is obvious dl will fit in the contents note on asingle record, a
singlerecord is prepared regardless of the number. If individud titles are long, judgement is
used. Only three, four, or five individud titles may fit.

iii. The collective record is coded as an open entry until dl of the parts are confirmed as  being
received and cataloged. Then the record is closed.
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iv. If all of the parts of a muitipart are distributed in both paper and microfiche (dual distribution),
a collective record is created only for the paper version. A distribution note for the microfiche
is added to the collective record for the microfiche.

v. If all of the parts of a multipart are distributed in paper or if al of the parts of a multiparts are
distributed in microfiche and some or all of the parts are available via the Internet, a single
collective record is created, as appropriate, for either the paper or for the microfiche version as

appropriate.

vi. If acollectiverecord is created or adapted for amultipart, records for the individud parts
(analytic records) are NOT adapted or created by GPO.

C. Example of a single collective record produced for the Monthly Catalog:

1101 United States. >b Congress. >b House. >b Committee on Appropriations.

>b Subcommittee on Dept. of Transportation and Related Agencies Appropriations. 245

Department of Trangportation and related agencies appropriations for 2000 : >b hearings before a
subcommittee of the Committee on Appropriations, House of Representatives, One Hundred Sixth
Congress, firgt sesson / >c¢ Subcommittee on the Department of Transportation and Related Agencies
Appropriations.

260 Washington: >b U.S. G.P.O. : >b For sde by the U.S. G.P.O., Supt. of Docs., Congressiona
Sales Office, 1999-2000.

300 7v.:>bill.;>c 24cm.

500 Didributed to some depostory librariesin microfiche.

500 Shipping list no.: 99-0174-P (pt. 1); 99-0197-P (pt. 2); 2000-0112-P (pt. 3); 2000-0137-P
(pt. 4); 2000-0124-P (pt. 5); 2000-0123-P (pt. 6); 2000-0106-P (pt. 7).

504 Includes bibliographica references and indexes.

504 pts. 1-2. 2000 budget justifications. Department of Transportation, related agencies

pt. 3. Department of Transportation, Coast Guard ... -- pt. 4. Department of Transportation, Federa
Highway Adminigtration ... -- pt. 5. Department of Trangportation, Amtrak Reform Council ... -- pt. 6.
Air traffic control modernization ... -- pt. 7. Testimony of members of Congress and public witnesses.
590 [cat:hpl;7]

610 10 United States. >b Dept. of Transportation >x Appropriations and expenditures.

651 0 United States >x Appropriations and expenditures, 2000.

D. Multiple Collective Records: If different parts of amultipart are distributed or made availablein
different formats, e.g., paper, microfiche, CD-ROM, DVD-ROM, and online, multiple collective
records are created.

i. If some parts of a multipart are distributed in paper and other parts are distributed in microfiche,
GPO creates separate collective records for the paper and microfiche versions.

ii. If multiparts are initially distributed to depositories in paper and/or in microfiche and later parts
are made available only as online documents, GPO makes a separate record for the online
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version. Some multiparts are distributed partly in microfiche and partly in paper and are mede
available in their entirety online.

iii. If GPO has already cataloged some parts distributed in paper, following the instructions for paper
documents, and has cataloged other parts made available in microfiche following instructions for
microfiche prior to the time the online version is available, a separate record is also made for the
parts made available online. A note is included in the record for the online parts indicating
which parts were distributed to depositories in paper and which in microfiche.

Iv. Separate records are not made for any of the individual parts when separate collective records
have been created for a muitipart with parts that have been distributed or mede available in
various formets.

2. Multiple Individual Records Methods: There are two different types of individud recordsthat are
created for multiparts. The collectivetitleis recorded in different ways in different types of records.

A. TheCoallective Title Recorded asthe Title Proper: Thefirst way isto record the collective
title as the title proper (245 subfield “&’) and each individud title asthetitle part (245 subfied “p”)
in multiple records. If the parts are numbered, the numbering is recorded in the number area (245
subfield “n"). GPO uses this method in the following circumstancesiif the collective title precedes
the individud title on the chief source, and:

i.  Theindividud parts are unnumbered.

ii. Theindividua parts are numbered and have individud titles, but the parts are too numerous for
their titles to be recorded in a contents note.

B. The Collective Title Recorded in the Series Area: The second way is to record the collective
title in the series area (440 or 490 and 810, 811, or 830 Field). If the parts are numbered, the
numbering is recorded in the series number area 440 or 490 subfidld “v.” GPO uses this method,
if:

i. Thecoallectivetitle followsthe individud title on the chief source or is presented in such away
that the catalog users might not redize it isa collectiveftitle.

ii. Thecoallectivetitle and individud title do not appear on the same source in a printed document
or are separate from each other in other kinds of documents.

C. Detailed Instructions:
i. If the collectivetitle is recorded as thetitle proper or the collectivetitle is recorded in the series

area (440 or 490 Fields) of arecord that isless than afull-level record, GPO does not create
amultipart authority record.
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ii. If the collectivetitle is recorded in the series area of afull-level record, a multipart authority
record is created.

iii. Once adecison has been made to create an individua (anaytical) record for each part, dl the
parts are catadoged individualy in single, closed records.

SEARCHING THE OCLC DATABASE: Before amultipart is catdoged origindly, GPO catdogers
search the data base thoroughly to determine the correct record to adapt.

1

2.

The OCL C database may contain avariety of records for a particular multipart.

Whileit isentirdly permissible for the same bibliographic item to be represented by records for the
individua parts and by a collective record in the OCL C database, GPO adapts either the collective
record or the records for the individual parts but not both kinds for the same multipart.

Cataogers must be consstent in catadoging dl partsin a multipart the same way.

The record selected depends on the characteristics of the multipart, GPO policies, the origin of the
record, completeness, quality, and format.

A. The sdection of acollective record or arecord for an individud part depends on the GPO policies
outlined above.

B. Library of Congress and BIBCO records are preferred over other records regardless of
completeness.

C. If aLibrary of Congressor BIBCO record is not available for a particular multipart, records are
selected based on their completeness and qudity.

D. If some of the parts of amultipart have been digtributed in microfiche and other parts have been
digtributed in paper, those parts digtributed in microfiche are cata oged using microfiche records
and those distributed in paper are cataloged using records for the paper.

ADAPTING AND CREATING COLLECTIVE RECORDSFOR MULTIPARTS: If aparticular
multipart is to be cataloged using a single collective record following GPO policy, an exigting record is
adapted or anew record is created for it.

1

All Parts Cataloged at the Same Time: If dl the parts are available for catdoging a the sametime,
the entire multipart is cataloged using a collective record and the record is closed.

Parts Cataloged at Different Times: If the parts arrive for catdoging a different times, the
collective record remains open. Sometimesthe individua parts may arrive at different times over a
period of months or years.
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A. After aninitia part isreceived and cataloged, GPO continues to add information to the OCLC
database record.

B. If the parts have edition statements, GPO consults LCRI 2.2. The parts may al have the same
edition satement or different edition satements.

C. Information added by other OCL C membersis not deleted or changed unlessit can be confirmed
it isincorrect based on an actua piece in hand.

D. If some parts recorded in the contents note of the OCL C database record have not been received
for catdoging by GPO, the information about them isNOT removed from the OCL C database
record even though GPO has not yet received them. Instead, the unlocked OCLC record is
modified for Monthly Catalog production only.

E. If the description of amultipart item is based on the part with the lowest numeric vaue and al of
the parts have been received for cataloging sequentidly, the versions of the record produced for
the Monthly Catalog and the OCL C database record should be the same except for the 099 field
and the 590 field which are temporarily added for production of the Monthly Cataog record.

F. With the exception of information on parts yet to be received by GPO for cataloging, the entire
record is produced over again each time additiona parts are received and added to the database
records.

G. Unlessdl parts of a Congressond multipart are received before aMonthly Catalog production
cycle ends, GPO holdsindividua parts until the last week of the cycle before producing them.

3. Notesfor Collective Records:
A. Quoted Notes:

i.  To show the source of quoted notes for multipart items, use both the part designation and the
page designation. Examples.

500 "May 1982"--Voal. 1, cover.
500 "Report No. ABC-789"--Pt. 2, 1<t prelim. p.

500 "Permanent Subcommittee on Investigations'--Pt. 3, t.p. verso.

ii. If the quoted information is on the chief source, only the part designation should be given.
Examples.

500 "June 16, 18, July 16 and 24, 1981"--Pt. 1.

500 "Inorganic and Electrochemigtry Divison'--Vol. 3.
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iii. For theuseof "Vol." after aquoted note, seethe LCRI 1.7A3.
B. Shipping List Notes: Multiple shipping list numbers should be placed in one note:
500 Shipping list no.: 90-0194-P (pt. 1), 90-0250-P (pt. 2), 90-0614-P (pt. 5).

C. Contents Notes. Some volumes of a multipart may have unique titles and other volumes may nat.
Formulate the contents note as follows:

5050 [v. 1. Without specid title] -- [v. 2] Summary.
See LCRI 2.7B 18 for further guidance.

4. Updating Collective Database Recor ds. Records are updated to AACR2 standards using the
LOCK and REPLACE command sequence. Notes and added entries pertaining to volumes that have
not yet been cataloged by GPO are retained in the OCL C database record.

A. Additional Parts. As each part of amultipart is cata oged, the database record is updated to
include al information required by AACR2 and the GPO Cataloging Guiddines. Elements that
may need to be changed include:

i. SalesInformation (020 subfield “c” and 037 field):

a. GPO Sales Status: The sdesinformation for al parts sold or formerly sold by GPO is
added and/or changed to reflect current sales status.

b. Other Agencies: Accession, catalog, identification, order, stock, etc., numbers are
recorded in the 037 field for each part.

ii. Report Numbersand STRN (027 and 037 field): Record for dl partsif provided. See
GPO-CG: Abridged Cataloging, and Report Numbers.

iii. Main Entry: Make changesto main entry if required.

a If, for example, the first part has three persona authors, the record is entered under the
first author and the other two authors are recorded as added entries.

b. If another part that is received later has two different authors, the data base record must be
changed to atitle main entry. Only the first author of the first part is given an added entry.
The added entry for the other authors of the first part are removed and added entries for al
other authors are omitted. However, dl authors are transcribed in the contents note.
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c. If themgority of the other parts received have a different title than the part with the lowest
numeric value, the description must be changed in accordance with AACR2 21.2B2.

iv. Bibliographic and Physical Description: If the part being added to the record has a lower
vaue than the part previoudy used in the bibliographic and physical description, the record is
updated if required.

a. If the database record being used by GPO to catalog a multipart isa 1) Library of
Congress, Nationa Agricultura Library, Nationd Library of Medicine, or BIBCO record
and 2) the part recorded in the description has alower numeric vaue than the parts being
cataloged by GPO, the bibliographic description isNOT changed either in the OCLC
database record or for Monthly Catalog production.

b. If a part with alower numeric valueis received for cataoging and has different bibliographic
characterigtics than the later part previoudy used to record the description, the description is
replaced with a description based on the part with the lower numeric value.

C. Thedatesin the date area (260 subfield “c”) and in the Dates: fixed fild areaare to reflect
the earliest publication date. The earliest publication date is not necessarily the date on the
part with the lowest numeric vaue (i.e, volume 1 may be published later than volume 2).

d. Thedescription ischanged if AACR2 21.2B2 is gpplicable.

e. If thelibrary cregting a collective record is alibrary other than those listed in “&’ above, the
description is changed to reflect the earliest part cataloged by GPO.

f. If the description is based on a part other than the first, GPO normally adds a " Description
based on" note indicating the part used as the basis for the description. Thisnote is not
added to Library of Congress records or records created by other libraries that record the
parts received in angle brackets in the extent of item area (300 subfield “d’). Instead of
adding a description based on note to these records, GPO adds the new volumes that the
description is based on to the extent of item area. Examples:

GPO record:
500 Description based onv. 2.

LC record:
300 <2,3>:>bill.;>c28cm.

g. Description based on notes or the extent of item area are updated as earlier parts are
received.
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h. They are not included in new GPO abridged-level records, but are retained in existing
records.

5. Adding Temporary Fieldsand Making Other Temporary Changesto Recordsfor Monthly
Catalog Production: Two temporary fields are added to collective records each time they are
produced for the Monthly Catalog. Changes are made temporarily to unlocked records, not to OCLC
database records.

A. Temporary Fidds Thesefiddsae
i. The 099 Fidd, which contains the SuDocs class/classes for the parts produced.
il. The 590 Fidd, which contains production/quaity control information.

B. Temporary Changes. If dl the volumes are not currently in hand:

i. Fixed Fidds: If the collective record in the data base is "closed" but GPO has not cataloged al
the volumes, change the record to an open entry beforeit is produced for the Monthly Catalog.

li. Notesand Added Entries: Information for any volumes not added to the OCL C database
record by GPO is removed from the unlocked record, including the content notes, other notes,
and added entry area prior to Monthly Catalog but not the OCL C database record.

SEE ALSO: Adapting OCLC Data Base Records, Sdes Information; SuDocs Classification Numbers.
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NOTES

BACKGROUND: The addition of certain notes to catalog recordsis provided for in both AACR2 and
the LCRIs. There are different requirements for each type of publication and for publications gppearing in
different formats. In addition, there are different requirements for different level cataog records. Notes
provide information about publications that is not included in bibliographic or physical description areas of
records. Rulesrequire that:

1. Notesshould be concise as possble. Brief information is provided rather than lengthy information.

2. Quoted notes are primarily used on full-level records to identify dates and numbers and to record
concise bibliographica history information, i.e., reprint information, edition history, etc.

INSTRUCTIONS:
AACR2,1.7,2.7,3.7,9.7,11.7,12.7
LCRI 1.7,2.7,3.7,9.7, 11.7, 12.7

MARC21 FFBD 027, 037, 246, 500, other 5X X fidlds, and other fields providing information in the note
area.

OCLC's BFAS http:/iwww.ocl c.org/ocl c/bib/about.htm

POLICIES: With the exception of generd policies goplying to dl records and dl types of documents, the
policies provided below primarily pertain to individua books, pamphlets, and printed sheets and their
microfiche reproduction equivaents that are cataloged following full-level sandards. For details on GPO
policies for other kinds of documents, including those cataloged following GPO abridged-level standards,
cartographic materias, eectronic resources, multiparts, serids, etc., consult the GPO guiddines pertaining
to the specific kind of document being catal oged.

1. All Records: GPO does not quote non-essential information from sources outside of area 3 for the
type of materid being cataloged. Area 3 for printed books, pamphlets, and printed sheets includes the
title page, other preliminaries, and the colophon.

A. ldentifying Sources: If theinformation in a quoted note is taken from a source other than the
chief source, the source must be identified.

B. Changesand Deetions. GPO does NOT change notes or delete notes in existing records due to
minor policy differences and differencesin style.

C. Notes Added and M odified: GPO adds and modifies the notes it requires for GPO distribution
and sales programsin its traditiona note styles.
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2.

All Library of Congress, National Agricultural Library, National Library of Medicine,
BIBCO, and CONSER Records: Changes to these records must be avoided with the exception of
L C CIP records and obvious transcription errors.

A. Past Practices. GPO no longer followsits past practice of removing and changing notes from
regular Library of Congress records and other national-level records because of different
understandings of AACR2 and the LCRIs.

B. Example of Past Practices. A typicad example of GPO's past practicesisits former practice of
removing notesin Library of Congress created records justifying persona name access points as
well asthe access points. These notes were deleted because of mgjor differencesin interpreting
AACR2 rules regarding personal name access points. AsaBIBCO member, GPO no longer
removes information for this reason,

C. Library of Congress CIP Records: It is often necessary to remove or change notesin these, as
well asthe bibliographic and physical description, because the actud book differed from
information found on the CIP bibliographic worksheets. The projected date of publication
appearing in the 263 fieldsis NOT removed.

D. Transcription Errors Changes should primarily be made only to correct transcription errors and
to add notes. Changesin style and remova of notes GPO does not normaly include should be
avoided.

Restrictions on Access. The 506 field is used to record statements in al records and dl types of
documentsindicating that availability is limited. Accessto tangible versons and online files may be
restricted by the issuing agency. Lengthy statements are not transcribed in full. They may be
paraphrased into a shorter form. Example:

506 For officid use only.

NOTESFOR TANGIBLE VERSION DOCUMENTS: The ingructions below apply to documents
issued in atangible version, including CD-ROMs, floppy disks, microfiche, and printed documents, both
monographs and serids. They do NOT pertain to onlinefiles.

1.

Source of Title Proper: If the title of a document is transcribed from a source other than the one
specifically mentioned in AACR2 or inthe LCRIs or is supplied in brackets from a source outside of
the worked being cataloged, provide a note indicating the source. Examples:

500 Running title.

500 Title on header of microfiche reproduction.

Distribution to Regional Depositories Only: Some Federa documents are distributed only to
regiona depositories due to shortages. GPO’s Depository Administration Branch staff adds notes to
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documents notifying catalogers that distribution was limited to regiona depositories. Catalogers add
the note shown below to the record:

500 Didributed to regiond depository libraries only.
3. Dual Digtribution Documents:
A. Monographs: Example.
500 Didtributed to some depository librariesin microfiche.

B. Multipartsand Serials: In addition to the note shown above, the following notes below may aso
be included:

500 Voal.3- digributed to some depository librariesin microfiche.
500 Someissues distributed to some depositoriesin microfiche.

C. Electronic Resour ce Records; Notes added to dectronic resource records for dual distribution
documents:

i. Monograph records:

500 Didtributed to some depositoriesin paper (ix, 26 : ill. ; 28 cm.), shipping list no:
97-1234-P, or microfiche,

ii. Serial records:
500 Someissuesdigtributed to some depositories in paper or in microfiche.

4. Microfiche: Didribution notes are NOT included in cataoging records for microfiche indicating that
they were distributed to depositoriesin microfiche. However, if an ERIC microfiche version of a
document has been distributed to depositories in addition to the paper or a microfiche version issued
by GPO or another agency, the following note is included:

500 ERIC version also distributed to depository libraries.

5. Documents Not Digtributed: If atangible verson document is not distributed to depositories, the
note shown below is added to the record. In addition, item numbers are not included.

500 Not distributed to depository libraries.

6. Shipping List Notes: These are included in most records for documents distributed to depository
libraries.
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A. Shipping lis notes are included in:
i.  All records for tangible verson monographs distributed to depositories.

ii. Serid availability records produced for the United States Congressiond Serid Set Cataog:
Numerica Ligts and Schedule of Volumes.

B. Shipping list notes are NOT included in serids database records nor in seria records produced for
the Serid Supplement.

C. Shipping list numbers are normally stamped on joker copies of tangible version documents
distributed to depository libraries.

D. Theshipping list numbers are transcribed in the following stlandard style.
500 Shipping list no.: 2000-0132-P.

E. TheletersE, M, P, or Sfollowing the sequential number indicate the type of materidl.
(E=dectronic media; M=microfiche, P=paper and S=separate.)

I. If ashipping list number is stamped or written on a document in a non-standard form, the
cataloger should record it in the standard form.

ii. The Depostory Adminigtration Branch is natified if shipping list numbers are not samped on
CD-ROMs, floppy disks, or printed documents.

7. SalesInformation Notes: For instructions, see: GPO-CG: Sdes Information.

NOTESIN MONOGRAPH RECORDS: Indructions on recording notes in records for tangible
version monographs only, incduding microfiche, follow:

1. Style of Notes: Bdow are examples of notes included in new full-level records.
" September 1987"--Cover.
" Supplement to Department circular, public debt series- No. 37-83"--P. 4.
"OTA-H-229"--P. [4] of cover.

"Funded under grant no. GOO-83-02061 with the Office of Bilingual Education, U.S. Department of
Education”--T.p. verso.

"Spons agency Nationd Ingt. of Education”--Doc. resume p.
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2. Notesfor Documentswith Two or More Groups of Numbered Pages. Sometimes a note must
be made for a document with two or more groups of numbered pages that are not differentiated by the
publisher. GPO's practiceisto add aqudifier to the page number recorded showing which group of
pagesis meant. For example, if a document has three numbered sequences of pages (p. 1-14, p.
1-25, p. 1-8) and the bibliography is on page 8 of the last group, the bibliography note will read as
follows

504 Includes bibliographical references (p. 8, 3rd group).

3. Notesfor Documentswith Caption Titles. Documents that do not have title pages or covers are
usualy described using data from the caption area. The area below the caption must be cited in notes
as page one.

4. Notesfor Documentswith Cover Title: If the cover isthe chief source of a document, information
quoted from page 2 of cover must be cited as being from "P. [2] of cover," not the "T.p. verso.”

A. A t.p. printed on the same paper stock as the text, but in a different color, or in the same color but
on adifferent paper stock, istreated as a cover.

B. If adocument does not have a cover, information on the last pageis cited as being from an
ordinary page, e.g., page[10], not as page [4] of cover.

5. Notesfor Cases, Envelopes, Folders, Portfolios, etc.: Information from these sourcesis cited
using the most gppropriate descriptive term asthe source. Example:

500 "Mar. 90"--P. [4] of portfolio.

6. Bibliographical Referencesand Index Notes: Bibliographic references to sources used to prepare
apublication may gppear throughout the text of a document or there may be asingle listing of
bibliographicd references.

A. If adocument includes a single bibliography, the page numbersfor bibliography are recorded at
the end of the note.

504 Includes bibliographica references (p. 501-538).

B. If adocument includes asingle bibliography, aswell as brief citations dsawhere that cite only
publications listed in the bibliography, the page numbers for the bibliography are included as shown
inthe examplein “A” above.

C. If adocument is a multipart, the volume or part number is recorded before the page number at the
end of the note.
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504 Includes bibliographical references (pt. 2, p. 1-2).
D. If thereis more than one bibliography in a document, page numbers are not included.

504 Includes bibliographical references.

E. If thereissingle mgor bibliography, as wel as other smdler bibliographies liting other publications
and/or brief citations e sawhere citing other publications, page numbers are not included as shown
in the examplein “G” above.

F. If the paging in an entire document has the same |etter preceding consecutive numbers, eg., C-1
through C-256, the 504 note is recorded as follows:

504  Includes bibliographica references (p. 20-35).

G. If adocument has two or more groups of numbered pages that are differentiated by letters, eg.,
A-1though A-26, B-1 though B-201, C-1 through C-35, the 504 note is recorded as follows:

504 Includes bibliographica references (C-20 - C-35).

H. The 504 “Includes bibliographical references’ note may be combined with the 500 “Includes
index” note. GPO doesthisin its new records only if no specific bibliographical references need to
be cited. Example:

504 Includes bibliographica references and index.
| If abibliographic reference does need to be cited, it isincluded in a separate note.

504 Includes bibliographica references (p. 3-4).
504 Includesindex.

J. GPO does not change combined notes in existing records even though specific references are cited.
504 Includes bibliographica references (p. 3-4) and index.

K. Advertissments and lists of other available sources of information and recommended  reading,
including publications sold by the same publisher, are not bibliographica references.

7. Reprint Distribution Notes: Sometimes GPO receives areprint or printing of a monograph document
that has not been previoudy been catal oged.

A. If the document in hand redlly is anew edition eveniif it is caled a printing or reprint rather than an
edition, anew record is created.
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B. If thereisdready arecord on the OCLC database for the firgt printing or an earlier printing, it is
adapted by GPO.

C. Thedate of publication, distribution, etc., area (260 subfield “c”) must not be changed unless there
is evidence that the date or dates recorded there were incorrectly recorded. GPO adds a note to
the existing record indicating the particular reprint distributed to depositories. Example:

500 Reprint for 1999 distributed to depository libraries, shipping list no. 2000-0001-M.
NOTESIN ONLINE FILE RECORDSTHAT PERTAIN TO TANGIBLE VERSIONS: If a
record for an online file is used to catalog a tangible version of adocument distributed to depository
libraries either in paper or microfiche, adidribution note with the shipping list number included is added to
the record. In addition, information on the sde of tangible verson equivaents is sometimes added to online
filesrecords. For details and examples, see GPO-CG: Electronic Resources.

ORDER OF NOTES:
1. Monographs:

A. Books, Pamphlets, and Printed Sheets: See AACR2 1.7 and AACR2 2.7 for instructions on
the order of notes and examples of other notes. Apply the same ingtructions to records for
microfiche reproductions of books, etc. Also apply LCRI, chapter 11.

B. Electronic Resources: Apply AACR2, chapter 9.

C. Original Microfiche: Apply AACR2, chapter 11.

2. Serials: Follow theingructionsin the CEG, Section E: 5XX.

SEE ALSO: Abridged Cataloging; Adapting OCL C Database Records; Creating New OCLC Database
Records; Microfiche; Multipart Items; Report Numbers, Serids; Series.
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PERSONAL NAME ACCESS POINTS

BACKGROUND: AACR2, chapter 21 provides for the entry of catalog records under personal authors,
when there are three or less, and for added entries under joint authors. Persona name added entries are
provided for in AACR2 21.29 through AACR2 21.36. Theseinclude added entries for collaborators,
writers, editors and compilers, other related persons, persons used as headings for closely related other
works, and those required for persons elsewherein AACR2, chapter 21. AACR2 21.30F provides for
an added entry under A... heading[g] for ... person[s)]... having arelationship to awork not treated in 21.1-
21.28 if ... [they] provide ... an important access point....”  In practice, the personal name access point
policies that GPO applies when creating new catalog records are more redtrictive than those of the Library
of Congress.  With the exception of transcription errors, e.g., Spelling, etc., GPO does not make changes
to persond name access pointsin existing Library of Congress, National Agricultura Library, Nationa
Library of Medicine, and BIBCO records. GPO minimizes its changesto other records. The goals of
GPO's policy areto: 1) maintain the efficient and timely production of catalog records, 2) provide
adequate access to Federal documents, and 3) meet the informationa needs of library users, including
those of scholars.

INSTRUCTIONS: Ingtructions for persond name access points and establishment of persona names for
authority records are provided in the following:

AACR?2, chapters 21 through 22

LCRIs, chapters 21 through 22
LC'sDCMZ1

MARC 21 FFAR

MARC 21 FFBR 100, 600, and 700 fields
POLICIES:

1. Confirmation of Personal Names. All personal names used in GPO records, main entries, added
entries, and subject added entries are confirmed in the OCL C authority file.

2. Egablishment and Updating of Authority Records: GPO creates and updates only those personal
authority records needed to catalog Congressiona documents. For further information, see GPO-CG:
Authority Records.

3. Form of Personal Names Recor ded in Per sonal Name Access Paints:

A. Personal Names That Have Been Established: If apersond name has been established, it is
recorded in persona name access pointsin its established form in GPO records.
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B. Personal Name Variations: If apersona name has been established but the form gppearingin a
non-Congressiona document is a variant form that has not previoudy been added to the authority
record, the established form is included as an access point without the variant form being added to
the authority record.

C. Personal Names That Have Not Been Established: If apersona name gppearing in anon-
Congressona document has not been established, it is normaly recorded asit appearsin the
document.

D. Personal Names That Arethe Same: If apersonad name appearing in a non-congressiona
document has aready been established for a different person, a qudifier may be added to the
current name to differentiate it from other personad names, based on information in the document in
hand.

4. Sourcesfrom Which Personal Names Appearing in Access Pointsin New Records Are
Recor ded:

A. Main Entriesand Added Entries:

i. Documents Authored or Created by a Single Person: If adocument is known to have
been authored or created by a single person and no other person has responshility for it, GPO
records that person as the main entry regardless of whether or not he or sheis named in the
document.

ii. Documents That Arethe Responsibility of Morethan One Person: GPO indudes main
entries and added entries for persons responsible for the creation of a document whose names
are immediately seen by those examining a document. GPO includes main entries and added
entries for persons named in informal statements, as well asthose in forma statements.

See GPO-CG: Statements of Responsbility for an explanation of what an informd statement is
and ingructions on recording persona names that gppear in informa statementsin catalog
records.

a. Books, Pamphlets, and Printed Sheets: GPO's policies are less redirictive than
AACR2, but more redtrictive than Library of Congress' s policy for books, pamphlets,
printed sheets, and microfiche reproductions. (Library of Congress includes added entries
for persona authors and other persons responsible named in interna sources, aswell as
thosein sourcesinitidly seen.) GPO includes persond names appearinginareas1and 2in
main entries and added entries. In addition, GPO provides main entries and added entries
for persona names appearing in the caption of books and pamphlets even though thereisa
cover and/or title page, the first and last pages of the text; and the first and last pand of a
folder sheet with imposed paging.

An example of a persona name appearing in area one for a printed book is a persona
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name appearing on atitle page, verso of the title page, or on the title page subgtitute.

An example of a persond name appearing in areatwo is a persona name gppearing on
the cover of abook that has atitle page, on the pages between the title page and the
front cover, or in a colophon.

b. Electronic Resources (Tangible and Online) and Computer Output Microfiche:
GPO’s palicy ismore redtrictive than AACR2 for dectronic resources, including those
with physica carriers and online files, and for computer output microfiche.

Online Files: GPO normdly limits main entries and added entries for persond names
to those gppearing a the beginning and end of onlinefiles, fileslistings, and pages that
must be viewed before the actual document may be accessed and viewed. Many
online documents (i.e,, in text, PDF, and other formats), have areas that when
displayed on a computer monitor screen, resemble the parts of abook, pamphlet, or
printed sheet. When cataloging these, GPO provides added entries for persond
names only from those areas that resemble the sources from which it records persona
names when cataloging actua printed documents. See“d’ above.

CD-ROMs, DVD-ROMs, and Floppy Disks: Often GPO includes main entries
and added entries only for persons appearing on labels on tangible eectronic
resources, on the first page of the jewd box inserts. Sometimes GPO includes main
entries and added entries for persons appearing on title screens, contents ligtings, lists
of files, interna indtructions, introductory information and other internd files that might
be initidly viewed by a persons examining a documern.

Computer Output Microfiche: GPO includes persona name main entries and added
entriesfor per sons appearing on the eye-readable header, and on frames at the
beginning and end of each documen.

c. Documentsin Cases, Envelopes, and Folders, Including Pocket Folders,
Portfolios: GPO includes added entries for persond names gppearing in statements on the
container, cases, etc., aswdl as on materids inside the container.

5. Compilersof Bibliographies: GPO follows the established tradition of treating the compilers of a
bibliography asits authors and entering them under the first compiler named when there are three or
less.

6. Personal Name Subject Headings: If a person isthe subject of adocument and a subject added
entry isrequired by LC's SCM: SH, a persona name subject heading is added to the record after it
has been confirmed in the OCL C authority file.

7. Exigting Records: GPO does not remove statements of responsibility and the persona name access
points for them from previoudy existing records, including Library of Congress, Nationdl Agricultura
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Library, National Library of Medicine, BIBCO, and other libraries smply because they do not appear
inareas 1 and 2 for the class of materia being catal oged.

A. Unlessarecord isfor amultipart, GPO does not change the main entry for Library of Congress
records and other nationd-leve records even though GPO may fed an error was made.

B. GPO does change multipart records as required as new parts are received.

SEE AL SO: Authority Records, Subject Added Entries.
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PHYSICAL DESCRIPTION AREA

BACK GROUND: When recording information in the physical description area, GPO normaly follows
gandard AACR2 and LCRI practices. Because it catalogs some materials not normally cataloged by most
libraries, GPO has developed its own traditiond practices for these materias. Unnumbered items, single
and multi-page letters, pamphlets, publications in folders and portfolios, and related items in pockets of the
itemsthey are related to are among the specid items for which GPO has specid rules.

UNNUMBERED PAGES OR LEAVES: Directions for determining the pagination of a book are found
in AACR2 2.5B. Cataogers should consult AACR2 2.5B3 when referring to an unnumbered page or leaf
inanote. That page or leaf must be shown in the 300 field in square brackets. Examples.

300 [1] leaf, vi, 96 p.

500 "B-163922"--Prelim. led.
OR

500 “B-163922"--Lesf [1].

300 [1],iii,28p.:

500 "B-178665"--P. [1].

300 x,122,[3] p.:

504 Includes bibliographica references: p. [123 -125].

CASES, ENVELOPES, FOLDERS, PORTFOLIOS, ETC.:

1. Cases, Portfolios: The 300 field for documents that consist of abook and unbound sheets (e.g.,
maps) put together in acase or portfolio, should read asfollows:

300 1case(lv.,25maps): >bill., maps; >c 31 cm.

2. Envelopes, Portfolios: 300 fidds for describing a portfolio and an envelope are given as shown
below:

300 1 portfolio (1v., 8 sheets) : >bill.; >c 32 cm.
300 1envelope(2folders, 1 letter, 1 guide) : >bill. ; >c 28 cm.
Subfield “b” should reflect illustrations in the book.

3. Folders: The 300 fied for documents assembled in a pocket folder should reed as follows:
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300 1folder (5pamphlets) : >bill.; >c 38 cm.

GPO does NOT normdly record the pagination of individua items within cases, envelopes, folios,
portfolios, etc. However, if asingle book or booklet is the primary item within such a document and a
note citing one or more pagesis required, the pagination of the book or booklet isrecorded. Example:
300 1 portfolio (1v. (58 p.), 5maps) ; >c 30 cm.

500 Includes bibliographical references (p. 56-58).

PAGING CONSISTING OF LETTERS AND NUMBERS: Paging which conggts of aletter or
letters in combination with consecutive numbering should be described without the lettering. Examples:

Last Numbered Page Description
A-321 321 p.
433-B 433 p.

FOLDED SHEETS: Cataogers should consult AACR2 2.5D4 when cataloging materids that are folded.
Some documents have combinations of text that matches the folds in some places and does not in other
places.

1. If thetext matches the folds for a least hdf of the pands (imposed pages), congder the text to have
been meant to be read as pages. Example:

300 1 folded sheet (8 p.)

All pages should be counted including blank and unnumbered pages.
2. If thetext does not match the folds for less than hdf of the pands, cite as:

300 1 sheet;>c19x46cm.folded to 11 x 23 cm.
UNPAGED DOCUMENTS: GPO counts and records the number of pages for documents with 49
unnumbered pages or less. Documents with more than 49 unnumbered pages are described following
LCRI 2.4B7.

300 1v. (unpaged) ; >c 28 cm.

VARIOUS PAGINGS: GPO transcribes up to 4 groups of pagesin the 300 subfield “a” Example:

300 xvi, 248, 6, 2p.; >c28cm.
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If there are more than 4 groups, it is GPO poalicy to transcribe them as follows:
300 1v. (various pagings) >c 28 cm.

MICROFICHE (REPRODUCTIONS): The pagination for the origina paper verson istranscribed in
the 300 subfield “a’ of cataloging records for microfiche reproductions following AACR2 2.5. The
number of microfiche is transcribed in the 533 subfield “e” When origina microfiche are cataloged, the
number of microfiche is transcribed in the 300 subfield “a.” In order to correctly record extent of item
information in the 300 field, the cataloger must firgt determineif the document is origind microfiche or a
reproduction from an origind paper copy. For guidance see AACR2 2.5B8 and the GPO-CG:
Microfiche,

SEE ALSO: Micrafiche; Notes.
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PROGRAMSAND PROJECTS

BACK GROUND: Sometimes the words programs and projects are used to denote a specia activity or
project performed within and by a corporate body. Sometimes these words are part of the name of a
corporate body. Organizations that are incorporated or provided for by law or administrative directive that
include the words program or project in their names are clearly corporate bodies. Temporary teams that
are informally formed within an established organization to perform a specid assgnment are clearly not
corporate bodies. Currently Library of Congressingtructions allow al programs and projects to be
established in the LC/NACO authority file regardless of whether they qualify to be corporate bodies.
Individua catalogers are responsible for determining if the program or project is a corporate body.

POLICY: GPO usesthe following guidelines when establishing or using the names of programs and
projects in corporate access fields or as subject headings:

1. If the name of a program or project has been established as a corporate name in AACR2 format, it
may be included in a corporate body access point field (110 and 710 fields), provided that thereis
evidence it is actualy a corporate body rather than an activity preformed by a corporate body or a
group of corporate bodies. See 3 below.

2. If the name of a program or project has been established as a corporate body in the LC/NACO
authority file or asa LC subject heading in the LC/SACO authority file, it may be used as a subject
heading.

3. If the program or project is not established as a corporate body, it may be established through OCLC
if the following conditions are met:

A. It gppearsin aformd, explicit statement of respongibility or publishing statement or appears
isolated from textud materids. Examples:

Statement of respongbility, e.g., Prepared by ...
Publishing statement, e.g., Published by... or Issued by ....
The Northwest Project

B. If thereisevidencein the document or in other sources (The Federd Directory, The United States
Government Manual, etc., or a Web site), that a program or project is a corporate body, it is
established through OCLC's authority file system.

4. No phone cals are made or e-mail sent to verify the program or project’s corporate status.

5. The statement of respongbility or other evidence that it is a corporate body is transcribed in the 670
field "Sources found" area of the OCLC/NACO work form: "Prepared by ... Project.”
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6. If the name of aprogram or project has not been established, does not appear in aforma statement of
responsbility or appear done isolated from textual materials, and there is no evidence in the sources
mentioned above that it is a corporate body; no attempt is made to establish it in the LC/NACO
authority file.

7. Programs and projects are only established in the LC/SACO file if needed to catalog a Congressiond
document.

8. If aprogram or project has not been established in either the LC/NACO or LC/SACO authority files,
topica subject headings are substituted in the catalog record.

SEE ALSO: Authorities Records; Corporate Body Access Points;, Statements of Responsibility
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PUBLICATION, DISTRIBUTION, ETC., AREA

BACKGROUND: Publication and ditribution statements aid the potentia users of documents to identify
and obtain them. Statements may contain information about the places of publication and digtribution, the
names of publishers and distributors, their addresses, and the date of publication. Sometimes the name of
the manufacturer and the date of manufacture areincluded. These statements traditionaly appear at the
bottom of the title page and/or a the bottom of the front cover of printed books. This areaiis traditionally
cdled theimprint area. (See USGPO SM, p. 20.) Federa publishersfollow avariety of different
practices when providing publication and distribution statements. Information on these practices follows:

1. Publication and digtribution statements are not included in some documents and, in addition, some
documents aso do not have statements of respongibility.

2. Often the names of Federad agencies do not appear in the documents they issue or support. Instead,
internationa organizations, foreign government agencies, sate, regiond, and locd agencies; universities
and other indtitutes of higher education, charitable organizations, foundations, nationa and local
associations and foundations, etc., may gppear in the imprint area of printed documents and their
microfiche equivalents or be represented as publishers.

3. There may be multiple statements in the same source or in different sources.

4. Different organizationd dementswithin a Federd agency issuing a document may gppear in different
locations. For example, the lowest organizational € ement may appear a the bottom of the back cover
or a the end of the text, the highest ement might gppear above thetitle and amid-level dement might
appear in the imprint area.

5. Satementsthat areisolated from textud materid, e.g., Bureau of Labor Statistics, are sometimes
interpreted to be an element of thetitle, a satement of responsbility, a publishing statement, or asa
secondary statement.

6. Explicit satements, i.e., Published.... or Published by... often appear on thetitle page, verso of thetitle
page, back of the front cover, and other locations.

7. Statements may also appear at the end of the last page of text and the top and bottom of the back
cover. (See AACR2 Glossary and LCRI Glossary.)

8. They may appear at the top or bottom of the first page of text of a printed document, if it lacks a cover
and/or title page; the last page of pamphlets, or at the top of printed sheets. (The areaimmediately
surrounding a caption title is consdered part of the caption; the area a the bottom of the first pageis
cited aspage 1.)

9. Theareas where they appear in reproduction microfiche are the same as those in printed documents.

10. They areincluded in eye-readable headers and in individual frames of computer output microfiche.
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11. They often appear in the mastheads of serids, aswdll as on the title page, content pages, caption, the
bottom of the first page of text, the end of the last page of text, and the front and back covers

12. They appear ininterna sourcesin CD-ROMS, floppy disks, etc., aswell ason labels, jewe boxes,
and accompanying materias.

13. They are located in various placesin online files.

INSTRUCTIONS: The basc ingtructions for transcription of place of publication, publisher, place of
digtribution, distributor, and date include:

AACR2 1.4, 2.4, 3.4, etc.
LCRI 1.4, 2.4, 12.4, etc.

MARC21 FFBD, 260 Field.
OCLC'sBFAS, 260 Field, http://www.oclc.org/oclc/bib/about.htm

POLICIES: AACR2 and the LCRI provide differing standards for publications with differing publishing
patterns, e.g., sngle monograph, multipart, or serids; differing formats, e.g., ectronic resource,
microfiche, or print; or differing contents, e.qg., cartographic materiads. The specid policies GPO has
developed for cataloging documents have developed over anumber of years. The generd policiesin 1
below apply to dl records and types of documents. The specific policies that pertain to individua books,
pamphlets, and printed sheets and their microfiche reproduction equivaents that are cata oged following
full-level sandardsarein 4 B below. For details on GPO policies for other types of documents, including
those catal oged following GPO abridged-level standards, cartographic materias, electronic resources,
multiparts, serids, etc., consult the GPO guiddinesreferred toin 2, 3, and 4A pertaining to the specific
kinds of documents being catal oged.

1. All Records. Theindructions below pertain to al records:

A. GPO does not use any of the following as sources for publication and distribution informetion.
Theseinclude:

I. Suggested citations.

ii.  CIPrecordsfor documents being cataloged, including those in OCLC and those included in
the actua document.

iii.  Information provided above, within, or below membership ligts, lists of publications, etc.,
including those published by the same publisher, in the same series, etc.
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iv.  Advertisementsfor other publications, order forms, survey forms, etc., to befilled out and
returned.

v.  Statement identifying where to write for additiond information.

vi.  Other sourcesin which corporate bodies are named if thereis clearly no intent to name them
as the publisher.

vii.  Contractors regardless of whether a contract number is provided with the exceptions
indicated in Section D below.

viii.  Places of employment unless LCRI 1.1F7 applies.

B. GPO normdly followsthe basc AACR2 rules for recording information in the publication,
digtribution, etc., area, but does not follow the ingructionsiin:

i. AACR21.4C6togivesl.if aplaceof publication or digtribution is not included in a document
or cannot be inferred.

ii. AACR21.4D7 to givesn. if the publisher or distributor is not included in a document.

C. Ingtead, the GPO supplies the place of publication, publisher, distributor (if sold by GPO), and
date of publication.

i. Theplace of publication (260 subfield “a’) is supplied in brackets based on the location of the
headquarters of the lowest hierarchical unit of the Federa agency recorded in the name of
publisher, distributor, etc., area (260 subfield “b”). GPO does not include a question mark
after the place of publication if the headquarters of the Federd agency recorded in the 260
subfield “b” islocated there. Example:

260 [Washington, D.C]:>b....

ii. The Federa publisher is supplied in bracketsin the name of publisher, digtributor, etc., area
(260 subfield “b”) based on the SuDocs class in the form gppearing its authority record with
the exception of differentiating quaifiers added in authority records. Example:

260 [Washington, D.C.: >b U.S. Dept. of Commerce],

iii. Thedate of publication is estimated and supplied (260 subfield “c”) based on digtribution
information and other information. Add a question mark if adate is uncertain. Example:

260 [Washington, D.C.: >b U.S. Dept. of Commerce, >c 2000]
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D. If organizationsthat are not U.S. Federa agencies, such asinternationa organizations, foreign
government agencies, state, regiond, and loca agencies, charitable, and non-profit organizations,
etc., are represented as publishers, they are recorded in the name of publisher, distributor, etc.,
area (260 subfield “b”) as provided for in AACR2 and the LCRIs.

I.  Thesekinds of governmenta or established non-profit private organizations are recorded
regardless of whether or not they were involved in preparing a document under contract or
whether a contract number is present or not.

ii. For profit organizations, non-profit organizations that are crested temporarily, and those
created only for the purpose of preparing documents or providing other services under
contract are not recorded in the name of publisher, distributor, etc., area.

iii. For example, if Baker and Baker, Inc., Washington, DC, gppeared in the "imprint” position of
a printed document or elsawhere in a prescribed source for area 3, it isNOT transcribed as
the publisher. If the State of North Dakota, the University of North Dakota, or American
Association for... appear, they are transcribed.

E. If no other publishing statements appear in a document, statements may be taken from sedls and
logos. See LCRI 1.4A2.

F. If only non-Federd organizations are represented as publishersin a Federa document, the U.S.
Federa agency issuing the document is supplied as a second or third publisher or recorded in a
note. See examples below:

260 Denver, CO: >b State of Colorado ; >a[Washington, D.C. : >b U.S. Dept. of the
Interior], >c 1999.

OR
260 Seattle, Wash. : >b University of Washington, School of Forestry, >c¢ 2000.
500 Issued by: U.S. Forest Service.

G. If the name of a corporate body appears above or below atitle and thetitle is presented as a
column, catal ogers use judgement to determine if the name of the corporate body is part of thetitle.

H. If the only corporate body name appearing in a document is a Federal agency appearing above the
title, GPO normally records it as the publisher (260 subfield “b").

I. If the name of a Federa agency issuing a document gppears only in a statement of respongbility
and there are no publication or distribution statements, GPO applies AACR2 1.4D4. (LCRI
1.4D4 optionaly alows the cataloger to record the fuller form.) The name of the corporate body
in the statement is transcribed in the 260 subfield “b” in a shortened form, e.g., The Bureau....
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J. If the publisher and/or distributor Statements are presented hierarchicaly in a single statemernt,
GPO records the entire statement.

K. If one or more corporate bodies are named in explicit statements, e.g., Published by the Nationdl...
, the corporate bodies appearing there are recorded in the name of publisher, distributor, etc., area
in the form in which they gppesar.

i. Inaddition, they are given preference over other corporate bodies represented as being the
publisher or distributor, even those that appear in preferred sources, e.g., the imprint area.

ii. Forexample, if an explicit Statement gppears on verso of thetitle page in a printed document
and there is a different statement in the imprint position, the corporate body in the explicit
Statement is transcribed in the form it gppears there.

L. If multiple publishers are named for a document, apply the “rule of 3’ and record dl of them if
there are no more than three. Trace only the Federd publisher[s]. See LCRI 1.4D5.

M. If more than three publishers are named, record in the 260 field only the first one named. Trace it
only if it isaFederdl agency. If the Federa publisher isnot the first one named, record it in anote
and traceit. Trace only the first named Federd publisher when more than three publishers are
named.

N. If adocument isavailable for sde from GPO at the timeiit is cataoged, the GPO sales statement
appearing init is recorded.

O. If adocument is available for sde from GPO at thetimeit is cataloged but lacks a GPO sdes
statement, a statement is supplied and recorded in brackets.

P. If there are two or three distribution statements included in a document, e.g., GPO, NTIS, etc.,
and it isgill available from one or more Federd agencies at thetime it is cataloged, the distribution
gatements for those agencies from which it is still available are recorded. See AACR2 1.4D5.

Q. If adocument isno longer for sdle by GPO at thetime it is cataloged or it has never been sold, the
GPO sdes statement is not recorded.

R. If adocument lacks a GPO sales statement but contains a statement indicating it is free, the
datement indicating it is available free is not recorded.

2. Electronic Resour ce Records: For information on GPO policies, see GPO-CG: Electronic
Resources.

3. Computer-Output Microfiche Records. For information on GPO policies, see GPO-CG:
Microfiche,
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4. Printed Books, Pamphlets, and Printed Sheet Recordsand Recordsfor Their Microfiche
Reproduction Equivalents:

A. Abridged-Level Records: For information on GPO poalicies, see GPO-CG: Abridged
Cadoging.

B. Full-levdl Records;

i. If the hierarchical eements of the Federd agency issuing a document gppear in separate
gatements in different places in adocument and are isolated from textual materid, those

appearing:

a. Intheimprint area of thetitle page or in the imprint area of the cover, if thereis no title page,
are recorded as publishers.

b. At the head of thetitle or in the vicinity of the title are recorded in the statement of
responsibility area

C. Near the center of the title page or front cover, when there is no title page, are recorded in
quoted notes provided they are not a place of employment and are the lowest hierarchica
element.

d. At the end of the text or on the back cover if the document is classed under ahierarchica
element appearing in either location, are recorded in notes. If a document is not classed
under one of the bodies appearing at the end of the text or on the back cover, they are
ignored.

ii. Statementsfor corporate bodies appearing in the vicinity of the caption title that are isolated
from textual materid are recorded as statements of respongbility rather than publishers or
digtributors.

iii. 1f two or more statements that qualify to be recorded in the publication, digtribution, etc., area
appear in different places in adocument, GPO follows the preference list below when deciding
which statement or statements to record in the name of publisher, distributor, etc., area (260
subfield “b”). Publication statements and distribution statements do not need to be from the
same source. See AACR2 1.0A1. The preference list below is arranged from highest to
lowest preference. Highest preference is given to explicit satements and the lowest to sedls
and logos.

a. Explicit gatement, i.e,, Published: ... , Published by ..., or Published for.... appearing in the
preliminaries, including verso of thetitle page.

b. Theimprint areaof thetitle page or the caption title
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c. Theareaof thetitle on thetitle page.
d. Other location on thetitle page.

e. Vesoof thetitle page

f.  Theimprint area of the front cover.
g. Theareaof thetitle on the cover.

h. Statements on the back cover.

i. Statementson the last page of text.

J.  Themailing address on back cover only when no other complete imprint statement
appears. See AACR2 2.0B2.

k. Sedsandlogoson title page, verso title, front cover, other pages of the cover, spine of
cove.

[ If the Federd agency issuing a document appearsin a statement of responsibility areaand
no other statements appear, a shortened form is recorded in the 260 subfield “b,” e.g., The
Bureau.

m. |If the Federd agency issuing a document gppearsin the title and no other statements
appear in the document, a shortened form is recorded in the 260 subfield “b,” e.g., The
Bureau.

n. 1f no publication and distribution statements appear in a document, the publisher isinferred
from the SuDocs class and supplied in brackets.

C. Dates

i. If adate of publication or digtribution is not included in a document, a date may be supplied
and bracketed into the 260 subfield “c” based on the following:

a. Datein an edition statement (250 field). AACR2 1.4F1 instructs catalogers to record the
date in the edition statement as the date of publication areawithout brackets.

b. The date in the GPO colophon. Seeadso LCRI 1.4F2.

c. Datesof issuance, including dates of release and trangmittal. LCRI 2.7B specifies that
dates of release or transmittal are not publication dates. Examples:
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May 1979
May 1, 1979
|ssued May 1979

ii. Below are examples showing the various ways dates appear in documents and the way the
dates are transcribed in the 260 subfield “c.”

title page, etc.:
edition statement:
date used:

title page, etc.:

note on cataloging record:
date used:

title page, etc.:
colophon:
date used:

title page, etc.:
colophon:
date used:

title page, etc.:
colophon:
date used:

title page, etc.:
250:
colophon:
date used:

title page, etc.:
colophon:
date used:

title page, etc.:

colophon:
date used:

GPO Cataloging Guidelines

2000
2001
260 ... >c 2001.

Dec. 21, 2001, [H.J. Res. 80]

99-139 -02 — (96)

500 Signature date: 2002.

260 ... >¢[2002]

November 1999
2000
260 ... >C [2000]

January 1992
1991
260 ... >c [1991]

| ssued October 30, 1992
1993
260 ... >c[1993]

Revised 8/95
Rev. 8/95

No date

260 ... >c 1995.

1997
1998
260 ... >c 1997 [i.e. 1998]

Published November 1994

1995
260 ... >c 1994 [i.e. 1995]
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title page, etc.:
colophon:
date used:

title page, etc.:
250:
colophon:
date used:

title page, etc.:
colophon:
date used:

title page, etc.:
colophon:
date used:

title page, etc.:
colophon:
date used:

title page, etc.:
colophon:
date used:

1995
1994
260 ... >c 1995.

Revised December 1998
Rev. Dec. 1998

1999

260 ... >c 1998 [i.e. 1999]

1993 edition
1992
260 ... >c 1993.

Printed 1999
No date
260 ... >c[1999]

January 1999
1999
260 ... > [1999]

no date
1998
260 ... >c[1998]

All publication dates in the examples above are from prescribed sources, including those appearing in
edition statements. Publication dates appearing on non-prescribed sources and those derived from other
kinds or dates, e.g., colophon date, dates of issuance, etc., are enclosed in brackets.

5. Serials: For information, see GPO-CG: Serids.

SEE AL SO; Electronic Resources; Corporate Body Access Points, Contractors and Contract Numbers;
Microfiche; Serids.
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REPORT NUMBERS

BACKGROUND: Government agencies assgn numbers, |etter/number strings, and word/number strings
to the documents they issue to make their identification easier. Each kind of numeric or aphanumeric
identification number is recorded in one or more specidized MARC21 FFBD fidlds. AACR2 ad
MARC21 FFBD definitions are followed to determine the kind of identification number each is and the
field, or fields, in which each kind is recorded. The kinds include numbered series, standard technical
report numbers, report numbers, stock, order, and catalog numbers. Some kinds of identification numbers
must be recorded a second time in the body of records for them to appear in the Monthly Catalog entry.
Data entered into the record in an 027 subfield “a,” 037 subfield “a,” 088, 440, 810 subfield “t,” and 830
subfield “a@’ of catalog records appear in the Series/Report/Contract/Stock Number Index of each
Monthly Catalog. Datarecorded in the 027, 037, 440, 490, 500 fields, or in 533 subfields “f” and “n,”

appear in the body of the entry.

SERIES: Letter/number strings and word/number strings that qualify as series are recorded in a series
statement (4xx fidd or 533 subfield “”) rather than in areport number fidld. For information on
determining if aletter/number string or word/number strings should be treated as series or report numbers,
see GPO-CG: Series.

STANDARD TECHNICAL REPORT NUMBERS (STRN): STRNSs appear on the technical report
page in the area labeled Report no. or equivaent pages with other names. STRNs normaly consist of
letters and numbers, separated by dashes or hyphens, e.g., DOT-RSPA-

DAMA-50/82/3. STRNs may appear in more than one location in atechnica report, but must gppear on
the technical report page to be treated as STRNs. If a STRN agppearsin different forms throughout a
document, the form that appears on the technica report page is preferred.

STRNs are normally recorded in the standard technical report numbers field (027 field). If a STRN has
been established in a series authority record as a series-like phrase, it is recorded in the report number field
(088 fidd). If it has been established as a series, it is recorded in a series statement field (4xx fields or 533
subfield “f). GPO spacing conventions are observed when recording STRNS. A space aways precedes
an opening parenthesis and follows a closing parenthesis. Spaces alway's precede and follow ampersands.
For further information, see: The MARC21 FFBD section on STRNs (027 field) and GPO-CG: Technical
Reports.

REPORT NUMBERS: Letter/number stringsthat do NOT qualify to be either standard technica report
numbers or series are recorded in the report number field (088 field) and are aso recorded in a quoted
note in the generd note field (500 field) or in a reproduction note fied (533 subfield “n”). These kinds of
letter/number strings are identified as series-like phrases in authority records.

1. Sources: Normaly GPO only records report numbersin full-level records when they appear within
areas 1 and 2 or on the technical report pages of documents. Report numbers appearing in some
gpecial kinds of documents are recorded even if they appear outsde areas 1 and 2. Report numbers
gppearing only on eye-readable headers of microfiche are recorded in the 533 subfield “n” rather than
in a500 field note. Report numbers are not recorded in GPO abridged-leve records.
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2. Recording Report Numbers: Report numbers are recorded in a different way in 088 fields than in
500 fied notes.

A.

Recording Report Numbersin 088 Fields: Report numbers are recorded following GPO
gpacing conventionsin 088 fields. These standards require that:

I. A spaceor amark of punctuation must separate numbers from letters, except that a space
aways precedes an opening parenthesis and follows a closing parenthesis, unlessthere is
another punctuation mark together with the parenthesis, in which case thereis no space
separating them.

ii. One space should gppear before and after symbolslike"&" and "+". Additiondly, a space
should follow a period in cases where the 088 field contains terms such as "no., v., pt., &c."

iii. The punctuation is transcribed exactly as it gppears on the document. The 088 field never
ends with a period, nor doesit have quotation marks around it.

Recording Report Numbersin 500 Fields. Report numbers are recorded in quotes in genera
notes fields (500 field) exactly the way they appear. Seedso AACR2 1.7B19 and AACR2
2.7B19. Examples.

088 MC82-1-37B-2 (P) 088 HUD-1132 (43)-CPD
500 "MC82-1-37B-2(P)." 500 "HUD-1132(43)-CPD."

Chronological information: Chronological information (i.e., Sept 1988, 5-89; rev. 5-89) that
follows letter/number stringsis NOT recorded in the 088 fidd, but isincluded in the 500 fidd note.
Example

On document: OTA-89-10 (8-89)
Oncat.rec.. 088 OTA-89-10
500 "OTA-89-10 (8-89)."

Multiple Numbers: If multiple numbers gppear on a document, each is entered in a separate 088
field and 500 field.

3. Categoriesof Serieslike Phrasesand Other Identification Numbers NOT Recorded in the
Report Number Field: Not al series-like phrases gppearing within areas 1 and 2 or on the technical
report page of a document are recorded in areport number field (088 field), but may be recorded in a
generd note (500 field). Thefollowing are NOT recorded:
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A. NumbersOnly: Record only in agenerd note (500 Field), but NOT in areport number field
(088). If they are used to identify adocument for sale and distribution purposes, they may be
recorded in the source of acquisition field (037 subfield “d’). Examples:

140-921
333456-97

B. LettersOnly: Record only in agenerd note (500 field), but NOT in areport number field (0838
field). Examples

ABDF
JGNKP

C. Combinations of Numbersand L etter s Without Recognizable M eaning: If the letters are not
a the beginning of such combinations and have no recognizable meaning, record only in agenerd
note (500 field). Do NOT record in areport number field (088 field). Examples:

125H-32P7
99994D

However, if the letters within such a combination of numbers and |etters do have arecognizable
meaning, such astheinitials of an organization, the combination of numbers and letters is recorded
both in the report number fied (088 field) and in a General Note Field (500 field). Example:

25-HHS-3/91 (The letters stand for Health and Human Services and the number 25 is a unique
identifying number)

D. Mail Stop Codes: Mail stiop codes and routing codes are often misidentified as report numbers.
Care should be taken not to record them as such in either an 088 field or 500 field. For example,
the routing code M-49 is the routing code for the Transportation Library. Since it doesNOT
identify aindividua document, it should not be recorded. However, arouting code following by
unique numbering that identifies a specific document can be transcribed. HHP-22/6-85 (1IM)QE
can be recorded since the number 6-85 that follows the routing code HHP-22 identifies a specific
work and, therefore, is recorded in both an 088 field and in a 500 field.

E. Serial and Series Volume/l ssue Numbering: Care should be taken to not record seria and
series numeric designation as report numbers. If a series statement is found on a document, the
OCLC authority fileis consulted. If thereis uncertainty regarding the purpose of aletter/number
gring, the Series Liaison is consulted.

F. Letter/Number Strings Associated with a Single Work: Some documents have |etter/number

combinations that are not identification numbering, but are part of the title, other title information.
These should not be confused with series numbering or series-like phrases. These may be
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transcribed in the catalog record in the 245 field or in a 500 field, but should not be transcribed in
the 088 field or other fields used to record |etter/number strings. Examples:

245  River conserveion: >b RC-18
(Do NOT record in an 088 field. Record only in the 245 subfield “b.”)

500 RC-18.
(Do NOT record in an 088 field. Recorded in 500 field.)

4. Congressional Report Numbers: If the specific committee that issued a congressona document is
not gpparent from the | etter string in areport number, the report number is qudified by the name of the
committeein the 088 field. This policy appliesto Committee Prints as well as other Congressional
documents. The qudifier should be formatted asin the name authority heading for the Committee.
Chronologica information following report numbers (i.e., Sept 1988, 5-89; rev. 5-89) isincluded in
500 fields notes, but not in the 088 field. Examples:

088 Seria 00-30 (United States. Congress. House. Committee on Small Business)

088 Committee print 100-6 (United States. Congress. House. Committee on Post Office and Civil
Service)

However, aqudifier isNOT added if the Committee is readily identifiable.
088 H.A.S.C.00-15

5. Public and Private Laws: Word/numbers strings that identify public and private laws are recorded in
both the 088 fidd and the 500 field dong with report numbers. Examples:

088 Public Law 87-653 088 Private Law 104-2
500 Public Law 87-653. 500 Private Law 104-2.

ACCESSION, CATALOG, IDENTIFICATION, ORDER, STOCK, ETC., NUMBERS: These
numbers and letter/number strings provide away of identifying documents for saes and digtribution
purposes. |n addition to GPO stock numbers, order numbers, catalog numbers, and other numbers
assigned to documents sold by Federa agencies are dso included. For further information, see GPO-CG:
Sdes Information.

SEE AL SO: Notes, Sales Information; Series, Spacing Conventions for Numbers.
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SALESINFORMATION

BACK GROUND: Some of the documents cataloged by GPO are also sold by GPO. Sdesinformation
for documents sold by GPO isincluded in GPO catdog records. Sdesinformation isincluded in entries
for documents listed in the List of Specid Materids, aswel asin AACR2 records. Information provided
includes: ISBN numbers, ISSN numbers, stock numbers, source of stock numbers, prices, saes
gatements, and notes. Some records include sales information for documents sold by other agencies.
Normally information provided in these records is limited to ISBN, ISSN, accesson, catalog,
identification, order, stock, etc., numbers, and the source of these numbers. Among the Federa agencies
sling documents are Generd Accounting Office, Educationa Resources Information Center, Nationd
Aeronautics and Space Adminigtration, and the Nationd Technical Information Service.

POLICY: Full sdesinformation is provided for individua documents currently for sale by GPO & thetime
they are catdloged. Limited information is provided for documents:

1. No longer for sdle by GPO.
2. Sold by other Federd agenciesif it appears in the document in hand.

INTERNATIONAL STANDARD BOOK (ISBN) NUMBERSAND INTERNATIONAL
STANDARD SERIAL (ISSN) NUMBERS:

1. 1SBN Numbers (020 Field): GPO assigns ISBN numbers to documents it sells, including
Congressiona documents. Many of the documents sold by other agencies have ISBNs assigned to
them. 1SBN numbers are assigned as part of an internationa system of identifying publications
numerically for sales, circulaion, and other uses. Example.
020-16-035312-2
Canceled and invalid 1ISBNs are recorded in the 020 subfield “z.”

2. 1SSN Numbers (022, 440, and 490 Fields): The National Serials Data Program (NSDP), located at
the Library of Congress, assigns ISSN numbers to serials and series published in the United States.
Only the NSDP records the ISSN in the 022 field. Example:

022 044-8399

GPO records ISSNsfor series are as they appear in individud partsin a 440 subfield “x” or 490
subfidd “x.” Example:

440 0 Areahandbook series, $x 1057-5294
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ACCESSION, CATALOG, IDENTIFICATION, ORDER, STOCK, ETC., NUMBERS:

1. GPO Stock Numbers;

A. Monographs:

GPO stock numbers and the abbreviation for the source of sock numbers are recorded in the
037 fidds as follows:.

037 003-000-00174-2 >b GPO

If the cataloging record requires multiple stock numbers, record each in a separate 037
aubfidd “a” Parentheticd quaifying information sufficient to identify each stock number is
included asfollows:

037 003-000-00175-8 (v.1) >b GPO
037 033-000-00176-4 (v.2) >b GPO

or

037 005-027-00891-0 (Instructor) >b GPO
037 005-027-00891-0 (Student) >b GPO

Information transcribed in the 037 field may NOT be enclosed in square brackets [ | even
when taken from a source outs de the document.

B. Serials:

CONSER Database Records and Serial Supplement Records: GPO includes only GPO
subscription stock numbers (037 subfield “&’) for these two types of records.

a. GPO'ssubscription addressisincluded in the 037 subfield “b” rather than the OCLC
code GPO as required by CONSER standards.

b. To meet Monthly Catalog production requirements, the full name and address in the 037
subfield “b” in CONSER records are replaced by the OCLC code GPO for Serial
Supplement production.

c. If aserid ceasesto be available by subscription from GPO, the GPO subscription stock
number is retained, but the GPO’ s subscription addressis removed.

ii. Congressional Serial Set Availability Records: The subscription stock number (037

subfield “a’) and the GPO subscription address (037 subfield “b”) are replaced with the stock
number for the individua serid issue represented by the availability record, and the OCLC
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code GPO for Monthly Catalog production. In addition, the GPO domestic order price for
the issue is recorded in the 037 subfield “c.”

C. Congressional Sales Office Documents. These are documents sold only by GPO's
Congressond Sales Office. Stock numbers for these begin with the numbers "552-." They are
NQOT transcribed in GPO cataloging records.

2. Agency Accession Numbersand Stock Numbers:

A. Numbersthat are identified as non-GPO agency accession, catalog, order, or stock numbers are
recorded in the 037 field of the cataloging record.

B. These numbers are not repeated in the 500 notes area.

C. Typicd examples of agency accession numbers include the PB-numbers used by the Nationa
Technica Information Service, the National Aeronautics and Space Adminigration's N-numbers,
and the ED-numbers assigned by the Educationa Resources Information Center. To meet
Monthly Catalog production requirements, the source agency shown in the 037 subfield “b” must
be recorded in abbreviated form. Examples.

037 162684 >b GAO
037 199716177 >b NASA
037 Cat 1311 C>bIRS

037 ED 241671 >bERIC
037 PB 84-225093 >b NTIS

037 PIN:049442-000 >b DA
037 NCJ-125833 >b NIJ
037 Stock no. NMSUMYV 5>b DMA

GPO spacing conventions for numbers apply in the 037 field. For details See GPO-CG: Spacing
Conventions for Numbers.

GPO SALESPRICES:
1. All Records. Only GPO domestic sales prices are recorded in GPO cataloging records.

A. Foreign sales prices are not recorded.
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B. Pricesare not recorded for documents that are out of stock at the time they are catal oged.
2. Monographs:. Prices are recorded either in the 020 subfield “¢” or in the 037 subfield “c.”

A. Thepriceisrecorded in the 020 subfidld “c” if adocument isfor salein the sameformat asitis
cataloged and distributed to depositories. Example:

020 >c1.00
037 003-000-00174-2 >b GPO

B. If adocument's sdesformat is different than its cataloging and digtribution format (e.g., soldina
tangible verson, but distributed to depositories as an online file), the format inwhich it issold is
recorded in the 037 subfield “f.” Example:

037 003-000-00174-2 >b GPO >c $1.00 >f Paper
See also Notes on Status of Sales Documents, below.

GPO SALESSTATEMENT:

1. Monograph Records: If adocument isavailable for sde by the Superintendent of Documents at the
timeit is cataloged, the GPO sales statement must always be included in the catal oging record.

A. Transcription: Sales statements are transcribed following AACR2 1.4D.
B. Sales Statement Lacking: If adocument isfor sde by GPO & the time it is cataloged but it does
not include a sales statement, one is supplied and recorded in bracketsin the 260 subfield “b” in

the sandard form below.

260 Washington, D.C. : >b Dept. of State: >b [U.S. G.P.O., Supt. of Docs., distributor
261 ], >c 1999.

C. Congressional Sales Office Documents:

i. If adocument is il for sale by the Congressiona Sades Office, a Congressond Sades Office
sdles statement is recorded in the record.

ii. Sales statements are not recorded for documents that are no longer for sale.

iii. 1f aCongressiona Sdes Office sdes statement islacking or incomplete, oneis supplied in
brackets or corrected using brackets. Example:

260 ....>b For sale by the U.S. G.P.O., Supt. of Docs. [ Congressional Sales Office],
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2. Serial Records. Sdes statement are transcribed in CONSER database records only if the issue being
used for the description is for sale at the time the record is being cregated.

A. Sales statements are transcribed in unlocked CONSER records for production of Seria
Supplement records and Congressiona Serid Set availability records.

B. Notesregarding incorrect sde statements are added to Congressiond serid set availability records,
but not to CONSER database records or Seria Supplement records.

NOTESON STATUS OF SALESDOCUMENTS: These are included only in monograph records
and Congressiond Serid Set availability records:

1. Incorrect Sales Statement: If a GPO sdes satement appearsin a document that is not actually for
sde, the following note is added.

500 G.P.O. sdles statement incorrect in publication.

2. Stock Exhausted: If adocument isout of print, the price and digtribution statement are omitted from
the cataloging record.

A. The gtock number isincluded in the 037 field followed by the OCLC code for GPO.
B. Thepriceisnot included in the 020 subfield “c” or in the 037 subfield “c.”
C. A “Nolonger avalable for sale by the Supt. of Docs.” note is added. Example:

037 003-000-00175-8 >b GPO

260 Washington, D.C. : >b Dept. of Agriculture, >c 1982.

500 No longer available for sale by the Supt. of Docs.

3. Later Edition Availablefor Sale: In some cases an earlier edition is being cataloged and a "for sd€"
dtatement gppearsin the book but it is no longer avallable for sde. Instead, alater edition isbeing
sold. In these cases, do not include the "for sale" statement in the catalog entry for the earlier edition.
Instead, use the following two notes:

500 No longer available for sale by the Supt. of Docs.
500 Later edition available for sde from the Supt. of Docs,, U.S. G.P.O. Stock number , Price $ .

4. Paper Version For Sale, But Not Distributed or Cataloged: If the paper verson is currently for
sde but only the microfiche reproduction verson and/or the online verson is being made available to

depositories and cataoged, a note indicating thisisincluded in the catdog record. Example:

500 Peper verson available for sale by the Supt. of Docs,, U.S. G.P.O.

GPO Cataloging Guidelines 138 2001



Since the catalog record being crested is for amicrofiche or an online file, a sales statement is not
included in 260 subfield “b.”

See dso GPO Sales Prices, 2 B, above.

5. Paper Verson No Longer for Sale: If the paper verson is no longer for sde and the microfiche
version or online verson is being cataloged instead of the paper version, the information is provided as
follows
037 003-000-00175-8 >b GPO >f paper
260 Washington, D.C. : >b Dept. of Agriculture, >c 1982.

500 Paper verson no longer available for sale by the Supt. of Docs.

SEE ALSO: Notes.
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SERIALS

BACKGROUND: AACR2 definesa serid as “A publication in any medium issued in successve parts,
bearing numeric or chronological designations, and intended to be continued indefinitely.” See page 622 of
the Glossary section. Application of this definition is limited and enhanced by the Library of Congress Rule
Interpretations (LCRIs) 12.0A.

INSTRUCTIONS:

1. Generd ingructions followed when catdoging serids are:
AACR2 chapters 1, 2.5, 12, 25, and other relevant chapters.
LCRI chapters 1, 12, 25, and other relevant chapters.

The LCSH and the LC's SCM: SH, particularly section H 1927: Periodicals.
The CEG

The CCM

Selected GPO-CGs.

2. Seridsappearing in specia formats are cataloged following the specia rulesin AACR2 chapters 3-11
for specid formats and the LCRIs for each specid format, in addition to the basic serid cataloging
rules.

A. Seidsthat are eectronic resources are also cataloged following AACR2 chapter 9, AACR2
Amendments 1999 and Amendments 2001, the LCRIsfor chapter 9, and CCM chapters 30-31.

B. Seridstha are origind microfiche, including computer output microfiche, are dso cata oged
following AACR2, chapter 11 and CCM, chapter 32, particularly section 32.2. Microfiche
reproductions are cataloged following the LCRIs for chapter 11 and CCM, chapter 32,
particularly section 32.3.

C. Map seridsare cataoged following AACR2, chapter 3, in addition to chapter 12 and AACCM’s
CM.

GENERAL OVERVIEW OF GPO’'s SERIAL CATALOGING PROCESSES:. GPO's serid
cataloging process is atwo-step process. Thefirst step in GPO's seria cataloging processis to creete
new seria records for the CONSER database or to maintain existing CONSER recordsif required. The
second step is to download selected new or newly updated recordsinto GPO's local serid record files,
adjust them for loca production, and produce them for the Monthly Catalog.

1. Creating and Maintaining CONSER Records:
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A. Creating New Records: If necessary, new CONSER records are created for the OCLC
database and produced for the Monthly Catal og following the ingtructions above. Specia
information listed in 3, below, is aso added.

B. Maintaining Existing Recor ds: Because they are issued over a number of years, seria
documents are very dynamic. Seridsissued by Federd agencies are particularly dynamic.
Therefore, the information included in seria catalog records needs to be regularly checked againgt
recent issues for accuracy and poss ble modification.

I.  Serid titles issuing agencies, or the names of Federa issuing agencies may change.

ii. Theformatsin which serids are issued change, i.e.,, from paper to microfiche to CD-ROM or
floppy disc, and online.

iii. Frequency of issuance changes.
iv. Two or more serids may merge or asingle serid may split into agroup of related serids.
v. The SuDacs class and item numbers assigned by GPO aso may change.

vi. A serid may cease to be available through the depository program or may cease to be
avalable via Internet.

C. Previoudy existing CONSER records for serids that are new to GPO are smply added to GPO's
locd files

D. Updated versons of CONSER records aready in GPO’ s files replace the records aready included.

E. All CONSER records added to GPO's locd files must be modified further to meet GPO’sloca
software requirements and sometimes to add specid information needed on GPO records that cannot
be added to CONSER records.

2. Updating the CONSER Database: The fira step in the GPO serid cataloging processis to update
the CONSER database if required by CONSER and GPO standards by:

A. Creating new CONSER recordsif required or converting non-CONSER serid recordsinto
CONSER records, if required, when serids are received for cataoging.

B. Adding specid information to CONSER records needed to meet GPO standards. This specia

information is added by GPO to both new serid records and existing records that are adapted.
Information added includes the following:
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Special GPO Information Added to CONSER

GPO subscription stock numbers and/or overall identification
codes assigned by Federal agenciesto their serid documents for
distribution purposes.

GPO item numbers
SuDocs class

Report codes and numbers assigned by the Federa agency issuing
them that apply to dl issues of aserid

Federd agencies issuing documents that do not actualy appear in
the serid issue serid cataloged but are known to be the issuing
agency. GPO catdogers determine which Federa agency to
record based on the SuDocs class. The place of publication is
determined by the location of the headquarters of the Federa
author.

GPO sdes statements regardless of whether or not they appear in
the issue being described in the cataloging record if aserid is il
for deat thetimeit is being cataloged by GPO.

Digribution statements for other Federa agencies that gppear in
the issue being described in the catalog record

Specid notes regarding distribution to depogitory libraries.
Examples

500 Didtributed to some depository librariesin microfiche,

500 Someissuesdigtributed to depository librariesin
microfiche.

500 Someissues digtributed to some depository librariesin
paper or in microfiche.

500 Not distributed to depository libraries.

Added entries for Federa agencies known to be responsible for
issuing a particular document, but not appearing in the issue used
for catdoging.

MARC 21 FIELDS
037 subfield “a’ and “b”

074 subfield “d’ and “z”
086 subfields“d’ and “z”
088 field and 500 field

260 subfields“a” and “b” or, if
the Federd agency or its name
changed after the serid issue
being described was published,
in the 550 field.

260 subfields “&’ and “b”

(260 subfields “a’ and “b’)

500 fidd

710fidd

3. Authenticating New CONSER Records. New records and existing records that have been updated
by Catdoging Branch to meet both CONSER and GPO standards are authenticated to identify them
as CONSER records.
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A. GPO updates CONSER records to record additiona information on the serials being described
when bibliographic changes are discovered. The areas where frequent change occur are: GPO
item number, SuDocs classes; title, publisher, etc.

B. GPO corrects CONSER records when cataloging errors are discovered.

4. Creating and Updating Local GPO Serial Records. The second step in the GPO serids cataoging
processis the sdlection, downloading, modification, and production of CONSER records for addition
to the Monthly Catalog database as loca GPO seria records.

5. Creating Local Monthly Catalog Serial Records:

A. Déeting or Changing Information Temporarily in CONSER Records: Information deleted
or changed in unlocked records includes information thet:

i. Isnolonger correct or isonly appropriate to other libraries.

ii. Isconfusng to Monthly Catalog users, such as out of date saesinformation, and information
that may not be removed from CONSER records because of AACR2 rules.

iii. Would appear in the wrong place or not appear at al in one or more Monthly Catalog
products because of changesto MARC21 FFBD that have occurred since the local Monthly
Catalog production software was first developed.

B. Adding Temporary Information for Monthly Catalog Production: Some information needed
for Monthly Catalog production may not be added to the CONSER database records but is
required by local GPO software and information needs. The temporary information added to
unlocked records for production includes:

i.  Two temporary fields added to MOCAT records prior to loca production by GPO. These
fields are the 099 SuDocs classfication number field and the 590 production informetion field.

ii. Other information, such current sales information and previous SuDocs classes, that cannot be
added permanently to the description and note area of CONSER records due to AACR2,
LCRI, and OCLC rules.

6. ChangesMadefor Production: MARC 21 fields and field coding changed, added, or deleted for
loca production and other reasons are shown below.

TEMPORARY CHANGESMADE TO SERIAL RECORDSFOR USE IN
THE PAPER AND ONLINE VERSIONSMONTHLY CATALOG

Name of Field or MARC 21 CODE Explanations of M odifications
Subfield
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International Standard
Serid Number

Source of Acquisition

Source of Acquisition
Modifying Agency

Nationd Library of
Medicine Cal Number

Nationa Agriculturd
Library Cal Number

Localy assgned cdl
numbers

Abbreviated Key Title

Place of digtribution and
distribution statements

Previoudy classed note

Production information
fidd.

GPO Cataloging Guidelines

022 Feld

037 Subfield “b”

040 Subfield “ad”

060 Fed

070 Feld

099 Fed

210 Fidd

260 subfield “d’ and
13 b”

500 Note Fidd

590 Note Fidd

Déeeteif not input by NSDP or another ISSN
International Center (Reason: Data supplied by
other sources are sometimes incorrect)

Move contents to a 500 field. Begin note with the
word prompt, Address: If the 037 subfield “&
contains astock or order number replace address
that wasin subfield “b” with three or four letter
code for Federd agency digtributing the item, i.e,
GPO, GAO, NASA, ERIC, €tc.

Online MOCAT users are confused by records
with many 040 subfields“d” s. Therefore most
areddeted. A sngle subfied “d” isretained
locally for codes GPO, DLC, NSD, NST, AGL,
and NLM. All other subfield “d’s are deleted. If
any of the above codes appearsin asubfield “a’
or “c,” dl of the duplicatesin subfield “d” for
them are deleted.

Deleted unlesstheinitids NLM are included in the
040 field (Reason: May not be an actual NLM
cdl no.)

Ddete unlesstheinitids AGL areincduded in the
040 fidld. (Reason: May not be an actual AGL
cdl no.)

Added by GPO for loca production only
(Reason: required by production software)

Deleted localy (Reason: Confusing to Online
MOCAT users)

Added localy if aserid was NOT origindly
known to be sold by GPO or another agency at
time first cataloged but is known to be for sde
currently.

Deleted locdly if aserid was known to be sold by
GPO or another agency when first cataloged and
isno longer sold.

Added localy if SuDocs class no. has changed
(Example: 500 Previoudy classed: E 3.2:F 76/2/)

Identifies cata oger and reviewer for quality
control purposes.
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Corporate body added 710 fidd, subfidds If a710 fidd has both a subfield “s’ and a

entry subfield “s’ and “t” subfield “t,” the subfield “s’ is changed to subfield
“t” and the ddimiter “t” a the beginning of
subfield “t” is deleted.

LEVELS OF RECORDS: The CEG providesfor three levels of serid records. Theseinclude: 1) full-
leve records, 2) CORE-levd records, and 3) minimum-leve records. A ligt of the mandatory, mandatory
if gpplicable, optiond, and required fieds are in section B6.2 of the current version of the CEG.

GPO POLICY: GPO creates dl new records at full-level standards and updates existing records to meet
full-level or core-level standard.

SEE ALSO: Multipart Items; Series.
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SERIES

BACKGROUND: The AACR2 definesa series as. “A group of separate items related to one another by
the fact that each item bears, in addition to its own title proper, a collective title gpplying to the group as a
whole. Theindividua items may be numbered or unnumbered.” The collective title borne by individua
volumes brings them together for the purpose of attracting a particular audience. Each volume of aseries
has ameaningful andyticd title and thereisno planned end. The assgnment of series numbers aids the
identification and retrieva of individual volumes. Numbered series are dso serids. Therefore, a numbered
series may be represented by a sevia record. Series are sometimes called monographic series; however,
they may be assigned to serids or specific serid issues aswell asindividua monographs and the individua
parts of multipart sets. See page 622 of the AACR2 Glossary section.

INSTRUCTIONS: Indruction on identifying, establishing, and recording seriestitles are found in:
AACR2 1.6 and 21.30L.
LCRI 1.6, 21.30L, and 25.5B.
LC'sDCMZ1.
MARC21 FFAD
MARC21 FFBD 027, 088, 440, 490, 500, 810, and 830 fields.
RECORDING SERIESAND SERIES-LIKE PHRASESIN CATALOGING RECORDS: Series
titles and numbers, multipart titles, and series-like phrases are treated differently and recorded differently in
cataloging records. Sometimes series are misidentified and recorded as something other than series. For
example, unnumbered series are frequently misidentified as other title information if they gppear below the
title on atitle page. Digtinguishing between these smilar dementsis necessary for them to be correctly
recorded.
1. SeriesAnalysis:
A. Distinguishing Multiparts from Series: Multiparts with parts that have individud titles are
distinguishable from series by the fact that they are intended to have only afinite number of parts.
See page 620 of the AACR2 Glossary section. For additiond information on multiparts, see
GPO-CG: Multipart Items.
B. Distinguishing Series-Like Phrasesfrom Series Titles: There are various kinds of
bibliographic dements that gppear at first glance to be series. These include phrases gppearing a

the head of titles that clearly are not part of the title, words that indicate what kind of document a
document is, and various letter and number strings.
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C. Digtinguishing Other Title Information and Series Titles. Seriestitles and multipart titles thet
appear below thetitle for the individua volume or part are frequently misidentified as other title
information. Thisis particularly a problem when a multipart or seriesis unnumbered. If when
searching the OCL C database, a cataloger finds that a number of documents have the same other
title information, the Series Liaison is contacted.

i. Analysisof Titles: To determine whether letters and numbers represent a series, the letters
and numbers must be evaluated.

a. Lettersand Numbers: AACR2 states that a series must bear a " collective title gpplying
to the group asawhole." If the letters only represent the name of a corporate body, then
thereisno titleinvolved. However, if one or more of the letters represent words of atitle
or are used to digtinguish different series, then thereisacollective titie involved. Examples:

FSQS (Food Safety and Quality Service) -- no collectivetitle
FAS M (Foreign Agriculturd Service monograph) -- collectivetitle

b. WordsThat AreNot Titles: The presence of words such as "report,” "publication,” €tc.,
do not always represent a collective title. In some cases these may be considered only
part of the numbering, in which case no collectivetitle is present. To determinethis,
examine other documents from the same issuing body. If documents bearing the same
words/letters or smilar words/letters are sometimes issued with just the numbering aone,
then thisis not a collectivetitie. Examples

96-235

FHWA/TS-79-05

Report No. FHWA/TS-79-82
Serial No. 96-264
Publication No. 96-87

c. TitleVariations: If dightly different seriestitles appear on different documents issued by
the same publisher, it is not aways necessary to consider them different series. If over time
a series changes from onetitle to another, changes back to the first, and then back to the
second again, they may be considered to be the same series. A new series authority
record for the second title is not required. An added entry for the second title is Smply
added to the authority record. Examples:

Authority file 130 Engineer higtorica studies
On document:  Engineer historical study

Record as. 4901 Engineer historica study
830 0 Engineer higtoricd studies.
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However, If the seriestitles are unnumbered, cover different topics, and they are issued by
different organizations, then they are considered to be different series.

ii. Analysisof Numbering: It isnot dways easy to determine whether numbers gppearing on a
document are to be considered as the numbering of the series, or as something completely
separate. Theimportant thing to keep in mind isthat in order for these numbers to be part of
the series they must represent ONLY that series. If they appear on other documents without
the presence of a series or in conjunction with other series, they should not be considered as
unique series numbering. In such casesthey will be treated as notes. If it is determined in
hindsight that series numbering has been trested incorrectly it must be changed. Example:

On document: MM S-870015
OCS study

2. Checkingthe OCLC Authority Filesfor Seriesand Series-like Phrase Authority Records:
Authority records for series, multipart items, and series-like phrases that have been established by
Library of Congressor by aNACO library are ble from the OCLC authority file. Catdogers
check bibliographic elements that appear to be series or serieslike phrasesin the OCL C authority file
before recording them in catalog records and including added entries for them. GPO creates new
authority records only for series and multiparts appearing in full-level records following: GPO-CG:
Authority Records. Information on transcription of multipartsisincluded in GPO-CG: Multipart Items,
and information on transcription series-like phrases that are report numbersisincluded in GPO-CG:
Report Numbers.

3. SeriesTranscription: Seriestitles, including other title information, statements of responsbility, and
series numbering are recorded in catal oging records exactly as to wording, order, and spelling, but not
necessarily asto punctuation and capitalization. See AACR2 1.6B1 and 1.1B1. The seriestitleis
recorded in either the 440 subfields“a” “n,” “p,” “b,” and “c” or in 490 subfield “a” Series
numbering is recorded in subfield “v.”

A. Changesto the Established Title Proper of a Series: If atitlein the chief source of the series
(see LCRI 1.6A2) is different from the established series heading and the variation is not provided
for by LCRI 21.2A, the Series Liaison determines if atitle change has taken place and a new
series authority record is needed, or if it isavariant title that needs to be added to the current
authority record.

B. SeriesTitlesand Series Numbering That Are Supplied: GPO sometimes needs to supply a
seriestitle and/or series numbering in brackets. The seriestitle and/or numbering is supplied inits
edtablished form, but without qudifiers, in accordance with AACR2 1.1B7. Series statements may
be bracketed into either a440 or 490 field. A 490 field is used when a seriesis entered under a
corporate body. GPO supplies series titles and/or series numbersin the following circumstances:

i. TitlesNot Included on Purpose: The publisher sometimes leaves out the seriestitle on
purpose if the seriesisreadily identified by the numbering only. Example:
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Authority file 130 Department of the Army technica manua
642 TM5-820-4

On document: TM 55-1913-675-W-1

Record as: 440 O [Department of the Army technicd manud] ; >v TM 55-1913-
675-W-1

ii. Titlesand Numbering Not Included by Mistake: If a publisher hasinadvertently left out
the title and/or numbering for an established series, GPO supplies them in brackets. However,
GPO only doesthisif aseriesiswel known. Confirmation thet a seriestitle and/or numbering
was mistakenly left out is made by telephone or emall. Examples.

On document:  No seriesinformation provided in document
Example 1:

Recordsas. 500 Series and numbering obtained during telephone cal to the U.S.
Congress. Senate. Committee on Banking, Housing, and Urban Affairs,
9/30/91.

4901 [S. hrg. ; >v 102-140]

810 1 United States. >b Congress. >b Senate. >b Committee on Banking,
Housing, and Urban Affairs. >t S. hrg. ; >v 102-140.

Example 2. See example 1 above for style of 500 note.
4400 [S. print ; >v 102-96]

C. Other TitleInformation for Series. Although GPO does not normdly include other title
information for series when recording them in a series statement, it may be transcribed in a490
field under the provisons of AACR2 1.6D1 if not restricted by LCRI 1.6G. Other title information
for series may NOT be transcribed in the 440, 810, 811, and 830 fields.

D. Statementsof Responsibility for Series. Under the provisions of AACR2 1.6E, statements of
responsibility for series may only transcribed in 2490 fidd if they are needed for identification.
They may not be recorded in the 440, 810, 830. Examples.

490 1 Bulletin/ Bureau of Labor Stetistics
490 1 Report / Senate

GPO transcribes a statement of respongbility for aseriesin arecord only if the seriestitle, eg.,
report, is not unique and, in addition, either:

i.  The corporate body responsible for a seriesis not recorded elsewhere in the record.
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ii. Morethan one corporate body appears in the record and it is not obvious which of the bodies
isresponsible for the series.

E. 1SSNsfor Series: ISSN'sfor series are recorded as they appear in the document. They may be
added only to 490 subfield “x” and 440 subfield “x.” They may NOT be recorded in the 810 or
830 fidds. "ISSN" isNOT added. Example:

440 0 Engineer historical studies, >x 0364-5923

F. SeriesNumbers:

i. SeriesNumbersRecorded in the 490 Field: Letters and numbers are recorded as they
appear in the document. The spacing between letters and numbersis recorded exactly asitis
in the document. Example:

490 1 FHdd manud ; >v FM 9-63D1/2

ii. SeriesNumbersRecorded in the 440, 810, and 830 Fields: Seriestitles and numbers
must be transcribed in the 440, 810, and 830 fields in the style provided in the series authority
record. To meet Monthly Catalog manufacturing requirements, GPO follows GPO spacing
conventions when transcribing series numbersin these fields. The only exception isthat a

gpace should follow a period in cases such as"no., v., pt.," etc. Examples:

490 1 Fed manud ; >v FM 9-63D1/2
810 1 United States. >b Dept. of the Army. >t Hdd manud ; >v FM 9-63 D 1/2.

440 0 Customs publication ; >v no. 515

iii. Chronological Designation: GPO does not include chronologica designations for seriesiniits
records.

G. Seriesand Sub-series Transcription: If two series gppear in conjunction with one another in a
document and one series has been established as a sub-series of the other, treat the series
according to the following procedures.

i. Main Series Unnumbered:

a. Series Statement: Record series and sub-series with numbering of the latter as it gppears
in the document.

b. SeriesTracing: Trace as established on authority file. Example:

440 0 Research reporting series. >n 9, >p Miscellaneous reports ; >v
EPA-600/9-043
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ii. Main Series Numbered:

a. Series Statement: Record main series and sub-series and their numbering as they
gppear in the document.

b. SeriesTracings.
Main series are traced with their numbering.

Sub-series subordinate to the main series are traced with their numbering. Examples:

490 1 Department of State publication ; >v 7846. >a Department and Foreign
Service series; >v 128

830 0 Department of State publication ; >v 7846.

830 0 Department of State publication. >p Department and Foreign Service
sies; >v 128.

For further guidance, see LCRI 1.6H.
4. SeriesAdded Entries:

A. Full-Level Records. GPO includes series added entriesin dl full-level recordsit creates, adapts,
or clonesfollowing its full-level sandards.

B. GPO Abridged and Core-Level Records:

Added entries areincluded in abridged and core-level records only if previoudy established.
See dlso GPO-CG: Authority Records, 5 A.

C. Required Conformity With Authority Records: The series added entries transcribed in 440
subfidd “a” “b,” “n,” “p,” and “v,” in 810 subfields“a” “b,” “t,” “n,” p,” and “v,” and in 830
subfidds“a” “n,” “p,” and “v” must conform to the authority records for the series. For an
explanation of seriestraced implicitly (440) or explicitly (810 or 830) refer to LCRI 21.30L.

D. SeriesEntered Under Title Proper:

i. Series Statement Exactly the Same asthe Series Authority Record: A seriesis
recorded in a440 fidd if 4 conditions are met:
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1) The series has been established under itstitle proper,

2) the series stlatement on the document exactly matches the title in the authority record,

3) theform of numbering found on the document exactly matches the sample numbering in the
series authority record, and

4) thereisno conflict with other series or aserid that requires the establishment of a uniform
title.

Example:
440 0 Agricultura economic report
ii. Series Statement That Differs From the Series Authority Record:

a. Variant SeriesThat Are Entered Under Title: Normdly if only avariant verson of
seriestitle appears in adocument, it is necessary to record the variant formin a490 Feld
and add the established form in a830 fidld. However, sometimes a variant form may be
recorded in a440 field. For details, see LCRI 21.30L. Examples:.

Authority file 130 Loblolly pine management guide
On document: A loblolly pine management guide
Record as. 440 2 A loblolly pine management guide

E. Variant Numbering: If the only series number that gpopearsin adocument isin avariant form, the
seriestitle and variant number are recorded in an 490 field in the form they appear in the document
and aretraced in an 830 fidd in their established forms. Example:

Authority file 130 Management bulletin R8
642 15
On document: Management bulletin R8-MB15

Recordas. 4901 Management bulletin R8 ; >v MB 15
830 0 Management bulletin R8 ; >v 15.

F. SeriesEntered Under Corporate Body and Title: If aseriesfalsinto one of the categories
listed in AACR2 21.1B2, it will be traced under author and title proper. The tracing will be given
inan 810 fidd. The series statement will betagged 490 1. Example:

4901 Army regulations
8101 United States. >b Dept. of the Army. >t Army regulaions.

G. Uniform Title Some series are established by LC/NACO under auniform title that is qudified

because another series, serial, multipart, or series-like phrase with the same title has been aready
established. If aseries hasauniform title, the seriestitle and numbering appearing in the document

GPO Cataloging Guidelines 152 2001



is recorded in the 490 as it appears there and is traced in an 830 fidld in its established form.
Example:

Authority file 130 Bulletin (United States. Bureau of Mines)
On document:  Bulletin

Recordas. 490 1 Bulletin
830 0 Bulletin (United States. Bureau of Mines)

SERIESAUTHORITY RECORDS: Seriesauthority records appear in the LC/INACO file. Theseare
currently accessible only from OCLC' s authority files. If anew authority record is needed, cata ogers must
fill out and submit a PROPOSED AUTHORITY HEADING form. The GPO SeriesLiasonis
responsible for researching proposals, cresting, new authority records, and updating existing authority
records. More detailed information is included in GPO-CG: Authority Records.

SEE AL SO: Authority Records, Multipart Items; Serids.
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SPACING CONVENTIONSFOR NUMBERS

BACKGROUND: MARC 21 FFBD fields and subfields containing numbers that appear in Monthly
Catal og indexes require cons stent formatting and congtruction for the sorting software to accurately sort
the numbersin desired order.

GENERAL SPACING POLICIES:

1. One space must be inserted between letters and numbers unless there is intervening punctuation. The
only exception to thisisthe use of parentheses.

2. One space must be inserted before an opening parenthesis and after a closing parenthesis, unless there
is another punctuation mark together with the parenthes's, in which case there is no space separating
them. This does not apply to SuDocs class fields (086 and 099 fidds).

3. One space should appear before and after symbols such as the ampersand, except in SuDocs class
fields (086 and 099 fields).

MARC 21 FIEL DSWHERE SPACING POLICIES ARE APPLIED: Spacing conventions are
applied by GPO in the following MARC?21 fidds and subfidds

027

037

086

088

099

440 >v

8xx >v

but NOT the 490

Spacing for letters and numbersin the 088, 440, 810 and 830 fields should follow the general policies
stated above except that a space should follow a period in cases such as"no.,” “v.,” “pt.,” €c.

SAMPLESOF CORRECT AND INCORRECT FORMATTING:

1. SuDocs Classfication Numbers:

Correct formatting: Incorrect formatting:

A 1.10:B 68 A1.10:B68

D 5.317:616(717-5)A D 5.317:616 (717-5) A

D 101.11:9-2330-363-14& P D 101.11:9-2330-363-14 & P
D 5.317:221(2300-C)/988 D 5.317:221 (2300-C) /988
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Specid practices for maps. Insert one space before and after the hyphen which separates the first and last
modified map reference code for multiple sheet maps.

Correct formatting: Incorrect formatting:
A 13.28:H 94/4/44083-D 7-D 8 A 13.28:H 94/4/44083-D 7-D8

2. Other Numbers:

Correct formatting: Incorrect formatting:
ED 265853 ED265853
NPSD-16 b NPS D-16b
HHI-22/R 11-86 (400) HHI-22/R11-86(400)
PIN:049442-000 PIN: 049442-000

SEE ALSO: SuDocs Classification Numbers, Notes, Report Numbers; Series.
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STAR PRINTS

BACKGROUND: Star prints are corrected editions of Congressona documents. They are identifiable
by stars printed at the lower left-hand corner of their title pages or covers. Sometimes the words "star
print" also appear adjacent to the sar.

POLICIES: Star prints are always treated as new editions, not asreprints. A new separate OCLC
database record is aways created for astar print. Catalogers do not adapt the record for the origina
edition when cataloging a star print.

1. SuDocs Classes: The class number for agtar print should include "/CORR." after the number
assigned to the origind edition.

Example for origind edition:
Y 1.1/5:.97-177
Example for gtar print
Y 1.1/5:.97-177/CORR.

2. Edition Statements: The abbreviation for "corrected printing” [corr. print.] should be bracketed into
the edition statement, following AACR2 1.2B4 and the LCRI. Example;

250 [Corr. print.].

3. Special Notes: In addition, a note phrased "Star print" should be included in the cata oging record.
The note should be enclosed in quotation marksif the phrase appears on the document. Use the note
without quotation marks if the phrase does not appear on the document.

Example when gtar print appears on a document:
500 "Star print"--Cover.
Example when “ Star print” does not appear on a document:

500 Star print.

SEE ALSO: Edition Statements
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STATEMENTS OF RESPONSIBILITY

BACKGROUND: Per the AACR2, appendix D: glossary: “ Statements of respongbility are transcribed
from the item and relate to the persons responsible for intellectud or artistic content of the item, to
corporate bodies from which the content emanates....” AACR2 1.1F provides for the transcription of
datements of respongibility gppearing prominently in the item in the form they appear in the statement of
respongbility area. The relevant information in statements of responsbility that are not prominent is
recorded in notes. AACR2 0.8 states that the word "prominently” "means that a statement to which it
gpplies must be aforma statement found in one of the prescribed sources of information for areas 1 and 2
for the class of materid to which the item being cataloged belongs” AACR2 dlows for the recording of
gtatements of responsibilities for persons and corporate bodies that may have a relationship to a document
other than that of preparation, sponsorship, issuance, or publishing. For example, a statement of a
respongibility for the chairman of a committee issuing a document might optionaly be recorded in an
AACR2 record.

1. Formal statements: A statement of responghbility is congdered to be aforma statement when:
A. ltisisolated from textual materia, e.g., “Bureau of Labor Statistics,” or “ Robert Meyers.”

B. If the name of the persona author or responsible corporate body appears at head of title or
fallowing thetitle, it is conddered aformd statement of responsibility.

C. The entire statement could be transcribed, e.g., “Prepared by J. Peterson.” A statement isNOT
consdered to be formd if extracted from a grammeatically complete sentence, e.g., “ This book
written by ...”

Examples of Formal Statements. These are usualy transcribed in the statement of responsbility
areaif they gppear in areas 1 and 2 for the class of materid to which they belong.

Robert Meyers.

by Ed Smith.

Prepared by J. Peterson.

Principa investigetor: Alice Bates.

Bureau of Labor Statistics.

Prepared for the Department of Transportation by
Transport Inc. under contract number 12345.
Prepared by William Myers and Jane Kearney.

2. Informal statements. The rdevant information that gppears in informal statements of responghbility

and/or gppears outside of areas 1 or 2 for the class of materid being cataloged may only be
transcribed in the note area.
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Examples of Informal Statements. These may be transcribed in notes, but may not be
transcribed in the statement of respongbility area. Normdlly, they areignored in practice. AACR2
1.1F7, 21.29 and 21.30 provide optionaly for added entries based on them.

This report was written by Jane Kearney and William Myers.

Robert Browning and Lee Park are the authors of this text.

We would like to thank the authors of this report, Susan McCauley and Loretta FHtzhugh.

This publication was prepared by the Divison of Program Development and Implementation,
Office of Program Management, Unemployment Insurance Service.

The editor of thisissueis Jack Bright.

The materid in this document was contributed by State Employment Security Agency,
Unemployment Insurance Service, and Office of Regionad Management Staff and does not
necessarily represent the official position or policy of the U.S. Department of Labor.

POLICIES: GPO palicies are more redtrictive than LC practices. GPO follows different policies when
recording statements of respongbility in new records that it crestes origindly than it does when it creates
new records by cloning existing records or when it adapts existing OCL C database records. When
adapting or cloning LC records, GPO does not make changesto LC or BIBCO records, or to records of
other libraries that follow LC practices.

Library of Congress s practices differ from GPO's practices in several ways. LC normally records
gtatements of responsibility for persond authors that do not appear prominently in the note area. They are
more restrictive when recording information on corporate bodies. Corporate bodies that do not appear
prominently are normaly ignored, but may be transcribed in a note and traced following AACR2 21.30F
and AACR2 21.30H if the LC catdoger fedsit would provide an important access point.

1. All Records:

A. Documentswith Long Titlesand Statements of Responsibility: Because of local system
limitations on the amount of information that can beincluded in MARC21 variable fidld 245, other
title information sometimes need to be shortened and statements of respongbility sometimes need
to be moved to the note area.

B. Transcribing Statements of Responsibility:

Statements of respongibility may be recorded in the statement of respongbility area (245
subfield “c”) or in anote (500 field).

Only statements of responsibility that gppear prominently in a document may be transcribed in
the 245 subfield “c.”

It isnot necessary to transcribe dl of the information in aforma statement of respongibility in
the statement of respongibility area. Some information may be omitted. See AACR2 1.1F7.
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iv.

Catalogers may NOT create a statement of responsbility and include it in a cataoging record
based on:

a. Persond knowledge,

b. Information located outsde areas 1 and 2 for the class of materia for the document being
cataloged, or

c. Information in another document.

v. Information gppearing in statements of respongbility that are not prominent may be recorded in

anote. See AACR2 1.1F2 and 1.7B6.

2. New GPO Records:

A. Corporate Bodies Appearing at the Head of Title: If no separate publisher statement appears
in the imprint area of the title pageftitle screen (or in the imprint area of page 1 of the cover of a
printed document if there is no title page), GPO records the corporate bodies appearing at the
head of title in the name of publisher, digtributor, etc., area (260 subfield “b”).

B. Statements of Responsibility for Corporate Bodies: GPO normaly records statements of
responsbility for corporate bodies in new records only when they appear prominently in a
document.

If a secondary statement for alower body appears on the same source as the title and the
primary statement of responghbility and publisher, it is recorded in a quoted note.

If the Federal agency under which a document is classed appears in a different source than the
title and the statement of responsibility for ahigher body, it is recorded in anote.

The sources in printed documents and microfiche reproduction of printed documents from
which GPO transcribes secondary statements for corporate bodies are: t.p., t.p. verso, pages
1-4 of cover, the caption (if the title is recorded from the caption), and the colophon.

If the statement of respongbility for the corporate body under which adocument is classed
appears on a different source than those listed above, but would be initidly seen by readers,
such ason thefirst and last page of text; GPO transcribesit in anote,

GPO does not record statements of responsibility in the stlatement of respongbility area of new
records for the following, nor does it include added entries for them.

a. Bodiesfor which GAO reports are prepared.

b. Bodiesto which documents are submitted in fulfillment of law.
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c. Conferencesfor individua conference papers.
d. Nationd forests, monuments, parks, seashores, etc.

e. Programsand projects that do not appear in an explicit statement of responsibility or in
explicit publishing satements.

f.  Corporate sponsors, except for those that also publish a document and those that sponsor
aconference.

C. Statementsof Responsibility for Persons

I.  GPO records stlatements of responsibility for personsin new records only if they appear on
prominent sources, i.e, t.p., t.p. verso, page 1-4 of the cover, the caption (if thetitleis
recorded from the caption), the colophon, and last page of text.

ii. Persond authors, editors, compilers, collaborators, trandators, illustrators, and persons with
another relationship to awork, such as the chairman of a committee or director of an
organization, may be recorded in the statement of responsibility area or anote.

a. Names of persons are recorded in the statement responsibility area (245 subfield “c”) only
if they gppear prominently.

b. Namesof personsthat appear on prominent sources, but in statements that are not forma,
are transcribed in notes, eg., 500 Authors: Mary Stephens and Thelma A. Smith or 500
Written by Alfred Johnson and Marvin Williams.

c. Single authors are recorded in the persond author main entry field (100 field) and the
Satement of responsibility area (245 subfield “c”) if they gppear prominently. Single
authorsthat do not appear prominently may be recorded only in the persona authors main
entry fied (100 fidd). A single persond author who is not named in a document is dligible
to be recorded in the persona authors main entry field; however, that author may not be
recorded elsewherein arecord. See AACR2 21.4A.

iii. GPO does not transcribe statements for multiple persons that appear in interior sourcesin
ether the statement of responsibility area or notes.

3. Previoudy Existing Records. GPO follows the same genera policies for statements of respongbility
appearing in existing OCL C records that it does for existing records as awhole. That genera policy is

to minimize changes.

A. All Records:
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i. Transcription Errors. GPO corrects transcription errors, e.g., spdling, etc., in al records.

ii. Statements of Responsibility for Contractors. GPO does not remove these from existing
records if they have been established, even if they are not accompanied by contract numbers.

B. Library of Congress, National Library of Agriculture, National Library of Medicine,
BIBCO, and CONSER Recor ds: GPO does not remove or modify statements of respongbility
except in the following ingtances:

i. CIP Records: GPO makes needed changes to the statement of responsibility areas of CIP
records that are being adapted to catalog the find version of a CIP document. Possible
changes include:

a.  Changing the wording in statements of responghility if the wording in the CIP verson
varies from thet in the fina verson.

b. Removing statements of responsibility from CIP records that only appear in CIP cataog
records or in apublisher’ s citation in the find verson. In addition to removing statements
of respongbility that are not judtified by the find versions of documents they describe,
GPO also removes the access points for them.

c. Moving satements of responsbility to the note areaif they do not gppear prominently in
the fina versons of CIP documents, athough they may appear esewherein the find
verson, other than in the CIP catalog record or publisher’ s citation.

ii. CONSER Records: GPO makes needed changes when re-cataloging serials from an earlier
vol./issue that does not have aforma statement of responsibility or has a statement of
respongbility that is different in some way. Normaly GPO changes only the title and Statement
of respongbility areain an existing CONSER record if the corporate body appearing in the
datement of respongbility of the earlier issue is a different one or has a different name.

iii. Recordsfor Looseleaf Documents: GPO makes needed changes when re-cataloging a
loosdleaf document as required by LC's CRFTDOLP.

C. Other Records: GPO makes corrections to statements of responsibility, moves them to the note
areq, or deetesthem, if they are: incorrectly transcribed, extracted from an informa statement, or
do not appear prominently.

i. Statements of respongbility for persond names that do not appear prominently are genera
corrected and moved to the note area if they appear anywhere in a document.

ii. Statements of respongbility for corporate bodies that do not gppear prominently are deleted if

they are not established unless they are for the Federd author under which adocument is
classed.
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SEE AL SO: Corporate Bodies; Contractors and Contract Numbers, Notes; Publication, Distribution, etc.,
Areg; Technical Reports
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SUBJECT HEADINGS

BACK GROUND: There are anumber of ways subject access may be provided in bibliographic records.
These are by: Names of persons, corporate bodies, geographic aress, topica subject headings, thesaurus
terms, index terms, etc. In addition to LCSH, other kinds of topical access points may be included in the
OCLC records that GPO adapts. Theseinclude: National Library of Medicine Subject Headings,
Nationd Agricultura Library Subject Headings, Canadian Subject Headings, Sears Headings, NASA
Thesaurus Terms, etc.

Asamember of SACO (Subject Authority Cooperative), GPO creates authority records for
geographic names needed for geographic name subject added entries and as geographic subdivisionsin
topical subject added entries. GPO a so creates authority records for new topica subject headings for
Congressiona document cataloging and as needed. Geographic and topical subject headings must be
established in the SACO authority file or submitted for addition to the SACO authority file before they may
be included in GPO cataloging records. Corporate bodies and some uniform titles must be established in
the NACO authority file before they are used as subject headings in GPO cataloging records. Personal
names must be established in the NACO file before being used as subject headings in BIBCO and
CONSER records. Personal names do not need to be established for usein level | and level K records.
Unless a document belongs to a category that GPO always codes as CONSER or BIBCO record, GPO
does not establish personal name authorities for it.

INSTRUCTIONS: GPO catalogers consult the sources listed below for instructions on subject heading
assignment, checking and revising subject headings in existing records, proofreading the Monthly Cataog,
and establishment of authority records needed for subject cataloging.
1. The primary sources consulted are:

The OCLC Name and Subject Authority Files

LCSH

LC'sSCM: SH

Free-Foating Subdivisons: an Alphabetical Index

Introduction to Library of Congress Subject Headings

Weekly Ligts (Avallable viathe World Wide Web only)

MARC21 FFAD

NASA CASl Web site

NASA Thesaurus
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2.

In addition to the sources listed above, the Subject Liaison, and occasiondly catalogers, may need to
consult other sources. Some of these are:

SACO PM

Columbia Lippincott Gazetteer of the World (Lippincott)

Geographic Names Information System (U.S. Geological Survey, National Mapping Division, Office
of Geographical Research, National Center) state geographic names publications, e.g. “ Alabama
Geographic Names” (GNIS)

GEOnet (GEONet)

National Geographic’s Atlas of North America (Atl. Nor. Amer.)

National Park Index (Nat. pk. Index)

National Registry of Historic Places (Nat. reg. hist. Pl.)

National Wildlife Refuges; A Visitor's Guide (Nat. wild. ref.)

Rand McNally ... commercial atlas & marketing guide (Rand McNally)

Rand McNally's The New International Atlas (Rand McNally new intl. atlas)

The Times Atlas of the World (Times Atlas)

United States Board on Geographic Names Gazetteers (BGN)

USGS Branch of Geographic Names Alphabetical Finding List

Webster's New Geographicd Dictionary (Web. Geog)

The aboveisonly apartid list of the reference sources that may be consulted. If consultation of al

these sources gtill does not resolve the problem or question, the GPO Subject Liaison may consult with
LC's Cooperative Cataloging Team.

POLICIES: With the exception of NASA technicd reports, GPO assigns Library of Congress Subject
Headings (LCSH) to all records. GPO policiesfor new records and for adapted records vary.

1. Assignment of Library of Congress Subject Headings:
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A. New Records. Asagenerd policy, al new GPO cataloging records are assigned at least one, but
normally no more than three LC topica subject headings. Documents cataloged following GPO
abridged standards should normally not have more than two headings. Full-level records normaly
have two or three. If more than three topica subject headings are required by LC's SCM: SH
ingtructions, they are added. Except for works of a comprehensive nature, broad subject headings
should be avoided. Persona name, corporate body, conference, and uniform title subject added
entries are not counted. Monograph catal ogers should assign specific subject headings whenever

possible.

B. Existing Recordsand Cloned Records: GPO catalogers must verify the LC subject headings in
all existing OCLC records they adapt and in the new records they created by cloning existing
OCLC records, including LC records, and make corrections if necessary. The policy GPO follows
when creating cloned records with LC topical subject headings is the same that it follows when
adapting existing records with LC topical headings. NASA thesaurus terms appearing in cloned
records are also retained. GPO does not retain other kinds of topical headings, e.g. AGL, NLM,
etc., subject headings, in cloned records.

i. Library of Congress, BIBCO, and CONSER Records: GPO does not remove topical
subject headings and sub-divisions within subject strings because they may seem ingppropriate
for the document cataloged. GPO only removes subject headings and subdivisonsif not listed
in LCSH, OCLC's subject authority file, or if they are not provided for in the Subject Heading
Manual. The GPO Subject Liaison is consulted before remova of subject headings or sub-
divisons from these kinds of records.

a. GPO adds LCSH to records lacking subject headings.

b. GPO catadogers may NOT assign general L C subject headings to L C records which
dready have specific headings.

c. LCsmore specific, technica headings may not be deleted in favor of more genera
headings.

d. GPO makes changesto LCSH subject added entriesin LC, BIBCO, and CONSER
cataloging records.

To correct spdling, typographical, and other transcription errors.
To rearrange order of elements within subject strings.

To remove topica subject headings that are not included in LCSH or OCLC' s subject
authority file.
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To remove dements within a subject string that are improperly included, other than the
actua topica subject heading.

To add or correct LCSH in LC CIPrecords. Note: CIP records are created without
the actua document in hand. Therefore, the LCSH assigned may not be appropriate.
These are dways retained and corrected if transcribed incorrectly. Appropriate
LCSH are added when the actua book isreceived. Some LC records are coded 042
Iccopycat or 039 core and 042 pcc rather than 042 Ic. These records may lack
LCSH. If they arelacking, they are added.

ii. RecordsWith AGL and NLM Subject Headings. Nationd Agriculturd Library (AGL)
and Nationd Library of Medicine (NLM) records contain AGL or NLM subject headings
instead of LCSH.

a. NLM Subject Headings: These subject heading may be identified by the second
indicator code of 2 (650 2).

GPO retains NLM subject headings in Monthly Catalog records only if they were
creeted or clamed by NLM. Thismay be determined by checking for the symbol
NLM in the 040 field.

If alibrary other than NLM hasincluded NLM subject headings, these are left in the
OCLC database record, but are deleted before the record is produced for the
Monthly Catalog.

Catalogers should add at least one but no more than 3 LC subject headingsto a
cataloging record with NLM headings even if the NLM subject heading is an exact
meatch of the LC heading.

NLM subject headings are not included in cloned records.

b. AGL Subject Headings. These subject headings are identified by the second indicator
code of 3 (650 3).

- If an AGL subject heading exactly matches an LC heading, cataogers and reviewers
must change the second indicator code from 3to 0 (i.e, 650 3to 650 0) inthe OCLC
database record and in the Monthly Catalog version of the record.

- If an AGL subject heading exactly matches an LC heading, catalogers and reviewers

must change the second indicator code from 3to 0 (i.e, 650 3to 650 0) inthe
OCLC database record and in the Monthly Catalog version of the record.

If aAGL subject heading is not an exact match, catalogers must |leave the second
indicator as 3 (i.e., 650 3) in the OCL C database record and the Monthly Catalog.
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If none of the AGL subject headingsin arecord qualify to be re-coded as LCSH,
GPO adds at least one but no more than 3LCSH (650 0).

AGL subject headings in cloned records that qualify to be re-coded as LCSH are
retained. Thosethat do not quaify are deleted.

iil. Records with LC Subject Headings for Children (650 1), Source Not Specified
Headings (650 4), Canadian Subject Headings (650 5), Repertoire des Vedettes-
matiere (650 6), Source Specified in Subfield “2” (650 7):

a. Withthe exception of NASA thesaurus terms (650 7 >2 NASA), all 650 fields with
indicators 1 and 4 through 8 are removed from adapted OCLC records after the records
have been updated and replaced and before they are produced for the Monthly Catalog.
These headings must not be deleted from OCLC database records.

b. When GPO adapts OCLC database records with added subject entries thet are
established inthe LC/NACO or LC/SACO authority files, but are coded 650 4 (Source
Not Specified), GPO changes the coding in the added entries to indicate they are NACO
or SACO approved.

If the added entry ina 650 4 field has been established in the LC/SACO as a topical
subject heading, the coding is changed to 650 0. For example, the established subject
heading “Hurricane Dennis, 1999” was originally code 650 4 inan OCLC record
adapted by GPO. Since it was established in the LC/SACO authority file, GPO
recorded it, 650 O Hurricane Dennis, 1999.

If an added entry ina 630 4 or a650 4 field is a uniformtitle, it is established, if
required. GPO changes the coding to 630 00 whether it is established or not

c. NASA thesaurus terms are added to NASA CASI records following the instructions in 3
below.

iv. Other Records. Changes are made following ingtructionsini and ii above. Errorsin subject
heading assgnment and subject sub-divisions are corrected as required.

C. LC Subject Heading Assgnment and Transcription Questions: All questions regarding
incluson of LC subject headings and subdivisons are resolved at the time of cataloging or after
editoria revisons are made. Changes to records are made only upon consultation with the Subject
Liaison, or a times with the Adminigtrative Librarian (Cataoging Policy), and, if necessary, with
the gpprova of the LC Cooperative Catdoging Team.
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2. LC Subject Heading and Geographic Heading Proposals. Since 1990, GPO has proposed new
subject headings for addition to the LCSH in cooperation with the Library of Congress. The decision
on whether to submit a Proposed Heading Request through NACO or SACO ismade by GPO's
Name Authority and Subject Liaisonsfollowing LC’'s SCM: SH, Section H 405. For general
information on authority records, see GPO-CG: Authority Records.

A. Typesof Headings Proposed: GPO prepares proposas for the following types of headings:

iv.

Geographic headings.
Public Law citations for commemorative works.
Topicad subject headings of atimely nature that are not in LCSH.

Corporate bodies and personal Names.

v. Other entities not included in the above categories.

B. Limitationson Establishment of New Headings:

Geographic heading proposas are prepared for maps and other documents.

With the exception of geographic headings, new subject heading proposals, including those for
topica subject headings, are limited to Congressiona documents.

Persond name heading proposas, including those to be used as subject headings, are prepared
only for Congressiona documents.

C. Pre-searching Proposed Headings. Catalogers must thoroughly search al proposed headingsin
OCLC's subject authority file and GPO's monthly list: Subject Headings Proposalsto LC
During... beforefilling out a Proposed Authority Heading Request Form and submitting it to the
Subject Liaison.

D. Establishment of Subject Headings: New subject headings, including geographic headings,
must be established in accordance with AACR2, chapter 23, etc., and LC's SCM: SH.

SCM: SH section H 200 (proposing headings), H 203 (citing headings), H 320-H 320-H 357
(qualifiers), H 362 (free-floating terms), H 370-H 375 (references), H 405 (LC's name or
subject auth. files), H 430-H 475 (names), H 620 (chronological), H 690 (geographic), and
al other sections pertinent to the type of heading being established are consulted.

Entities and terms used as subject headings may be established in either the Library of
Congress's name or subject authority files following the instructions in SCM: SH, section H
405, pages 5-13.
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- Subject Authority File: Entities and Terms established in the Library of Congress's subject
authority file per the instructions in SCM:SH, section H 405, pages 10-13, include: some
categories of buildings (coded 110 in authority records), other categories of man made
structure (coded 150 or 151), topical subject headings (coded 150), and geographical
areas and features (coded 151).

- Name Authority File: Entities established in the Library of Congress's names authority file
per the instructions SCM:SH, section H 405, pages 5-9, include: corporate bodies (coded
110), personal names (coded 100), and other ertities not to be established in the Subject
Authority File per Instructions in the SCM: SH, Section H 405, Pages 5-9. Examples of
other entities include: City sections (coded 151), comic strips (coded 100, 110, or 130),
electronic discussion groups (coded 130), exhibitions (coded 111), forest districts (coded
151), motion pictures (coded 130), parades (coded 111), software (coded 100, 110,
130), utility districts (coded 151), etc.

iii. When establishing headings, the Subject Liaison references the work being cataloged, as well
as other works on the same topic, standard reference works, including dictionaries,
encyclopedias, glossaries, etc. It is required that those reference works in which atermis
found is recorded in the 670 field of the authority record and those in which it is not found are
recorded in the 675 field.

iv. When establishing geographic names, the Subject Liaison references standard reference works
for geographic names, including BGN, Lippincott, GEOnet, GNIS, Rand McNally, Times
Atlas, Web. Geog., and others are consulted. Those works in which a geographic name is
found is recorded in the 670 field and those not found in the 675 field.

v. Abbreviations used as qudifiers must gppear in AACR2, gppendix B.

vi. An authority record must be established for geographic jurisdictions not previoudy established
in AACR2 form.

3. Transcription of NASA Thesaurus Termsin NASA Technical Report Records. GPO does not
assign LCSH to the NASA technical reportsit catalogs. Instead, GPO transcribes the mgjor NASA
Thesaurus Terms assigned to each technical report by NASA CAS from the catalog records available
from its Web site.

A. ldentification of Major NASA Terms. Mgor Terms assigned to a NASA technica report are
identifiablein NASA CASI records by the prompt: MAJS.. Example:

MAJS: *BOUNDARY LAYERS*FLAT PLATES*FREE
FLOW/*HEATING/*STABILITY/*TEMPERATURE EFFECTS
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B. Transcription of Major Terms: These are transcribed into GPO' s cataloging recordsin the
same upper/lower case style as LCSH and are coded as NASA Thesaurus terms with the second
indicator of the 650 coded 7 and the subfield “2" coded as “nasat.” Examples.

650 7 Boundary layers. >2 nasat
650 7 Flat plates. >2 nasat

650 7 Freeflow. >2 nasat

650 7 Hesting. >2 nasat

650 7 Stability. >2 nasat

650 7 Temperature effects. >2 nasat

C. Multiparts: If the technica report being published is a multipart, each term is transcribed only
once in the GPO record.

D. NASA Thesaurus. The Thesaurus may be consulted to determine if the terms appearing in a
NASA CASI record are included there.

E. Adapted Records: The mgor NASA Thesaurus Termsin the NASA CAS records are added
asthey are added in new records. If the OCLC record being adapted already has LCSH
recorded in it, the LCSH headings are retained and corrected if necessary. Additional LCSH are
NOT added.

SEE AL SO: Abridged Catdoging; Adapting OCL C Data Base Records.
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SUDOCSCLASSIFICATION NUMBERS

BACKGROUND: The SuDocs classfication system is designed specificdly for Federd documents. The
unique feature of this system is the grouping of documents by issuing agency. It has been used by GPO to
classfy documents for over a century and continues to be developed as the Federal Government develops
and changes.

INSTRUCTIONS: Information on SuDocs classes and ingtructions on assigning them isincluded in the
following:

USGPO’s CM, http:/Mmww.access.gpo.gov/sudesfdocs/fdl p/pubs/classman/index.html
USGPO’s LOC, http://fedbbs.access.gpo.gov/library/download/CLA SS/listclas.txt
OCLC's BFAS, http:/AMwww.od c.org/od c/bib/about.ntm

POLICY: SuDocs numbers assigned to documents are recorded in the catalog records for them.

RECORDING SUDOCS CLASSES: SuDocs classes arerecorded in two MARC 21 fidds. These
fiddsare

MARC21 FFBD SuDocs Class Field (086 field)

MARC21 FFBD Loca Free-Text Cal Number (099 fied)
The MARC 21 FFDB, 086 field has seven subfields, two of which are used by GPO.
Subfield “a’ isfor the SuDocs class, used by GPO.
Subfield “Z" isfor Cancded/Invaid SuDocs classes. Although subfield “z” does not print on cards, it is
indexed in the OCLC online system. Use of subfield “Z” is required when gpplicable for documentsin dll
formats.
When correcting a class on an OCL C record, use subfield “z” for the incorrect class, and enter the new,
correct classin subfied “a” Subfield “z” isused for classes that were assigned in error; it is not used for

class changes that result from agency reorganizations.

Documentsin dl formats (whether in paper, microfiche, eectronic media, etc.) with incorrect classes or
other classfication problems should be returned to the Depository Administration Branch dong with a
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Problem Identification & Resolution form prior to input or correction of the OCL C database so that
ACSIS can be updated.

In addition to the 086 field, GPO cataloging records contain classfication informetion in the 099 fidld. The
099 fidd is required when a catal oger produces or reproduces a record for the Monthly Catalog. If an
099 fidd is not included in the cataloging record when it is produced, the record will not file properly in the
cataog. Normally, editoria staff will correct these records based on information from the cataloger or
supervisor, but this requires unneeded extrawork. The 086 field and the 099 fields are exactly the samein
records for some single volume documents and some multiparts. The 086 fidd and 099 fidd differ in
records for serids and other multiparts. See sections on serials and multiparts below for details.

1. Punctuation: Because they creste problemsin the Monthly Catalog program, commeas are not used in
any 086 or 099 fields. Ingtead, adash /" should be used in its place. Commas are particularly a
problem in the FEM (Food insurance studies) class.

A. Pedt practice for large 099 fidds in the FEM (Flood insurance studies) has been to add the first
number, followed by a comma, or the abbreviation: etc. For example:

FEM 1.209:41002,ETC.
(Do NOT use commain class no. as shown here)

B. SuDocs classes should be assigned using the rule of 3.

i. If there are 4 or more community numbers, the SuDocs class in the 086 and 099 fields should
read asfollows:

FEM 1.209:41002/ETC.

ii. If there are 3 community numbers or fewer, add al of the numbersto the SuDocs class. The
086 & 099 fidds should both read as follows:

FEM 1.209:41002/41003/41004
iii. In cases where there are 4 or more community numbers and a conflict needs to be broken,
add as many community numbers, separated by adash,"/", as necessary to make the

classification number unigue.

2. Capitalization of Lettersin SuDocs Classes: Since November 1992, GPO has recorded al of the
letters in the SuDocs classes in its cataloging records in upper case. Examples:

Older Method Current Method
A 1.11/3:In 2/992 A 1.11/3:IN 2/992
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A 1.58/a:991-2/v.50/pt.1-3 A 1.58/A:991-2/V .50/PT.1-3

C 3.282:990/Puerto Rico C 3.282:990/PR

ITC 1.12:731-TA-520/prelim. ITC 1.12:731-TA-520/PREL M.
Ju 13.2:Se 5/2 JU 13.2:SE 5/2

PrEx 3.10/4:Ea7/30 PREX 3.10/4:EA 7/30

Y 1.3:S.pub.102-17 Y 1.3:SPUB.102-17

Y 3Ac7:2 Am 3/sum. Y 3AC7:2 AM 3/SUM.

3. SuDocs Class Numbersfor Serials: The 086 fidd is used for current and former class gemsin
aubfidd “a” and for cancded or invaid class numbersin subfidd “z.”

A.

Only the SuDaocs class sem is recorded. In most cases, this means recording the class up to the
colon. In more complicated classes, such asthe Y 3's, certain dements of the class after the colon
must also be recorded. Examples:

086 0- C1.71:
086 0- Y 3.N 88:34/
0860- A1l >zA 1139

When adding new or previoudly assigned SuDaocs class numbers to the data base record, record
them in the order of oldest to most current. Thus, the current 086 field would be the last one listed,
closest to the 099 field.

Serid catdogers limit the inclusion of incorrect classfication numbersin the subfiedd “z” The
subfield “Z” should only be input in cases where an incorrect classfication slem was assigned for
the SuDocs class.

4. 099 Fieldsfor Serials. The 099 fidd is added only to production records, not on the database
record.

A.

If aproduction record is for a Congressiond serid set availability record, the 099 field contains the
complete SuDocs dass of the individud issue of the serid being catdoged. Examples:

086 0- C1.71
099 C1.71:981

If multiple issues of a serid are being entered for a Congressiona serid set availability record,
transcribe each SuDocs class in a separate subfield “a’ in one 099 field.

099 C 1.71:980>aC 1.71:981 (NOT 099 C 1.71:980-981)
099 D 1.1:981/V.1-3
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C. If the production record is a Serid Supplement record, the 099 should include the SuDocs class
stem plus (DATE), (NOS)), (V.NO.&NOQOS), etc., to indicate the kind of number that follows the
gem. Examples.

099  NS1.3:(V.NO.&NOS)
099 | 27.18(DATE)

5. SuDocs ClassNumbersFor Multipart Items. Multipart sets may be described with inclusive
volume numbers when the numbering is consecutive and unambiguous.

A. If amultipart is being cataloged using a single collective record in asingle record, 086 O fields
should appear both on the OCL C database records and in multipart production records.

B. Except for thefirst time a collective record is updated and produced, or if dl the parts of a
multipart are cataloged at once, the 099 appears only in production records.

C. If dl of the parts are being cata oged at the same time, the parts are consecutive, and the years are
not being used to differentiate between parts, transcribe the SuDocs class number in one 086 field
and one 099 field asfollows:

086 0 Y 3.T 22/2:2 SO 4/V .1-6
099 Y 3.T 22/2:2 SO 4/V .1-6

D. Sometimes the parts are consecutive, but, in the judgement of the cataloger, transcribing themin
onefield could be confusing. In this Stuation:

i.  Transcribe them in multiple 086 fidds as follows:

0860 C 3.255/2-2:RC 77-A-44
0860 C 3.255/2-2:RC 77-A-45
0860 C 3.255/2-2:RC 77-A-46
0860 T 17.2:.D 84/6/FOLDER
0860 T 17.2.D 84/6/ABUSE
0860 T 17.2:D 84/6/CRACK

ii. For the 099 field, transcribe each number in a separate subfidd “a” within asingle 099 fidd as
follows

099 C 3.255/2-2:RC 77-A-44 >a C 3.255/2-2:RC 77-A-45
>a C 3.255/2-2:RC 77-A-46

No more than 7 separate subfield “&’s should be transcribed in asingle 099 fidd. Additiona

subfield “a’ s create Monthly Catalog production and printing problems. Use availability
records if more than one Monthly Catalog record is required because more than 7 subfields
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are needed for the entire record. Do NOT put an 099 field on the database in this Situation;
instead, use 099 fields only on the availability record.

E. If theyearsareincluded in the SuDocs class, transcribe them in multiple 086 fields as follows:

086 0 D 101.11:55-1520-236-23-1/990
086 0 D 101.11:55-1520-236-23-2/991

F. If dl thevolumes or parts of amultipart are not available for cataloging a the same time, then the
086 0 field on the OCL C database record should be in the open entry form. Example:

086 0 FEM 1.209:080059/989/V.1-

If avolume other than the first volume or part of the multipart isfirst recelved for cataloging, then
this should be reflected in the 086 field, i.e., 086 0 FEM 1.209:080059/989/V .- . When volume
oneisreceived, the 086 field is changed to reflect this, i.e., 086 0 FEM 1.209:080059/989/V.1- .

G. When adding a subfidld “z’ to an 086 field in amultipart work, do not create additional 086 fields
to identify the canceled SuDocs classes. Examples:

0860 FEM 1.209:080059/989/V.1- >z FEM 1.209:080059/V .4
NOT

086 0 FEM 1.209:080059/989/V.1-
086 0 FEM 1.209:080059/989/V .4 >z FEM 1.209:080059/V .4

Since subfield “Z”" isrepeatable, it is possible to creste a second subfield if necessary for clarity;
however, catd ogers should try to use asingle subfield “Z” if possble. Examples:

086 0 FEM 1.209:080059/989/v.1- >z FEM 1.209:080059/V .3-4
OR if volumes are not consecutive:

086 0 FEM 1.209:080059/989/V.1- >z FEM 1.209:080059/V.3 >z FEM 1.209:080059/V .6
OR if gems are wrong in different ways:

086 0 FEM 1.209:080059/989/V.1- >z FEM 1.209:080059/V.4 >z FEM
3.289:08059/989/V .5

SEE AL SO: Adapting OCL C Database Records; Creating New OCL C Database Records; Item
numbers, Microfiche; Multipart Items; Notes.
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TECHNICAL REPORTS

BACKGROUND: Technicd reports provide the results of scientific and technica research. They are
typicaly narrow in scope and usudly report on asingle research effort. Although they may report on more
than one experiment or research effort, they do not provide the wide range of information and theory thet is
provided in generd scientific and technica publications. Most are organized in the sameway. Theinitid
paragraphs normaly include background information and the objectives of the research efforts undertaken.
The research methodology is described. Problems encountered and the limits imposed by the research
methods are covered. Thefind paragraphs are devoted to the results, analyss of results, conclusions, and
recommendations.

IDENTIFICATION OF TECHNICAL REPORTS: Thereis more than one definition for technical
reports. The ALA Glossary and LC's DCM each include a unique definition for technica reports. These
definitions are:

1. A report giving detalls, and results of a specific investigation of ascientific or technica problem.--ALA
Glossary

2. A brief, generdly unbound, interim report covering ongoing research in generd aress of science and
technology (Excludes: socid sciences, economics, and "soft" sciences).--LC' s DCM.

3. A report giving the results of research or developmenta investigations or other technical studies.
Technica reports are usualy concerned with only one specific subject or afew related subjects and
provide information of more than trangent interest.

For cataoging purposes, GPO considers al documents that quaify to be technica reports based on one or
more of these definitions to be technicd reports. In addition, GPO considers al documents to be technical
reports that:

1. Belong to atechnica report series or to a seriesthat primarily includes technica reports.

2. Contain atechnica report documentation page, bibliographic data sheet, research report page, or
other smilar page.

MONOGRAPH OR SERIAL: Technicd reportsthat qudify to be serias based on the definition for
seridsin the AACR2 Glossary are cataloged following the specid ingtructions for serid catdoging listed in
GPO-CG: Seids.

SOURCES OF INFORMATION:

1. Thesources of information used to catalog technica reports are generaly the same as those used to

catalog other documents that belong to the same class of materid (e.g., printed books, pamphlets,
electronic resources, microfiche, onlinefiles, etc.).
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2.

3.

Technica report documentation pages that normally appear in printed technica reports and microfiche
reproductions of printed reports are treated as preliminariesin U.S. documents if they appear in front
of thetitle page. See LCRI, Appendix D: Glossary.

Technical report documentation gppearing in other classes of materid may be used as a source of
information for cataloging purposes if provided for in the chapter for that class of materid.

Standard Technica Report Numbers are normally transcribed from technical report documentation
pages and recorded in variable field 027 in both abridged-level and full-level records.

NEW TECHNICAL REPORT RECORDS:. GPO abridged-level catdoging sandards are normdly
followed by GPO when creating new technical report records. Exceptions are listed in GPO-CG:
Abridged Catdoging.

1.

New records for technica reports issued in atangible form are usualy created by GPO following the
ingruction in GPO-CG: Abridged Cataloging.

New records for technical reports that are online files are crested following the instruction in GPO-CG:
Electronic Resources.

ADAPTING EXISTING RECORDS: The genera GPO ingructions and policiesin GPO-CG:
Adapting OCL C Database Records are followed when adapting existing records for technica reports.

1

Minimum-Level Records: If there is an existing minimum-level OCL C record that can be adapted
or cloned to catalog a newly received technica report, the existing record is either adapted or cloned
by GPO following:

A. GPO-CG: Abridged Cataloging, if a printed document or microfiche document is to be cata oged.

B. GPO-CG: Electronic Resources, if an onlinefileisto be cata oged.

Full-Level Records:

A. Adapted Records: If thereisan existing full-level OCL C record that can be adapted to catdog a
technical report, it is adapted following the specid ingtructions below in addition to the generd
ingtruction in GPO-CG: Adapting OCLC Data Base Records.

B. Cloned Records: If thereis an existing full-level record for atechnica report in one format,
usually paper, that can be cloned to create a new record for the same technica report in the format

in hand, usudly microfiche, anew full-level record is crested. If the existing record is coded full-
level but does not meet full-level sandards, the new record is coded K-levd.
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SPECIAL TECHNICAL REPORT CATALOGING INSTRUCTIONS: Theingtructions below are
applied when creating new full-level records for technica reports and when adapting existing full-level and
minimum-level records.

1. Fixed Field Coding:

A. Cont Fixed Field: All records for technica reports cataloged following full-level gandards must
have the code “t” for technicd report in the Cont fixed field. GPO inputs the code “t” in the Cont
fixed fidd of dl new and exigting full-level technica report recordsiit creates or adapts, if it is not
dready included. GPO retainsthe code “t” in al technica report records (full-levd and minimum:-
leve) it adapts. 1t does NOT input the code “t” in existing minimum-leve records, if not aready
included. Examples:

Cont: t (Usadindl full-leve records and in existing OCLC minimum+-levd records, if “t” is
aready present.)

Cont:  (Blank, in new gbridged-level records)

B. DtSt Fixed Fied: Some OCLC records for technical reports have the code “ €’ for detailed date
inthe DtSt fixed fidld. The code €’ isretained in exising OCLC records (full and minimum
levd), if correctly used. GPO does NOT input the code “€’ inthe DtSt: fixed fidd of new
records. Example:

DtSt: e (All exigting records)
2. VariableFidds:

A. Required Variable Fidds: Specid fieldsarerequired in full-level cataoging records for technica
reports. The specia fields for GPO technical report full-level cataoging records are:

027 Standard technical report number (Also required in GPO abridged-level records.)

513 Type of report and period covered note
Subfield “a’ -- Type of report
Subfield “b” -- Period covered

536 Funding Information Note (Required when information available)
Subfidd“d’ -- Text of note

Subfied “b” -- Contract number

Subfidd“c” -- Grant number

Subfidd “d” -- Project, task, work unit (funding) number
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If any of the information gppropriate for one of the technical report fidds is dready being used
elsawherein therecord (title, series, imprint, etc.) it is not repeated in any of the specia technica
report fields.

i. 027 Fidd: Standard technica report numbers (STRNS) are recorded in the 027 field in both
full-level and GPO abridged-level records. For details, see GPO-CG: Abridged Cataloging,
and Report Numbers.

ii. 513 Fidd: If atechnicd report is cataoged as afull-level document, a513 field isincluded to
identify the type of report and period covered. Information for thisfield may be taken from
one of the prescribed sources for areas 1 and 2 or from the report documentation page,
bibliographic data sheet, etc.

Subfield “a” Type of report, is used when the wording on the document indicates what kind of
report itis. Examples

Quarterly progress report Find report
Contractor report Research report
Technical report

Any wording on the technica report documentation page, in the space marked "Type of
report”, should be transcribed in the 513 fidld, unless it repeats information given esewherein
the cataloging record, for instance, in the series note or in thetitle.

If different but smilar wording appears on other sources, prefer the form of information on the
documentetion page. Examples.

Documentation page: Technica
Title page: Technical report
513fidd: Technicd

Subfield “b,” Period covered, is used for the inclusive dates of coverage of thereport. This
information is normaly given on the documentation page in the area labeled "Period covered.”

Examples
Documentation page: Oct 80 - July 1983
513fied: Oct 80— July 1983

Punctuation and spacing, but not necessarily capitalization, should be transcribed as on the
document.

iii. 536 Field: If atechnical report is cataloged Full-Level, a Funding information note isincluded

infied 536, to identify financia sponsorship, aswell as contract, grant, project, task, and work
unit or other funding numbers.
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No indicators are defined for the 536 fidd. These subfidds are;

Subfidd “a’ -- Text of note

Subfidd “b” -- Contract number

Subfidd “c” -- Grant number

Subfidd “d” -- Project, task, work unit (funding) number.

Subfield “a’ is used to record the corporate body financing the work. This body will typically
be named in a"Sponsored by ..." or "Prepared for ..." statement on a prescribed source, or it
will appear in the space labeled " Sponsoring agency name and address' on the technical report
documentation page. Either the complete unabbreviated statement from the title page, or only
the name itsdlf from the documentation page, may be used.

Added entries for sponsors are not made when another government body is the publisher,
except for sponsors of conferences. See LCRI 21.30E. The 536 subfield “a’ is omitted in
full-level records when the sponsoring body is named in the 260 field.

"Sponsored by ...", "Prepared for ..." and smilar satements will not be recorded in thetitle and
gtatement of responsibility areafor technica reports, except when they are inextricably
combined with "Prepared by ..." statements. Examples:

Document: Prepared for Y.
536: Prepared for Y.

Document: Prepared by X, prepared for Y.
245: >c prepared by X.

536: Prepared for Y.

Document: Prepared by X for Y.

245: >c prepared by X.

536 Y.

Document: Prepared for Y by X.
245:; >c prepared for Y by X.

Subfidds“b,” “c,” and “d” will gppear in the Monthly Catalog contract number index. The
preferred source for these numbers is the documentation page.

The 536 fidd should be formatted as follows:.

Sponsored by U.S. Nuclear Regulatory Commission, Office of Nuclear Regulatory Research.
>b A 2223. >d DOE 40-550-75.
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OR

536 U.S. Nuclear Regulatory Commission, Office of Nuclear Regulatory Research. >b A
2223. $d DOE 40-550-75.

B. Other MARC21 variablefields and subfields: Optiond varigble fidds and subfields that
appear in existing technical report records adapted by GPO are retained in OCLC database
records, if correctly used.

. IXX, 6XX, 7XX fields
a. Subfidd“4” (Relator code)
b. Subfidd “u” (Author affiliation)
ii. 504 fidd, subfield “b” (number of references)
iii. 580 fidd (Linking Entry Complexity Note)
iv. 653 fidd (Index Term-Uncontrolled)

v. 76X-78X fidds (Linking Entries)

SEE ALSO: Abridged Cataoging; Adapting OCLC Data Base Records, Contractors and Contract
Numbers; Corporate Bodies Access Points; Creating New OCL C Database Records; Statements of

Responghility.
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Name of
Guiddine

Title Page
Title Page Verso

Generd Table of
Contents

List of Standards

Abridged Catdoging

GPO Cataloging Guidelines

List of Changes as of 03/25/2002

Changes Made

Added date of |ast change

Added information on plan for updating the 4th
ed.

Changed name of guiddine on computer filesto
electronic resources

Added three additiond standardsto li,
updated URL s to online versons of severd
standards, and del eted one standard.

Added ingtructions regarding sources to consult
when transcribing bibliographic data into
cataloging records for microfiche reproductions.

Modified 007 field instructions.

Added additiond ingructions on identifying
persond authors (100 field).

Added example to title and area of responsibility
indructions (245 field).

Added reference to LCRI 21.30J to instructions
on title added entries (246 fidds).

Added additiona ingtructions on recording
“Publication, Digribution, Etc., Ared’
information (260 field).

Added ingruction on recording information in
the “Physical Description Area’ (300 field).

182

Pege
Numbers

10

10

2001



Abridged Cataloging ~ Added additional instructions on recording series 10
(cont.) statements (490 field).

Added additional ingtructions on recording
notes. (500 field).

11

Added ingtructions on recording information in 1
“Reproduction Notes” (533 field).

Added ingructions on including added entries 12
for National Aeronautics and Space

Adminigtration or for Educational Resources and

Information Center in documents where

appropriate (710 field)

Adapting OCLC Data Added additiond instructions on adapting 23
Base Records records with 055, 060, 070, and 071 fields.

Authority Records Added additional sourcesto list of sources 28
consulted.

Added additionsto list of authority record 34
liaison’s respongbilities.

Electronic resources ~ Changed name of Guideline from Computer Files 60
to Electronic Resources. Replaced former
definition with new definition.

Added new ingtruction requiring catalogers to
make separate records for tangible and online
versions have different contents.

62-63

Changed instructions on cataloging online
documents appearing in more than one eectronic 64-65
format, e.g. PDF, HTML, etc.

Deeted requirement to add PDF only to 66

additiona form available note (530 field) or to
the mode of access note (538 fidd).
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Electronic resources Added SuDaocs Class examples (086 & 099 66-67
(cont.) fidds).

Deleted (PDF only) information from 530 field 66
example.
Revisad indtructions on distribution notes on 67

records for tangible documents

Revised ingructions on including and retaining 71-72
006 and 007 fidds in dectronic resource

records.

Added additiond ingtructions to the “260 Fidd: 72

Publication, Digtribution, Etc., Ared’ ingructions
indicating that digtribution and saes satements
that pertain to tangible versons

Corrected example following the “538 Fed: 73
System Requirements’ note indructions and
added an additional example (538 field).

Added new “500 Field: Paper Verson
Available for SAe&’ note indructions. 3

Changed ingructions to indicate that “500 Field:

Not Distributed Notes’ are no longer added to 74
GPO records.
Item Numbers Added ingtructions on recording items when 76-77

publication is didributed in a different format
than documents belonging to the same
documents are normaly distributed.

Replaced the word DVD with the word DV D- 77
ROM.
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Linking Fidds

Microfiche

Multiparts

Notes

Publication,

Didtribution, Etc.,
Area

GPO Cataloging Guidelines

Minor revison to explanation of function and
purpose of linking field coding.

Added ingructions on inclusions of digtribution
notesin records for online versons and changing
firgt indicator in 776 fiedd when distribution note
added.

Added additional details on transcribing
bibliographic datain records for microfiche
reproductions.

Added additiond detailed ingtructions on
crestion or use existing collective records to
describe multiparts that are distributed or made
available in more than one format: paper,
microfiche, CD-ROM, DVD-ROM, or online.

Added source of title proper instructions (500
fied).

Added ingtructions for notes added to records
when an ERIC microfiche versons has been
distributed to depositories after another version
has been distributed and cataloged (500 field).

Added additiond ingructions on bibliographic
references notes (504 field)

Added example of date transcribed (260
subfield “c”) from the edition statements as per
ingructionsin AACR2 1.4F 1 and example of
publication date derived from the most recent of
two dates gppearing in a publication that are not
publication dates.

Revised explanatory information regarding
publication date examples.

185

81

85-86

92

99-100

107

108

110

129

130

2001



Sdes Information

Subject Headings

Subject Headings
(cont.)

GPO Cataloging Guidelines

Added example to ingtructions on recording
ISSNsin series statements in the 440 and 490
fidds.

Removed unneeded commafrom U.S. G.P.O.,
Supt. of Docs [Congressiond Sales Office]
example.

Added additiond background information on
subject headings and their establishment.

Added additiona information on source to
consult when establishing subject headings.

Added ingructions on verifying existing subject
headings and adding subject headingsto existing
records and cloned records.

Revised and expanded ingtructions on treatment
of subject headings appearing in existing and
cloned records that are not Library of Congress
Subject Headings.

Added additiond details on establishment
Library of Congress Subject Headings.

186

135

138

164

165

166

168

169-170
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ABRIDGED CATALOGING GUIDELINE REVISION
BACKGROUND

AACR?2 1.0D provides for different levels of bibliographic description. Most library
cataloging is done at the second level, commonly called full-level. First-level and
modified first-level, commonly called minimum-level, is employed by libraries to
improve cataloging efficiency. GPO’s rules for abridged cataloging, producing modified
first-level AACR?2 records, are used to speed up cataloging and to avoid indefinite
cataloging delays.

GPO abridged cataloging records are simpler and take much less time to create than their
full-level counterparts for three reasons: 1) authority work is reduced; 2) fewer name and
subject added entries are provided; and 3) some descriptive cataloging elements are not
provided or are less complete.

APPLICATION

GPO abridged cataloging rules are used to catalog integrating resources, certain
categories of monographs, and to enhance existing minimum-level integrating resource
and monograph records already on the OCLC database. They are not used to catalog
serials. The AACR2 Glossary defines integrating resources as a bibliographic resource
that is added to or changed by means of updates that do no remain discrete and are
integrated into the whole. Integrating resources can be finite or continuing. Examples of
integrating resources include updating loose-leafs and Web sites. The AACR2 Glossary
defines a monograph as: A non-serial item (i.e., an item either complete in one part or
complete, or intended to be complete in a finite number of parts). The following
categories of publications are cataloged by GPO following its abridged rules.

1. Technical reports
Technical reports usually contain a technical report or documentation page. For
further information on identifying technical reports, see GTPO-CG: Technical
Reports.



14.

15

17.
18.

Department of Defense technical manuals and bulletins
Electronic publications with physical carriers (CDs and DVDs)
EPA summaries

EPIC documents

Fatalgrams

Flood insurance studies

Integrating resources (Looseleaf and Electronic)

Juvenile activity and coloring books

. NASA documents, including NASA patents

. Electronic publications, using online files

. Open file reports, U.S. Geological Survey

. Documents consisting of a single sheet measuring 8.5 x 11 or 8.5 x 14 and smaller

(May be printed on one side or both sides, but is cataloged full-level if folded to
create imposed pages)
Documents selected by fewer than one hundred libraries

. Documents that are NOT distributed to depositories
16.

Guides, travel brochures, and similar documents for U.S., state, and local
government aquariums, arboretums, forests, historical sites, libraries, museums,
parks, preserves, recreational areas, seashores, etc. (Both Electronic and Tangible
versions only)

Posters

Subject bibliographies

Exceptions: The following kinds of document are cataloged full-level if monographs or
access-level if serials.

Nk W=

9

10.
1.

Congressional documents

Government Accountability Office documents

GPO sales documents

Maps

Microfiche documents for which full-level microfiche reproduction records
already exist or may be easily cloned from existing full-level records for the paper
version. (Catalogers need to use judgment in applying this instruction. See
instructions for new records below.)

Documents for which a full-level, access-level, or core-level record already exists
Documents made up of more than one item without part numbers that are
contained in cases, envelopes, folders, portfolios

Documents with existing records coded K-level or minimum-level that meet or
almost meet the full-level standard. (These records are re-coded either ELvlI:
blank, if BIBCO standards are met, or ELvI: I, if regular OCLC standards are
met.)

Serials

Single sheet documents with complex layouts or folded with imposed pages
Treaties



NEW RECORDS:
New Original Records

New abridged records created by GPO are encoded K-level, which is OCLC’s code for
records that are less than full-level. If a cataloger inadvertently includes a field in a new
abridged record that is NOT required by abridged standards, but is allowed or required by
full-level standards, it is retained.

New Records Created by Cloning Existing Records

The words cloned and cloned record, as used by GPO, means creating a new record from
an existing record for the same document in a different format. GPO usually uses cloning
to create records for reproduction microfiche from records for the printed versions.

When creating a new record by cloning an existing record in a different format,
catalogers do NOT delete information included in the existing record (either full-level,
access-level, or abridged) just because it is not required by access-level or abridged
record standards. GPO retains this information if provided for/allowed by AACR2, the
LCRIs, and other accepted standards. Data that is incorrect, or is not allowed by accepted
cataloging standards, is removed.

Catalogers use judgment to determine whether cloning a full-level record or creating a
new access-level or abridged record would require the least time and effort, and choose
the least labor-intensive method. New records created by cloning an existing full-level
record are coded either blank level or I-level rather than K-level if either BIBCO
standards or general OCLC, i.e., I-level, standards are met with only a few additions or
changes. New records created by cloning a core-level record are coded core-level if core-
level standards are met. Otherwise, they are coded K-level.

EXISTING RECORDS
If a full-level OCLC database record is found, it is adapted following full-level standards.

OCLC rules do not allow GPO or other OCLC members to replace existing full-level
cataloging records with less complete records, e.g., GPO abridged records, or change the
encoding level to a lower level. Records coded blank, 1, or 7 may not be changed to
OCLC K-level. Nor may information be removed from existing K-level records to meet
GPO abridged-level standards for new records. Only information that AACR2 does not
allow to be included in its highest-level records may be removed.

If a core-level record is found on the OCLC database, it is adapted following core-level
standards. If GPO finds an existing K-level record or an LC minimum-level record on
OCLC, GPO enhances the record to include all the elements required to bring it into
compliance with these guidelines. Optional descriptive fields and note fields already in



existing records are retained, if correctly used, even though GPO would not include them
in its original K-level records. Fields that are incorrectly used are deleted or corrected.

All other errors are corrected.

GPO ABRIDGED STANDARDS

The following list prescribes GPO cataloging practice for various parts of new abridged
cataloging records. It is not all-inclusive; only the most commonly used fields are
specifically addressed. In deciding whether to include other fields or information in the
records, catalogers should consider that the guiding principle of abridged cataloging is

brevity.

Sources of Information

The standards normally followed are those in AACR2 and the LCRIs. Bibliographic data
appearing in the 245, 250, and 260 fields must be from the document being cataloged
unless supplied in brackets by the cataloger. The sources used to catalog reproduction
microfiche are those in the paper originals, not the eye-readable header or frames added
during the manufacturing process. An exception is made for ERIC microfiche that
contain title pages added during the manufacturing process that were not part of the paper
originals. If these appear in an ERIC microfiche, GPO usually accepts them as the chief
source. Further instructions on transcribing bibliographic data in records for microfiche

are included in GPO-CG: Microfiche.

Fixed Field Requirements

The encoding level (ELvl) must be coded K. Optional fields are NOT used: Audn, Biog,
Cont, LitF, Ills, and Indx. These are also not included in abridged-level integrating
records GPO creates.

Variable Fields:

Tag Field Name Status | GPO Practice

006 Additional material | R Add to original records for electronic resources; retain in
characters all existing and cloned records, if used as required.

007 Physical description | R OCLC does not provide for the inclusion of 007 fields in
fixed field abridged-level records for paper versions of documents

that are text “Type: a.” GPO does not include 007 fields in
abridged-level records for electronic resources coded
“Type: a” or “m.” However, GPO does include 007 fields
in abridged-level records coded “Type g,” “Type: I’ and
“Type: j.” GPO also includes 007 fields in abridged
records coded “Type: a” for original microform (COM)
and reproduction microfiche regardless of the original




format. GPO retains 007 fields in all existing records,
including adapted or cloned records, if used as required per
MARC21.

010

LC control no.

Include when available.

020

ISBN

Use subfields “a,” “c,” & “z” as needed.

027

Standard technical
report no. (STRN)

Include when included on the technical report page even if
found elsewhere in a document.

037

Stock number

ol o=~

Use subfields “a,” “b,” “c,” & “f,” if needed. ERIC and
NASA identification numbers are recorded in subfield “a”
of this field.

043

Geographic area
code

®)

Omit from original records; retain in existing & cloned
records.

052

Geographic
classification code

Omit from original records; retain in existing & cloned
records.

074

GPO item number

GPO considers mandatory for documents with item
numbers assigned to them.

086

SuDocs class

GPO considers mandatory for documents with SuDocs
classes assigned to them. Incorrectly assigned SuDocs
class numbers, including those appearing on microfiche
headers, are recorded in subfield “z.”

088

Report number

Omit from original records; retain in existing & cloned
records if used in accordance with GPO-CGs for full-level;
record STRNSs in 027 field even if also found outside
technical report page.

100
110
111

Main entry

Use as required by AACR2; confirm all headings in the
NACO authority file. Personal names that are NOT
already established are recorded in AACR2 format without
a name authority record being established. Corporate body
and conference headings that are not already in the
authority file must be established. Only persons
responsible for authoring a document may be included in
the 100 field of AACR2 records. The names of persons as
principle investigators may be recorded in the 100 field of
AACR2 records if it is clear they are the authors of a
document. Program directors are not recorded in the 100
field unless there is definite proof that they are the primary
authors of a document.

130

Uniform title main
entry

Omit from original records. Retain if appropriately used in
adapted records.

240

Uniform title

Omit from original records. Retain if appropriately used in
adapted records.

245

Title statement and
responsibility area

Use subfields “a,” “b, “c,” “h,” “n,” & “p” as needed.

GPO records the phrases such as final report, preliminary
report, and similar phrases as other title information unless
they are grammatically linked with the rest of the title, e.g.,
Final report of the ... Prepared for statements are not




added or recorded in new and existing records, but are
retained in existing records.

246 Varying form of Use to record corrected titles, cover titles, added title page
title titles, and other titles given such prominence by

typography or by other means that it is reasonable to
assume that the publication is known by it or that some
persons might think that it is the main title. GPO does
NOT add title added entries for to its original abridged
records permutations related to titles proper as provided for
in LCR 21.30J.

250 Edition statement Use only subfield “a” in original records. Supply edition
statement for ERIC and NASA to distinguish their versions
of document from other versions, e.g., 250 [ERIC ed.] or
250 [NASA ed.]

255 Mathematical data For atlases only.

area
260 Publication, Use subfields “a,” “b,” “c” & “g” in original records.
distribution, etc., 1. Supply the place of publication without a question
area mark, e.g., [Washington, D.C.] if not included in
the document.

2. Record only the first publisher if it is a Federal
agency.

3. Record the first non-Federal publisher followed by
the first Federal publisher if the non-Federal
publisher appears first.

4. Record the ERIC clearinghouse involved as the 1*
or 2™ publisher.

5. Limit the number of publishers recorded in new
records to two.

Retain all 260 subfields in existing records if properly

included.

1. If the number of publishers are properly record in
an existing record is 3 or less, retain all.

2. If more than 3 publishers are recorded in an
existing record, retain only the first unless the first
is not a Federal body and one or more of the other
bodies are Federal bodies.

3. If'the Federal body issuing a Federal document is
not named in it, supply the Federal publisher, based
on the SuDocs class as follows: a) in brackets in
the 260 subfield “b” if one or two publishers are
already properly included; b) in a 500 note if three
non-Federal bodies are properly recorded in the 260
field; or c) in the 533 field “c” of a reproduction
microfiche.

300 Physical description Use only subfields “a” & “e” in original records; record




pagination in new records as 300 vi, 36 p. or

300 1 sheet, 300 1 folded sheet where appropriate.
Retain explicit pagination in subfield “a” and subfields
“b,” “c,” and “e” in existing & cloned records.

Use the pagination as given if an electronic document is a
PDF document and the pages are numbered in the
publication, viz, 300 vi, 36 p. : #b digital, PDF file. Use
the PDF page count if pages are not number, viz, 300 42
p. #b digital, PDF file. Use 300 #a 1 electronic text : #b
HTML file if a document is an HTML document.

440 Series statement, Use only to record established series that are traced the
title (traced) same.

490 Series statement, Record established series traced differently and use 490 1
not traced or traced and 830. Series authority work is not required for K-level
differently records. If series is not established, record in 490 0,

untraced. Also record variant forms of a series that are not
included in its authority record in 490 0, untraced. Series
that have changed their titles and have not been
reestablished and series with uniform titles that are no
longer appropriate per LCRI 25.5B are not considered
established. See also GPO-CG, Authority Records, SA.

5XX | Notes Nearly all notes are optional for level K. Omit most notes
In original records, including description based on notes in
records for multiparts, except for:

1. Notes relative to depository distribution status, such
as shipping list numbers and distribution notes.

2. Notes indicating the edition that is being
“superseded” or “reprinted.” Usually included in
records for Dept. of Defense technical manuals.

3. Notes containing information needed for
identification (e.g., “Community numbers” on flood
insurance studies, “supersedes” and “reprint notes”
on Dept. of Defense technical manuals).

4. Retain notes on existing records if used correctly;
add notes relative to depository distribution and
those needed for identification if lacking. Retain in
existing & cloned records.

5. Notes regarding online access and, if needed,
system requirements.

6. Notes containing the title and issue designation of
individual serial issues and articles that have been
reissued as separate documents, e.g., “Journal of
Education, Vol. 25, No. 4.”

7. Dates of issuance, e.g. “July 4, 2007.”

505 Contents note GPO includes in collective records for multiparts if




required.

506 Restrictions on GPO includes in all records if required
access
513 Type of report and Omit on new records; retain in existing records if correctly
period covered used.
530 Other formats Use to record information regarding versions available,
available including online versions per instructions in GPO-CG:
Linking Fields.
533 Photo-reproduction Use for items not originally published as microforms, i.e.,
note microfiche reproductions. Includes publishing and
distribution information on microfiche (533 subfields “b,”
“c,” & “d”), physical description (533 subfield “e”), series
statement for MF reproduction (533 subfield “f’), MF
reproduction notes (533 subfield “n”), & serial designation
(533 subfield “m”). Include the number of microfiche
preceding the word “microfiche” in the 533 subfield “e” if
known. Do not include the word “negative” following the
word “microfiche” in new records, but retain it in existing
records if appropriately used.
536 Funding Omit on new records; retain in existing records if used
information note correctly.
538 System details Use only in electronic resource records to record system
Mode of access requirements for electronic documents and access
information for online files.
539 Fixed-length date Omit from original & cloned records; retain in existing
elements of records if correctly used.
reproductions
650 Subject added Original records: Add at least one Library of Congress
entries Subject Heading added entry except to records for NASA
documents. (New LCSH authorities are NOT established
for abridged (K-level) records.)
Existing records & cloned records, including NASA
records: Retain and correct, if necessary, all LCSH added
entries if established & appropriate.
Add NASA thesaurus terms from NASA CASI records to
new and existing NASA records instead of LCSH added
entries.
700 Added entries All headings should be confirmed in the authority file.
710 1. Personal names may be used in AACR2 format
711 without NACO work.

2. Corporate or conference headings not in file must
be established to be included.

3. Non-Federal bodies appearing in the Publication,
distribution, etc. area are NOT traced in new
records.

4. Non-Federal bodies are NOT traced in “cloned”




and existing records if not previously established.

5. Always make an added entry for the issuing Federal
agency unless used as the main entry.

6. Include an added entry for the National Aeronautics
and Space Administration in records for its
publications if none of its lower bodies is traced.

7. Include an added entry for the Educational
Resources and Information Center in records for its
publications if none of its clearinghouses or other
subordinate bodies are traced.

8. Corporate bodies appearing in “prepared for”
statements are NOT traced in new records and
existing records if not previously established.

730 Added entry, Omit from original records; retain in existing & cloned
uniform title records if used correctly

740 Added entry, Use as required by MARC21 instructions & instructions
uncontrolled for “single record” online files.
materials, analytical
title

810 Series added entry- Use to record form of an established series entered under
corp. name corporate body.

830 Series added entry- Use to record form of an established series entered under
uniform title uniform title.

856 Electronic location Use subfield “u” to record GPO PURL; use subfield “3” to

and access

(Y1)

record material specific information and subfield “z” to
record other title information.

Key to status codes:
available;

O = Optional

M = Mandatory;

R = Required if applicable or readily

SEE ALSO: Cataloging Priorities; Electronic Resources; Creating New OCLC Database
Records; Technical Reports.
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GPO Cataloging Practice A

Update to the GPO Cataloging Guidelines, Linking Guidelines
March 2008

BACKGROUND: The Cataloging Guidelines have a section titled “Linking Fields”
which provides instruction for using linking entry fields (fields 765 through 787). The
instruction mainly refers to the linking of maps and monographs records, and does
not provide much guidance on the instruction of the use of linking fields between
serials records for paper, microfiche (MF) and electronic resources. When linking
related serials publications, GPO will follow CONSER cataloging instructions since
GPO is a CONSER member library. Since some confusion exists about the proper
linking of these records, however, more specific instructions are provided in this
memo guide. Instructions provided in this memo supersede the 2002 edition of the
Cataloging Guidelines wherever serials are mentioned. It should be noted that linking
note fields (530 and 580) are optional MARC 21 fields, which may be used in
conjunction with linking entry fields in specific cases. Please note that this policy is
designed to supplement the GPO Cataloging Guidelines’ section entitled “Linking
Fields.”

INSTRUCTIONS: Serial catalogers should consult the CEG and the CMM, but should
also follow this GPO instruction on use of linking fields which clarifies the CEG/CCM
instructions.

BASIC PROCEDURES: When cataloging the versions of a serial title, the cataloger
must link all existing formats using an additional physical formats note (776
field).

Examples:

The online version of a title:

sys000515011 Transportation statistics annual report *h [electronic
resource].

has link:

7761 ¥t Transportation statistics annual report ¥w (DLC) 94643035 #w
(OCoLC)30428348

Likewise, the paper version:
sys000416773 Transportation statistics annual report.



Has links:

7761 #c Microfiche #d Supt. of Docs., U.S. G.P.O. ¥w (DLC)sn 95027455 Fw
(OCoLC)30754292

7761 #t Transportation statistics annual report (Online) ¥w (DLC) 2003230356 fw
(OCoLC)42914340

The microfiche version:

sys000420441 Transportation statistics annual report ¥h [microform].

Has link:

7761 *c Original ¥w (DLC) 94643035 #w (OCoLC)30428348

Please note that both the online and the microfiche link to the paper, because the
paper is the original document and the online and microfiche formats are versions of
the original. The paper format has links to both as it is the source of both formats.

Unless the online actually succeeds the paper version, i.e. the paper dies and the
online format continues the publication, or the microfiche continues the paper
publication, preceding entry (780 field) / succeeding entry (785 field) should not be
used. In the event that the complexity of the relationship between the preceding and
succeeding titles needs to be explained, a 580 note should be added. (see your
supervisor and CONSER guidelines for further details). The use of 580 notes varies
depending on the type of situation, but the most common type of note seen in this
particular situation would be,

580 Continues the print version of the same title.

If the microfiche format ran concurrently with the paper and then ceases (“dies”),
then the microfiche record must be closed (“killed™), but the 776 field note must be
retained. If GPO stops distributing a particular format but that format is still being
published by the publishing agency, then the cataloger must add a 500 field note,
“No longer distributed as part of the depository library program” to the record. The
record must remain live if the publication does.

Special Instructions

If the cataloger is only working on one format version, it is the cataloger’s
responsibility to check the other cataloging records for the other formats (if those
formats, and records, exist) and make the appropriate linking fields to the additional
physical formats.

If GPO never distributed the paper format of an item, but the paper record exists in
OCLC, the serials cataloger has a responsibility to link GPO’s microfiche record to the
paper record. A 530 note should be added to the paper,



530 Also available in microfiche.
And to the microfiche,
530 Also issued in paper.
and the 776 note should be added to both records as described above.

Comments

If you have any questions concerning this policy or its application, please direct your
comments to: Jennifer Davis, Manager, Bibliographic Control Section, Office of
Bibliographic Services, jkdavis@gpo.gov.

Effective: March 24, 2008

Issued by: Jennifer Davis, Manager, Bibliographic Control Section
Issue Date: March 24, 2008
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