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General guidelines:
· Catalog records will conform to MARC formatting and Anglo-American Cataloging Rules (AACR2 ).  
· Standard subject headings from Library of Congress or Sears will be used in all but site-specific tags. 

Adding new records to catalog:

When new materials are purchased at any site, copies will be added to existing records in the district database.  No new records will be added without a search to avoid duplicates; this includes records uploaded automatically from vendors.

Two searches are recommended:
· All standard numbers (ISBN or LCCN)
· Title

If a match is found, attach your copies to this record.

What determines a match?

010 Library of Congress Control Number 
The LCCN is a good indication of a match; however, other fields must also be compared. For instance, large print items will share a LCCN with non-large print items.

020 ISBN International Standard Book Number
The ISBN is a good indication of a match; however, other fields must also be compared.  For instance, a record may be identical in every respect to your item, but may not include the ISBN for your item.  
Compare other fields: if everything in the record matches your piece except the ISBN, add your ISBN.

In general, use fields 245 through 5xx when deciding whether a record is a match.  

Consider a record a match to the item in hand if they agree in all of the following points:

· Author (s) (including a pseudonym) 
· Title
· Publisher
· Volumes
· Paging
Consider that you have a match if the only variation is:

· A difference in the printing or copyright date
· A minor variation in publisher imprint (“a division of…”) or in the fullness of the publisher name
· One item is a Scholastic, Permabound, or book club edition
· Add the new ISBN if necessary
· Delete information in the record specific to the book club edition 
· The addition, deletion, or change of an ISBN
· A difference in binding (i.e., paperback vs. hardcover)
· Absence or presence of “first edition” statements (i.e., record has no edition statement, item in hand says “1st edition)
· Minor variation in paging
· Difference in cover art 
· A difference in subject headings
· Add new fields to record if necessary, paying attention to whether a local or standard field should be used.

Consider that you do NOT have a match if:
· One item is a large print version 
· Requires appropriate general materials designation (subfield h, tag 245) and 008 code d.
· One item is an electronic resource
· Requires appropriate general materials designation.
· One item is in a different language
· One item requires different equipment in the case of audiovisual materials (DVD vs. VHS).
· Items are different editions (i.e., one item is a 1st edition, one item is a 3rd edition)


If in doubt, use the existing record.

Modifying MARC Records
· As a rule do not modify the record.
· Always assume that the Alliance Plus record is correct.
· The acceptable way to make changes to the MARC record is by adding site specific subject headings.
To add a site specific subject heading pull up the title details and click on the “site subjects” button on the right hand side. This is done without ever clicking “edit title.”

Series guidelines

· A multipart item or serial and their individual parts or issues may be either cataloged together or as separate volumes.  These records may coexist and are not duplicates.
· For items cataloged as separate volumes:
· Add the series title to the 490 field.
· Add the series number to the 490 field, subfield v. 
· Do not enter the series number in the 245 tag.  The 245 tag subfields a, n and p are all related to the title proper of the item. If the title of the book is the title of the series, (i.e., Babymouse, Bone, etc.) there may be a series number in the 245 tag, but this is not the case for most series.
· When adding a series in Easy MARC fill the series title into the “title” box. Use the “find heading” button to locate the authority title for the series. The series number goes into the “volume #” box.
· Series information may also be added to site-specific tags (590s & 690s), or to the copy record.  Information in these areas will only appear at your site and will not create problems with other users.  See above for instructions on using site-specific subjects.
· Information may be added to the summary tag (520).






