Cataloging Cheat Sheets

This document is intended to be used as a Quick and Dirty Reference.  The following tips are basically the things that I always seem to want to check when I'm cataloging.  OR...they are mistakes commonly seen in the database.  Either way, I hope you find these helpful, and I encourage you all to create your own "bible" of cataloging references.

Helpful Web Sites

http://authorities.loc.gov/

Search the Library of Congress for authority records

http://www.loc.gov/marc/bibliographic/ecbdhome.html
Marc standards

http://www.oclc.org/bibformats/en/default.shtm

More standards

http://www.itcompany.com/inforetriever/form_subdivisions_list.htm
Subdivisions

ISBNs and Book Club editions

This is our new addition to the cataloging policy:

"Each monograph bibliographic record should contain only one ISBN number.  Records with multiple ISBNs should only be allowed under the following circumstances:

· One is a 13-digit and one is a 10-digit ISBN.

· The 260 tag and the 300 tag information are identical.

Book club editions and regular editions that have the same ISBN but slightly different sizes (1-2 cm) and number of pages (within 20 pgs.) may be attached to the same bibliographic record.

Hardcover and paperback editions may only be on the same bibliographic record IF their 260 tags and 300 tags contain identical information."

ISBNs
13-digit ISBNs should be in the 020 tag above the 10-digit ISBNs

Book Club editions
May add to a regular edition bib IF the ISBN is the same, the size is within 1-2 cm., and with less than 20 pages difference.  **Add a 500 note:  "Book club edition."

West Virginia authors
You may indicate works by West Virginia authors as:  691_ _ West Virginia|xAuthors.

(The dashes mean NO indicators)

586 field: Awards  Newbery, Caldecott, Coretta Scott King, etc.
Please use for literary awards as follows:

Newbery Medal, xxxx

Newbery Honor Book, xxxx

Caldecott Medal, xxxx            and so on.

Newbery and Caldecott awards are given in the year after a work is copyrighted.  But if you want to verify the year of an award, check ALA's web site.  It has a comprehensive list. (www.ala.org)

Common GMDs (General Material Designator)

Title|h[text (large print)]

|h[sound recording]

|h[sound recording (CD)]

|h[videorecording]

|h[videorecording (DVD)]

**Do NOT use in the 246 field

Subject headings

Please check the Library of Congress authority for correct subject headings.

GSAFD headings are always the same as Library of Congress subject headings, so please refer to the guidelines. Also, please note: there is NO period after 'gsafd' (see below). Some common GSAFD's:

655 _7     Mystery fiction.|2gsafd


Love stories.|2gsafd

                Suspense fiction.|2gsafd


Legal stories.|2gsafd

                Christian fiction.|2gsafd


Western stories.|2gsafd

                Romantic suspense fiction.|2gsafd

War stories.|2gsafd



                Science fiction.|2gsafd

                Fantasy fiction.|2gsafd


Chapter book.|2mln  (Feel free to use this too).

                Horror fiction.|2gsafd

                Adventure fiction.|2gsafd

                Historical fiction.|2gsafd

Large print bib records

Large print bibs should have:

020
ISBN number:

0123456789 (lg. print)  OR

0123456789 (lg. print : hc : alk. paper) :|c$25.95.

245
Title with GMD:

Misery|h[text (large print)] /|cStephen King.

300
Physical description:

471 p. (large print) ;|c23 cm.

650
Subject heading:


Large type books.

Tags to delete

If you see the following tags in a bib record, you may delete them:

002
009
011
012
014
015
016
017
019
021
025
026

032
039
049
051
052
055
057
059
064
065
066
069

070
072
073
080
083
084
088
091
093
094
095
097


098
101
124
145
150
160
190
200
202
205
206
212


216
220
224
226
230
234
244
248
259
261
262
263

267
269
301
315
320
330
345
350
359
360
391
447

450
486
499
503
512
528
543
551
553
560
570
575


590
596
598
599
601
605
608
620
635
638
640
643

645
652
653
654
658
659
660
701
704
705
741
745

749
750
837
871

NOTE:  Leave 050 and 082 tags in the field.  Leave 090 and 092 if there is no 050 or 082 tag.

              Do not delete 222; this is necessary in order to search serials by Journal Title instead

              of just Title.

Dates in the 260 tag (Note the number of c's)

If you only have a copyright date ~ |cc2007.

If you have a date on the title page that is the same as the copyright date ~ |c2007.

If the date on the title page is different than the copyright date ~ |c2007, c2005.

If you have an edition/publication date, use that ~ |c2007.

