G-level member copy cataloging policy

Preferences settings should be set so that MARC validation is on, and authority validation is on for Name, Title, Name/Title, Subject and Subdivision.

If copy is not already present in Voyager: search RLIN/OCLC for the best copy and import it.  Look for LC-type call numbers in 050, 090, HOL or MHO.

1. Verify the bibliographic record.  This involves ONLY the following:

· Match the title/statement of responsibility on the title page to the 245 field.  Punctuation and capitalization may vary, but abbreviation or substitution for title words is incorrect and should be amended.  Check that the filing indicator is correct.

· Match the edition statement.  If there is an edition statement on the copy and you can verify that a close approximation to it exists in the book in a prominent location (t.p., t.p. verso, cover, colophon, or page before the t.p.), accept the copy's 250 formulation as it stands.

· Match the publishing information in the 260.  If a second place of publication that is not in the US is given, accept it if it matches the book.  Abbreviations and omissions are acceptable, but data appearing on the copy which is not present in some form on the book is not.  (Data appearing in brackets will not appear on the book and should be accepted.)

· Keep an eye out for: 

superscript and subscript characters or other special characters that might not import properly

computer disks accompanying a book -- these should be mentioned in the 300 field

856 fields on catalog records for print material -- if one is present, follow the procedure
· Delete any subject headings that have a second indicator other than "0".  This includes 650, 653 and 655 fields.  Consult a cataloger if they need to be replaced with correct LC subject headings.

· Delete any 952 fields created by the import process.

Give other fields only a brief glance.  If you notice any glaring errors or omissions, fix them, otherwise accept what is in the record.

2. Save the record.  When the authority validation appears, verify the form of the names, subject headings and subdivisions and verify the series. 

· Make sure all name headings (1xx, 7xx, 600, 610, 611) are validated in Voyager or are in the NAF.  If in any doubt about the heading, click "Retrieve auth" in the Authority Validation box and check the authority record to be sure it applies to the heading.  If the bib record does not match the 1xx field in the authority record, adjust it so it does match.  If no authority record exists, NACO the heading or refer it to a cataloger.   (The record should not be marked for export until all authority work is completed and turned in.)

· Every 650 and 651 field in the validation screen should either be marked "Heading validated" or "Partial heading validation".  Consult your supervisor about any 650 or 651 field marked "Nonexistent heading".  Subdivisions may or may not be correct when marked "Non-Authorized".  Consult your supervisor if in doubt about how to interpret the validation screen.

· Verify the series according to the Series Procedure.

3. Assign a call number:

If the copy has a full call number that isn't a CAS number, accept it unless the book falls into one of the categories below.  If the call number looks odd, verify it by checking Classification Web.

If the copy has no call number, and it doesn't fall into one of the categories below, assign a call number based on the primary subject heading.  If the correct call number is not readily determined, refer the book to a cataloger.

EXCEPTIONS:

Musicians -- follow the online procedure


(http://infoshare1.princeton.edu/katmandu/class/ml410.html)

Artists -- follow the online procedure


(http://infoshare1.princeton.edu/katmandu/class/artists.html)

Literary authors -- follow the online procedure

(http://infoshare1.princeton.edu/katmandu/class/litaut.html)

Richardson numbers -- Works BY and ABOUT Arabic and Persian authors who died before 1900, or Arabic and Persian anonymous classics (Arabian Nights, Koran, etc.) should be referred to the appropriate language cataloger for a Richardson number.


Juliet = Persian


Joyce, Johnny, Krikor = Arabic

N.B. For books you put on the catalogers' shelf, make a printout of the bibliographic record and note the reason for rejection (e.g., "0 RLIN" or "0 OCLC" next to a heading, or "0 call no."). For books with no copy, make the note on the printout accompanying the book.

***Cataloging is not considered complete, and should not be marked for export until all authority work has been completed and turned in.

