CATALOGING OF MICROFORMS AND PHOTOCOPIES

Prepared by:
Ly- Anne O Dwyer
El i zabet h Bi shai

23 Decenber 1991
revi sed March 1995

This document is provided as a record of past practice

in the Widener Library Cataloging Department.



CONTENTS

I ntroduction to M croform Catal ogi ng
l. Original nicroformpublications
A General considerations

B. Cat al ogi ng original m croforns

I1. Mcroreproductions

A Ceneral consi derations
1. AMC vs. Books format
2. Theses
3. HOLLIS

a. Full record

b. Provisional record
4. QOCLC

a. Non-comerci a

b. Comerci a

B. Cat al ogi ng mi croreproductions

I1l1. Procedures followed for all mcroforns
A Cal| nunbers and destination
B. For war di ng

I V. Catal ogi ng phot ocopi es

Appendi x A. Archi val and Manuscri pt Catal ogi ng
Appendi x B. M crof orm Sets and National Archiva

Appendi x C. Creati ng Hol di ngs Records

Col | ecti ons



CATALOGING OF MICROFORMS AND PHOTOCOPIES

I ntroduction to M croform Catal ogi ng

Cat al ogers deal with two types of mcroforms--original mcroform
publ i cations and m croreproductions.

Bef ore proceedi ng, a catal oger nakes the followi ng 3 determ nations:

1) Is the iteman ORIA NAL M CROFORM publ i cation? (See I.
bel ow)
oR
Is the itema M CROREPRODUCTI ON? (See Il bhel ow
2) Is it a mcroreproduction of a published itemor theses?
= Use Books For mat (See II. bel ow
Is it a mcroreproduction of an unpublished itenf
= Use AMC For mat (See Appendi x A)
3) Is there a FULL RECORD in HOLLI S of the original paper

copy or for a microformor photocopy of the sane edition?
If yes, post mcroreproduction or photoreproduction to it
and do not worry whet her produci ng agent is conmercial or
non- conmmer ci al (See I1.3.a bel ow)
OR

Is there only a PROVI SIONAL RECORD in HOLLIS for either
the original or an order record for the mcroforn®? Then
det er m ne whet her produci ng agent is comrercial or non-

comercial, so that you will know whether to make a NEW
record for OCLC or edit a record (if one is found) for the
ori gi nal paper copy (See I1.3.b and 11.4 bel ow)
I. ORIGINAL MICROFORM PUBLICATIONS
A General considerations

Original mcroformpublications were intended by the publishing agency
to be published on microform that is, there has not been an origina
printed and published form Frequently original mcroformpublications
consi st of lists, concordances, authority files, etc.

There are grey areas where it is hard to decide whether an itemis an
original publication or a reproduction. Wien in doubt, choose to
catal og as an original publication



B. Cat al ogi ng original mcroforns

Catal og |i ke a nonograph (score, etc.). In addition, supply in
245 |h [mcroform (the GQvD) after the title-proper

008 The Fixed Field is coded as for the original, except for
REPR a (microfilm; b (mcrofiche); r (photocopy)
807 <=007> the Physical Description Field
(See App. C=Hol di ngs Record)

1. MICROREPRODUCTIONS (Books and AMC formats)
A. Ceneral consi derations

M crof orm reproducti ons are copies of previously existing material in
printed or in manuscript form Their bibliographic description should
be based on the original, whereas the information pertaining to the
reproduction should be placed in a secondary position, i.e. the
Hol di ngs Record (see Appendi x Q).

1. AMC vs. Books fornat

Except for theses, previously unpublished itens such as individua
manuscripts, typescripts, archival collections, and even card catal ogs
are catal oged using the AMC format. This is true whether the catal oger
has m croreproductions or the itens thensel ves. (See Appendi x A for

gui del i nes to AMC cat al ogi ng) .

2. Theses

Theses constitute a | arge percentage of currently purchased

m croforns at Wdener. M croreproductions (and photoreproducti ons)
of theses are always catal oged usi ng Books Format. Specific features
of theses catal ogi ng are:

260 give ONLY |c date (date of issue--on t.p. or
i nferred)
300 usual ly counted in | eaves rather than pages; also,

unl ess adapting record for original which
contains |c size, ignore size

502 Thesis note, e.g.
Thesis (Ph. D.)--University of Pennsyl vania,
1984.
3. HOLLI S
a. Full record in HOLLIS
If there is a full or standard record in HOLLIS for the original, add
anot her LOC for the m croreproduction. Do NOT i nvoke tape-out
request for mcroformLOCs added to HOLLIS records for the paper
original . (When posting to a HOLLIS record, do not edit the Fixed

Field of the standard record, nor supply a hol dings record giving
details of the reproduction. Instead, add as a last itemin LOC of the
copy bei ng posted: |f Mcrofilm or | f Mcrofiche).



b. Provi sional record in HOLLIS

If there is only a provisional record in HOLLI'S, the reproduction
nmust be catal oged for OCLC.

4, OCLC

OCLC requires a separate record for conmercially produced m croformns.
That is, comrercially produced copies nay not be catal oged on the
record for the original paper copy. (OCLC practice is unlike HOLLIS
where all formats share a single record).

a. Non- commer ci al

Repr oducti ons nmade photo-nmechanically either in-house, e.g. by Harvard
Uni versity Library Photoreproducti on Service, or on request by one
agency for another, e.g. a mcrocopy was nade by the NYPL on request by
Harvard Col | ege Li brary, are considered non-comercial .

If there is an OCLC record for the original paper copy, it can be used
to catal og the non-comercial nicroreproduction. O, a new record nay
be created on HOLLI S using the Derive Command and nodi fying a record
for a variant edition. It is not necessary to tape-out records for such
non-commerci al |y produced reproductions of items for which we do not
hold the original or the Film Master.

b. Commer ci a

Repr oducti ons nade photo-nmechanically by a for-profit agent, e.g.
University Mcrofilnms, Chadwck Heal ey, Research Publications Inc.,

IDC, etc., are considered comercial. OCLC requires a separate record
for each comercially produced item e.g. the sane book m croreproduced
by 2 different comrercial agents would need 2 different records.
However, a record for a microfilmnay be adapted for a nicrofiche, and
vice versa, if produced by the same commercial agent. Records in OCLC
for photocopi es may not be used for conmmercial mcroreproductions even
if by the sanme agent.

B. Cat al ogi ng mi croreproductions

Catalog for the original item using Books Format, AMC, or other
formats as appropriate. In addition, give
245 |h [mcroforn] <GVD> after the title-proper
008 <Fi xed fiel d> supply: REPR: a <microfil np;
b <microfiche> & Hol di ngs Record:
807 <= 007 Physical description fixed field> See Appendix C
843 <= 533 Reproduction note> See Appendix C



(See Appendi x B for a description of special

m crof orm sets, including nationa

A
Most

M crof orm Di vi si on,
shelved in the Wdener

Dept .

mc or

Consecuti ve cal

Desti nati on,

cal

numbers,

nurmbers for

nm cr of orns passing through the Catal og Dept.
| ocated in Lanont Library,
Readi ng Room or

ar chi va

| abel |'i ng

PROCEDURES TO BE FOLLOWED FOR ALL MICROFORMS

handl i ng of
col l ections).

are destined for the

except for sonme itens

in the Collection Devel opnent
(Make sure that the value in the LOC is set correctly, i
piowid ).

.e. i

m croforms destined for the M croforns

Division are assigned fromledgers (presently |located in Room 191,

close LC to P. Lisbon's desk).

in Seria
sets (See Appendi x B)
physical itenms and/or format apply:

FilmA .Mcrofilm

FilmM
Filmw
FilmsS

M crofi che
W....

M crofi che

M crofi che
RR ...

M crofi che
Ref

6 reels or <
(printed & nss)

M crofilm
< 6 reels
(mss only)
Mcrofilm.......
< 6 reels
(printed only

+ t heses)
M crofilm
(Serials and
serial analytics)

M crofiche
any anount
(printed & nss.)

M crofiche
S ...
ser. anal)

M crofi che
for Readi ng
Room

M crofiche
Techn. Serv.
Dept .

M crofiches destined for the Wdener
Readi ng Room are assi gned nunbers from | edger "Fiche Shelflist”
Cat al ogi ng. Dot nunbers nmay be added to subarrange conpl ex
The foll owi ng groupi ngs based on nunber of

| ocat ed

049 LCC Printed index

call 1 9c: on separate

no. LCC 1 9c:

HWIM i mc INDEX FilmA ..

099

HWIM i mc INDEX FilmM ...

099

HATM [i mc I NDEX FilmW.

099

HWTM [i mc INDEX FilmsS ..

099

HATM |[i mc | NDEX M crofiche W
099

HAWTM [i nmic | NDEX M crofiche S .
(Serials & 099

HW\59 [i wid | NDEX M crofiche RR
099

HW\59 i wd | NDEX M crofiche for Ref
099



B. For war di ng

Wite call nunbers clearly with black pen on mcrofilmcontainer (on
first container when nore than 5) or on mcrofiche jacket (on first
jacket when nore than 1). Sone nicrofilns are received wthout |abels
af fixed to containers. Labels nmay have to be typed and sent together
with shipnment to Mcroforns Division. Author, short title and cal
nunber may al so be handwitten (clearly) on the side of containers in
case of a small shipnent. (No barcodes or itemrecords are presently
required for the Mcroforms Div.).

Attach a Forwarding Slip to each shipnent and place on Gov. Doc. shelf
in Room 191 for daily pick-up, or in Room 88 al ongsi de niddl e-
partition.

V. CATALOGING PHOTOCOPIES

Phot ocopi es are al nbst al ways reproductions. Subtle clues such as marks
of ownership or inages indicating a different original format or

bi ndi ng woul d confirmthat the photocopy is a reproduction. Sonetines,
however, photocopying is the nmethod used for producing an origina
publication. If you find a record in OCLC for an original publication
exactly matching the physical description of the piece in hand, you may
assune it is an original publication in a xerographed fornmat. Wen in
doubt, consider it a photoreproduction

Phot ocopi es are governed by the sanme criteria as m crof orns:

1) Phot ocopi es may be targeted or posted to the HOLLIS
record for the origina

2) OCLC record for the original may be used and adapted for
HOLLI S

3) If photocopy is produced by a comercial agent, OCLC nust
have a record with that agent in the 533 (or 260
according to earlier rules). Combn conmercia
agents are: UM, NTIS, ERIC

The only editing needed to distinguish a photocopy froman original is
in the

Fi xed Fi el d: REPR: r (not DAT TP: r)
Hol di ngs record: <no 807>
843 <= 533> Reproduction note
(see Appendix C).

When posting to a HOLLIS record, do not edit the FI XED FIELD of the
standard record, nor supply a holdings record giving details of the
reproduction. Instead, add as last itemin LOC of the copy being
post ed: | f Phot ocopy



Appendi x A

ARCHIVAL AND MANUSCRIPT CATALOGING

The Archival and Manuscript Catal oging (AMC) format is used for

catal ogi ng itens which were never published or for reproductions
(mcroform photocopy) of such itens. EXCEPTION. Theses and
reproductions of theses are not catal oged using AMC, the Books Format
is used for these in all cases.

The AMC format carries nmany nore fields than the Books Format. For
catal oging in Wdener Library, however, only the "nmandatory" and
"required"” fields are used on the record (See al so: Concise | nput
St andards / PRI SM Service, OCLC)

AMC and OCLC

Many |ibraries, including LC, do not use the AMC format. It is,
however, HCL policy to

1) use AMC for provisional and standard records
2) prefer and use a matching AMC record found in OCLC
3) post HCL to a matchi ng non-AMC record in OCLC and then

enter the AMC record directly into HOLLI S

AMC and CRL (Center for Research Libraries) records in HOLLIS

1) Post to a matching AMC record in HOLLIS
2) Ref ormat a mat chi ng non- AMC record to AMC,
adapt and post

AMC and t he provisional order record

When catal oging with AMC the fixed field on the provisional record
nmust show
FMr: U (the archival & nss. code)



Appendi x B
MICROFORM SETS

VWhen cat al ogi ng an item which appears to be a part of a |arger
col l ection, check HOLLIS under the main title to ascertai n whether
there exists a kepttogether set under a general call number with parts
arranged under it by dot nunbers. E g.
Confidential U S. State Department central files. |p
Confidential U S. State Department central files. |p Iraq
Confidential U S. State Departnent central files. |p |srael
with such call nunbers as: FilmA 575.1; FilmA 575.2; etc. Then check
HOLLI S shelf list (Ithu find co FilmA 575) for next dot number to be
assigned, or for an arrangenment under an already assigned dot-nunber.
After assigning call number to the new record, enter it in the LOC
pronptly so that the nunber is reserved.

NATIONAL ARCHIVAL COLLECTIONS

The Library receives on demand m crof orm reproducti ons of archiva
material from many national archives. The two | argest and nost added-to
col l ections cone fromthe United States National Archives and the
Public Record Ofice of Great Britain (mcroreproducti on has been done
BY t hese agenci es).

FilmS 1040 United States. Nati onal Archives (not comercially sold)
The arrangenent of this set is in 2 series: the Mseries
and the T series, although both series are al so subsuned
under Record G oups, RG (ignored for shelf arrangenent,
unless "M or "T" cannot be ascertained). If Mor T do not
display readily on the itemin hand, a guide night have to
be consulted to establish the letter.
Exanpl es: FilmsS 1040 (M627)
Film$S 1040 (T293)
Nati onal Archives itenms arrive in distinctive blue mcrofilm
boxes with the national seal inprinted on the sides. Blank
formlabels are supplied and shoul d be used.

To assist with the description of this archival collection (to find
letters "M or "T") use: Li st of National Archives mcrofilm
publications (latest ed.) or consult Docurments Librarians.

FilmS 830 Geat Britain. Public Record Ofice (not comercially sold)
The arrangenent is by British governnment office, e.g.
Cabinet Ofice, Foreign Ofice, etc., the short synbol of
which forns part of the call nunber
Exanpl es: FilmsS 830 (CAB 63)
FilmsS 830 (FO 371)
To assist with the description of this archival material (short
synmbol s, excellent contents notes) use: GQuide to the contents of
the Public Record Ofice. London, 1963 (3 v.) and its supplenments in
Docunents Div.

USE Film S 1040 AND Film S 830 ONLY FOR REPRODUCTI ONS MADE BY N. A. OR
P.R O
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Appendi x C
Creating HOLDINGS RECORD
See: HOLLIS Tag Tabl es. Hol di ngs. (3.3)
From bi b screen, type: chld _ <LOC nunber> , then ENTER
Fi xed field (m ni mum val ues):
LOC/1: p: mic
HU CREATED XX/ XX/ XX UPDATED NONE FORMAT: H RECSTAT N RECTYP: x
LVL: 1 STAT: 2 METH u RET: 8 COM 0 COP: 01 CAN LANG and
use forward Tab to: RECTYP: x
LVL: 1
STAT: 2

807 <= 007 Physical description field>
Type (onmitting subfield codes): 807::hd afu---buca <pos. filnp
807:: he bnu---buca <neg. fiche>
Subfield codes are system supplied

Silver Film
Positive hal i de Mast er
a a a
Mcrofilm h|bd]|c " |d le f |f u--- J]gb |h | i |j a
807 b b c
D azo
Negati ve 35mm u Service

Unknown  copy

Mono- Silver
Positive Chrome hal i de
a b a
Mcrofiche: h |be|c |d lem |f u---|g | h |[i c|)] a
807 b c b
11 x D azo
Negative 15 cm Col ored u
unknown
843:: < = 533> Reproduction note
|a Mcro<filnme. |b place of reprod. agency : |c agency responsible for
reproduction, |d date of reproduction. |e physica
description. |f (series statenent of reproduction). |n note
pertaining to repr.
EXAMPLES:
843::Mcrofilm |b New York : |c New York Public Library, Photographic
Dept., |d 1984. |e 1 mcrofilmreel ; |e 35 nm

843:: M crofiche. |b Bethesda, MD : |c Research Publications, |d 1985-
1989. |e 7 pts. on 853 mcrofiches. |f (Papers of the
presidents ; 4). |n "CID 49/78 reproduction.”

(Don't give size in ;e for mcrofiches, unless it is other than
11x15 cm)
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MICROFORMs & MICRO-REPRODUCTIONS
Formats: BKS, SER, MED, AMC, MAP, SCO

RESOURCES: AACR II, Chap. 11 and LC RI's
"Reproductions and original mcroformpublications" (in
Bi bl i ographic formats and standards / OCLC (1993) p. 26-30.
Cat al ogi ng of mcroforns and photocopies / L. O Dwer,
E. Bishai (updated July 1994)
HOLLI S shel flist: search FilmA, FilmM Mcrofiche W

CHIEF SOURCE OF INFORMATION (in order of preference):

Mcrofilm title franme, acconpanying material, container, any other
sour ce

Mcrofiche: title frame, acconpanying material, mcrofiche header, any
ot her source

FIXED FIELD: Special field for nicoroforns
REPROD: a=mcrofilm
b = mcrofiche
( = phot ocopy)

-

REQUIRED FIELDS: M = mandatory Level |/Level K
R = required
0 = optiona
<007> MO See Hol di ngs Screen (bel ow) for 807
245 MM | h [m croforni
246 RO
260 MM imprint of original mcrofilmpublication
M M i mprint of micro-reproduced original |a | b | c

only |c date --for thesis
only |c date --for repr. of manuscri pt
No 260 for archival collection (use |[f in 245 for
i ncl . dates)
<260> For reproduction agency, supply its inprint in 843 on
Hol di ngs rec.
300 MM For original M CROFORM PUBLI CATI ON:

mcrofilmis) : |bill., negative [never positive] ; |c
35 mMm [or other] + |e guide ( p. [v.] ; cm)
mcrofiche(s) : |bill., negative [never positive] ;
|c [size in cm only when other than standard 11 x
15 cm] + |e guide ( p. [v.] @ ... ; ...)
For m crof or m REPRODUCTI ONS:
| a | b e as for original
(no + |e acc.material -- which give as 555:0 :)
4XX R O For series of mcroformpublication.

For series of original of mcroformreproduction.
<4XX> R/ R Series of reproduction: <533> = 843 |f on hol dings scr.and
8XX on main screen if traced
5XX RO
<5633> R/'R Repr oduction field
for m croform PUBLI CATION = not required
for m croform REPRODUCTI ON = nmake Hol di ngs screen, 843
6XX RO
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FORWARDING, PACKAGING:

N. B. Bar codes and itemrecords not redtiired for Mcroforns D vision.

Wite call nunber: FilmA ... on first container (or first container
in each carton)
FilmW(M .. on all containers
Mcrofiche W(RR) ... on first fiche (or first

fiche in carton)

USE FORWARDI NG SLI P W TH EACH ENTI TY
(for cartons of one large shipnment, mark: Box 1 of 3, Box 2 of 3,
etc.)
Acconpanyi ng material (guides, indexes): Bind, NOTIFY
(no bar codes or itemrecords for acconp. material)
Acconpanyi ng material (guides, indexes): NOTIFY for McrofilmDbDiv. and
BIND (no bar-codes and itemrecords)



