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1.  Report a local series decision in a 690 field of a series authority record in IUCAT even if the decision conforms to that of the Library of Congress.  A 690 field should be added to already-existing series authority records or input into new ones.

2.  Use the MARC codes for the 644, 645, and 646 treatments.  Group them without intervening punctuation in one 690 field, e.g., 690   BB: fts

3.  Create one 690 field for all shared record agencies which have the same series treatment.  Libraries which do NOT share records are: B-Lilly, B-Law, B-ATM, RPS (Bloomington Residential Programs and Services), B-Kinsey, I-Medicine and I-Dentistry.

4.  Create separate 690 fields for those agencies which have their own cataloging records, and also create separate 690 fields for those locations which treat series differently.

5.  Keep a record of series treatment changes in successive 690 fields, making note of the issue or date when the change occurs.

6.  Make note in the 690 field if a particular series has been cleared for minimal level cataloging.

7.  A series decision does not need to be made for an unanalyzed series (i.e., a regular serial) unless local treatment differs from the Library of Congress’s, or unless another location already analyzes the title.

8.  Use the following punctuation and spacing conventions (see also examples):

a. Input a space between cataloging agency codes.

b. If a holding location code is needed within a cataloging agency, join it to the processing unit code with a comma, e.g., BB,docs.  Although these codes no longer exist in Unicorn, for lack of anything better, we will continue to use them on the series authority records.

c. Follow the last cataloging agency code with a colon and a space.  

d. Do not use any punctuation or spacing within the series treatment codes.

e. Precede a call number with a space, an equal sign, and a space.

f. Enclose information about a series treatment change in parentheses.

g. Precede the code for minimal level cataloging with a semicolon and a space.

