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NEW BIBLIOGRAPHIC RECORD

1. Avoid the creation of duplicate records.

2. Import cataloging copy that correctly corresponds to the item you are cataloging.  

3. Refer to OCLC’s Bibliographic Formats and Standards (BFS), [2nd ed.], Ch. 4.2 “When To Input A New Record” http://www.oclc.org/oclc/bib/4_2.htm for field-by-field guidance.

GENERAL GUIDELINES  



Please keep in mind that changes in other areas of a bibliographic record beyond those noted in these General Guidelines, as well as in OCLC’s field-by-field guidelines, might justify a new record.

1. CATALOGING RULES:  Differences resulting from changes in cataloging rules do not justify a new record.

2. RECORD FORMAT:  An OCLC record cataloged on an incorrect format does not justify a new record.  

3. DIFFERENT EDITIONS:  Differing editions of the same bibliographic entity require separate bibliographic records.

4. CIP CATALOGING:  Variations in fields 245, 260 subfield |c, 300, and 4XX do not justify a new record.

5. LOOSELEAF ITEMS:  A change in title or date appearing on the title page resulting from the publication being updated does not justify a new record.

6. MULTIPART ITEMS:  A change in title among parts of a multipart item does not justify a new record.

7. URLs:  Differing URLs (856/956) for the same bibliographic entity do not justify a new record.

IUCAT BIBLIOGRAPHIC RECORD

1. Follow OCLC’s BFS Ch. 4.2 to determine which bibliographic record matches your piece in hand.

2. Wherever BFS indicates that either the absence or presence of a field, subfield or element, nor a difference alone, does not justify a new record, catalogers may add a field, subfield or element in IUCAT.

3. If an obvious error is present in a bibliographic record, make the correction in IUCAT and report the correction to OCLC.

4. SERIES TREATMENT:  Please note that the absence or presence of 4XX fields does not justify a new record.

· Catalogers may not change a traced series to untraced.

· Catalogers may change an untraced series to traced.  Create, edit or import the authority file record and document your cataloging agency’s new or changed treatment according to IO Cataloging Congress policy “Guidelines for Local Series Decisions in IO” (January 16, 1990).

5. ACCOMPANYING MATERIAL:  If your bibliographic item differs with the absence or presence of accompanying material, note this in a 590 field.

· Precede the note with the code for the Unicorn library in which the item is located.

· EXCEPTION:  Add the location, using the exploded text from the WebCat, to the library code to distinguish between multiple copies at more than one location within a library.  A list of Unicorn Library codes is available at:  http://www.indiana.edu/~libtserv/staff/cat/catdoctools/internaldoc/unicornloc.html


A list of Unicorn Location codes, with each code followed by the full text as it is displayed in the WebCat, is available at:

http://www.indiana.edu/~sirsi/location/


· Consolidate library information in one 590 field whenever logical.

· Note location information in separate 590 fields.

Examples: 


At the Library level:

590 I-UNIVLIB:  Lacks cassette.

590 B-LIFESCI, B–SWAIN:  Lacks CD.

At the Location level:

         590  B–MAIN Government Publications:  Missing pp. 1-12.

590 B–MAIN Research Coll. Folklore Collection: Lacks CD.

590 B-MAIN Undergraduate Library: Lacks CD.
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