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1. WHAT IS THE BIBLIOGRAPHIC STANDARD?

1.1. Purpose.

Recognizing that standardization is essential for a shared bibliographic database, this document defines the standards to be followed by all USMAI institutions in contributing new machine-readable records to the USMAI Global database.  It is recognized that the initial database will have records that do not meet these standards and these records can be adjusted as time allows.  This document provides guidance for clean up and de-duplication of the initial and ongoing database.

1.2. Decentralization and USMAI Bibliographic Specialists.

A variety of USMAI institutions with different needs and expectations create and maintain the data of the USMAI Global database in a decentralized environment.  Within the limits of the bibliographic standard, each institution determines the appropriate level of cataloging for its own materials.  Bibliographic specialists are being identified from the participating institutions to serve as resources to the whole.  A list of these specialists is given as Appendix A
1.3. Currency.

The national standards and local policies prescribed in this document are subject to revision and change.  As they change and as new standards and policies emerge, all will be systematically evaluated by the USMAI Cataloging Policy Committee in consultation with bibliographic specialists and groups responsible for advising on bibliographic standards.  All documents cited refer to the latest edition of the publication.

The USMAI Cataloging Policy Committee is responsible for revising and maintaining Bibliographic Standards.

1.4. Implementation.

Standards must be applied as written.  That is, record creators are not allowed to redefine or manipulate fields and coding to suit their own purposes or needs.  When in doubt as to the scope of meaning of any standard used by USMAI, consult the appropriate USMAI bibliographic specialists.

1.5. Limitations.

This document covers the major areas for which standards are required.  It is not intended to be a working manual, and each USMAI participating institution should develop the necessary expansion, detailed instruction, examples, and subsidiary decisions.

1.6. Acknowledgement.

The USMAI Cataloging Policy Committee acknowledges with appreciation the work of Harvard’s HOLLIS Administrative Advisory Subcommittee on Bibliographic Standards and Policy as their Harvard University Bibliographic Standards served as a model for this document. 

_____________________________
2. GENERAL RULES FOR BIBLIOGRAPHIC RECORDS

2.1. Shared Responsibility for Maintenance. 

The responsibility for maintaining the database is shared by all USMAI libraries contributing to the file and the University of Maryland Information Technology Division. 

2.2. National Cataloging Standards.

 Libraries contributing records to catalogusmai must follow national cataloging standards as prescribed in this standard and implemented in catalogusmai. The basic documents, including updates, are: Anglo-American Cataloguing Rules (2nd ed., 1998 revision with Amendments), Library of Congress Rule Interpretations, Library of Congress Subject Headings, Library of Congress (LC) classification schedules, Medical Subject Headings (MeSH) from the National Library of Medicine (NLM); and manuals issued by OCLC and the Program for Cooperative Cataloging. Other documents are cited as necessary in this standard, and a bibliography of resources is given in Appendix B.
2.3. Bibliographic Records Created or Imported. 

Bibliographic records are created directly in the file or exported from the databases of other agencies, primarily OCLC and MARCIVE. 

2.4. Utilities and Other External Agencies.

 Requirements of the bibliographic utilities and the national libraries may vary, and institutions must meet both external and USMAI standards as necessary. 

2.5. Minimum Data Requirements. 

a. The minimum data element set for catalogusmai provisional bibliographic records (hereafter called provisional records) are, for Circulation and Acquisitions purposes, stated in Appendix C.
b. The minimum data element set for catalogusmai non-provisional bibliographic records (hereafter called non-provisional records) should follow the guidelines for creation of minimal level cataloging according to: OCLC Bibliographic and Format Standards, 3rd edition, Section 2.4.
2.6. Content Designation. 

Content designation is in conformity with the most current version of the MARC21 Format for Bibliographic Data Including Guidelines for Content Designation as implemented in the catalogusmai Tag tables.
2.7. Enrichment. 

2.7.1. Global.

OCLC and MARCIVE sourced bibliographic records may be enriched with data valid according to national cataloging practice. USMAI institutions are encouraged to replace the corresponding OCLC master record whenever possible in order to accomplish this enrichment.  Many additions to the OCLC master record are permitted with full cataloging level permission.  See OCLC Technical Bulletin 246, Database Enrichment, July 2002. 

Additionally, there is value in becoming an OCLC Enhance participant in order to provide higher level of enhancement to full level records.  See: http://www.oclc.org/worldcat/enhance/instructions.shtm for Regular Enhance requirements and application instruction.

Other records, such as Ebsco aggregator records and MARCIVE Shipping List Records, are subject to ongoing replacement and may not be good candidates for enrichment.

2.7.2.
Local.

Any bibliographic record may be supplemented with data not valid according to national cataloging practice through creation and revision of institution specific Super Holdings documented in Appendix D.

Copy specific and local information must be coded as pertaining to an institution’s holding, not to the general bibliographic description.

2.8. Deleting Data From A Record. 

 When importing a record, all fields are to be retained in cataloging copy; no fields are to be deleted except for the instances listed below. 

· Correcting errors

· Accommodating record size limits

· URL’s for which no USMAI institution has access; for example, Ohiolink url’s, only accessible to Ohiolink participants

2.9.  Deleting Bibliographic Records.

Policy for this topic is recorded in Section 6.  Database Maintenance.


2.10. Duplicate Records.
Duplicate records are discouraged in order to avoid confusing patrons with extraneous records and holdings split between multiple records.  Avoid creating duplicate records.  Take steps to eliminate existing duplicate records whenever possible. Policy for this topic is recorded in the Database Maintenance section of this document, see Section 6.  Database Maintenance.


 Categories of duplicate records include:

· a monograph record and a serial record for the same title 

· a provisional record (acq or circ created) and a corresponding non-provisional record

· UMC99 record and a corresponding OCLC sourced non-provisional bibliographic record

· Quasi record and a corresponding OCLC sourced non-provisional bibliographic record

· Latest entry records and successive entry records for the same titles 

· 019 record and a corresponding OCLC sourced non-provisional bibliographic record

Generally, the OCLC sourced record is the preferred record.  Serial treatment is usually preferred over monographic treatment.  

a. There may, however, be records for the different bibliographic aspects of a work. For example, a monograph may be treated as a single work under its individual title and as part of a monographic series or as part of an analyzed multipart monograph under its collective title.  

b. When a CONSER serial record is in the catalogusmai file, that serial record is preferred.  National level cataloging is identified by the presence of a 042 field.

c. Follow OCLC Bibliographic Formats and Standards, latest edition Chapter 4  to determine when to input a new record.

d. Generally, various bindings of a work should not be cataloged on separate records.

2.11. Originals and Reproductions.

a.
Microform reproductions and photocopies of serial titles generally are cataloged in catalogusmai on the record for the paper originals. Information about the physical characteristics of the microform or photocopy is stored in the holdings record. Any record produced in collaboration with an external agency must conform to the requirements of the agency, and so in practice separate records may be created describing the paper and the microform versions. In catalogusmai these records should be merged, and all versions should appear on a single bibliographic record.

b.
Microform or electronic reproductions and photocopies of monograph titles generally are cataloged in catalogusmai using separate records.

c.
Direct access electronic resources are cataloged in catalogusmai using separate records, except when considered to be accompanying materials.

d. 
Items published only in microformat or electronic format are described as microform or electronic originals.

e.
Decision on remote electronic serials cataloging is pending.  

2.12. Overlay of Existing Records.

a.   Overlay rules exist in the document Specifications for the ongoing OCLC loader.  

b.
When a more complete record is available, an institution may import it and overlay the existing record.

c.
Automatic overlay may occur in some batch loads.

2.13. Batch Loading and Local Retrospective Conversion Projects. 

Institutions undertaking projects to do retrospective conversion locally or to batch load record sets acquired from vendors must consult the USMAI Information Technology Division.   DLM should be informed and allowed input any time an institution arranges a special loader for any reason.  All USMAI institutions should be informed and have input to loads into the one-record database.

2.14. Romanization and Transliteration.
Romanization is according to the tables used by the Library of Congress found at http://lcweb.loc.gov/catdir/cpso/roman.html
Whenever possible, the vernacular should be coded as well.

_____________________________

3. CREATING ACCESS POINTS ON BIBLIOGRAPHIC RECORDS.

3.1. Choice of Entry and Access Points.
a. In original cataloging the choice of access points, including the main entry, follows the provisions of the Anglo-American Cataloguing Rules (2nd ed., 1998 revision with Amendments), as currently implemented by LC. 

b. In current serials cataloging the requirements of the CONSER program are preferred.

c. Choice of main entry on pre-AACR2 records need not be changed to conform to AACR2.

3.2. Form of Entry. 
a. The form of entry used in original cataloging is based on the Anglo-American Cataloguing Rules (2nd ed., 1998 revision with Amendments), as currently implemented by LC.

b. The preferred form of heading for an entity is the current authorized form as it appears in the LC Authority File.

c. If no authority record is available in the LC Authority File, then the heading must be created according to AACR2 standards.  

d. Form of heading on pre-AACR2 records need not be established in AACR2 form unless in conflict with the catalogusmai.

3.3. Uniform Titles.

Institutions are encouraged to use a uniform title as main entry, when appropriate. Institutions are encouraged to use a uniform title under a personal or corporate heading, when appropriate.

3.4. Subject Headings. 

All subject headings may be retained on incoming records.  There is no need to delete extraneous subject headings.  All LCSH from all institutions will be indexed and will undergo authority control maintenance. USMAI loaders are stripping all MeSH headings from records loaded by institutions other than HS/HSL.  Only HS/HSL assigned MeSH will be indexed and will undergo authority control maintenance.

Local and Sears subject headings will be indexed but not supported by system-wide automated authority control.

3.5.  Classification and Call Numbers.

Institutions may determine whether and how to classify their material.  The following classification practices will be indexed in catalogusmai: LC, SuDoc, Dewey and local.  Retain standard classification call numbers, such as LC, Su Doc, and Dewey, in the bibliographic record in Aleph; local call numbers are entered directly in the 852 field and are not retained in the bibliographic record.  Standard classification call numbers in the OCLC bibliographic record are, generally, accepted as is but are edited only for errors and not for local shelflisting practice.
3.6.  Series.  

 Prefer the form, but not necessarily the analysis and classification practice found in the LC Authority File.

_____________________________

4. HOLDINGS STANDARDS.

4.1.  Enumeration and Chronology.

In so far as possible, avoid using different enumeration and chronology from that already appearing in catalogusmai.  In general, enumeration and chronology are not recorded in monograph records.  Those monographs that are analyzed will have guidelines for enumeration in the authority record.  In serial cataloging records, enumeration and chronology is recorded in the bibliographic record according to standard cataloging guidelines.  Enumeration and chronology is recorded in the 362 field and aberrations to these are sometimes recorded in the 515 field.  The bibliographic record should be the guideline for captions when creating summary and/or items holdings.

4.2.  Summary Holdings.

It is recommended, generally, that summary holdings be constructed at Level 3 of the latest edition of the NISO standard Z39.71, Holdings Statements for Bibliographic Standards.  For the sake of the user, each institution will strive to construct summary holdings at level 3 for each summary on the same bibliographic record.

4.3.  Detailed Holdings (check-in) 

It is recommended, generally, that detailed holdings for check-in be constructed at Level 4 of the latest edition of the NISO standard Z39.71, Holdings Statements for Bibliographic Standards.  

4.4 Item Records.
Items records are created at the highest level of detail needed. 

____________________________
5. CONTINUING RESOURCES.

5.1. General Cataloging Guidelines.

Original bibliographic description of current continuing resources preferably should conform to the specifications of the CONSER Program's standards and follow the CONSER Editing Guide and the CONSER Cataloging Manual, published by the Serial Record Division of the Library of Congress.

5.2. Successive vs. Latest Entry Cataloging.      

a. Continuing resources cataloged according to the guidelines of the CONSER Program use successive entry rules, and successive entry records are preferred in current practice. 
b. Latest entry records, including those converted in retrospective conversion projects may be input in rare instances. 
c. Latest entry records and successive entry records for the same titles are not permitted.
d. In the future, latest entry records will be used for integrated resources.
5.3. Original vs. Reproductions.
See Section 2.11 for Originals and Reproductions.  





_____________________________
6.  Database maintenance.
6.1. Purpose.

The sixteen different institutions that make up the USMAI have operated independently in the past.  This may have resulted in variant cataloging decisions. This document provides policy and general guidelines for working together in a single record database.  The document covers record editing and deletion and communication among institutions.

6.2.  Communicating Concerns About the USMAI Database.
6.2.1.  Types of Concerns.

These concerns include but are not limited to: typographical errors, incorrect form of access points, incorrect URLs, title changes, bibliographic record merge, and MARC coding.

6.2.2. Persons Responsible for Communication. 

DLM members or their designee shall act as their institution’s liaison for receiving and responding to these communications.  Institutions are expected to respond to communications received from other institutions.

6.2.3. Methods of Communication.

Communication tools currently include email, telephone and fax.  The use of the trigger capability in the Aleph client is being explored as a method of communication.  A Web-based electronic form will also be considered.

When reporting a problem, include the title, Aleph system number and any other information that may be helpful in the problem’s resolution.  Include your name and contact information.
6.3.
General Database Protocol.

a.
Respect other institutions’ cataloging practices and judgments.

b.
Practice caution and conservative judgment when determining changes to the bibliographic record.

c.
Only institutions with holdings attached to the Aleph bibliographic record are authorized to edit that record.

d. When only one institution owns a bibliographic record, only that institution may correct that record. 
e. When a bibliographic record has more than one institution’s holdings attached, any of these institutions can make corrections to the bibliographic record but all changes must conform to standards established in the USMAI bibliographic standards document.

f. An institution that has the physical piece may edit the bibliographic record to include information that would be applicable to the physical piece in any of the institutions (i.e. adding a note about a previous edition found in the introduction of the book).  

g. Tags present in the bibliographic record are to remain in the bibliographic record unless blatantly incorrect.  See section titled “Deleting Data from a Record” in the General Rules for Bibliographic Records, Bibliographic standards for exceptions, etc.   Section 2.8 

Lock and replace of the corresponding master record on OCLC will ensure permanence of these changes.

h. If a USMAI institution discovers a bibliographic record that does not conform to the Bibliographic standards document, but has no holdings on that record, that institution should inform the owning institution.  See section titled “Communicating concerns about the USMAI database” in the Database Management, Bibliographic  standards, Section 6.2. 

i. The merging of duplicate bibliographic records held by multiple institutions requires communication among those institutions.  See section titled “Communicating concerns about the USMAI database” in the  Database Management, Bibliographic  standards, Section 6.2. 

j. Holdings, superholdings and items are changed or corrected by owning institution only.

k. On rare occasions, duplicate bibliographic records might exist due to the holding institution’s needs.  The owing institution should indicate that the record is a known duplicate by adding a tag 910 to the bibliographic record with the text: 
“Record intentionally duplicates system number [or ocm number] … [date]” 

6.4.  Record Deletions. 

In order to create and maintain a clean and useful database, USMAI institutions should eliminate duplicate records and records with no other linked Aleph records (order, item, holding, etc.).  Duplicate records should be deleted from the server following move of the linked records to the bibliographic record of choice and other extraneous records should be suppressed. 

6.5.  System-Derived Problems.
Certain problems, such as the splitting of 245 fields that are longer than 2000 characters, occur because of a problem or feature in the online system and cannot be resolved, or cannot be resolved easily by USMAI staff.  Report these to your DLM liaison so these can be tracked and a remedy sought.

6.6.  Database Cleanup Projects.

a. DLM will maintain communications with ITD regarding identified database cleanup projects that can be run centrally. 

b. A periodic report and remedy of orphan records should be performed.

c. In the event that there is no automated solution to the centrally run project, owning institutions will be notified to perform local cleanup.

d. Global changes related to authority control are pending implementation of the module.
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