California Documents Cataloging Guidelines for Print Monographs
Created: April 11 2003
Acquisitions staff  will deliver monographs to the shelves outside the Serials Cataloging Unit (SCU).  They will include printouts of the INNOPAC bib and item records. The California Documents/Electronic Documents Descriptive Cataloger will interfile these new receipts into the organization system. Materials will be pulled off the shelves by catalogers as needed. 
Begin by searching both the CSL catalog and OCLC for exact match copy. Depending on results, follow procedures A-D as described below.


A. Copy in OCLC and copy in CSL


B. Copy in OCLC with no copy in CSL


C. No copy in OCLC with copy in CSL


D. No copy in either OCLC or CSL.

A. Copy in OCLC and copy in CSL
1. Follow local inputting and editing guidelines (http://tpot.ucsd.edu/Cataloging/Bib_records/editing.guidelines.tbl.html), except for instructions to lock and replace records, and appropriate AACR2 rules and LCRIs.

2. Check OCLC copy for presence of a California state 086 field, if not present, add it from CSL copy.

3. If the title contains an acronym, do not add title added entries (246s) for variant titles with the acronym presented either as an initialism or as a spelled-out form. If such entries are found in OCLC copy, leave in OCLC copy.

4. Compare the CSL record and the OCLC record and transfer any 246 (except as for 3 above), 4XX, 5XX. 6XX, 7XX, and 8XX fields found on the CSL record not found on the OCLC record. Do not transfer fields that are simply worded or phrased differently.  

5. If copy includes 856 fields, verify that the link works and goes to the official version* of the piece in hand. If it does, leave 856 field in copy, following guidelines for adding URLs. If link does not go to official version of the piece in hand, delete 856 from copy.

6. If copy does not include an 856 field, do a reasonable Web search for official versions*. If found, add 856 following guidelines for adding URLs.
7. Verify headings per guidelines. Do not create local authority records in Pac.

8. Save record to local file on the F drive. Submit completed items on a daily basis to designated staff.

B. Copy in OCLC with no copy in CSL

1. Follow local inputting and editing guidelines (http://tpot.ucsd.edu/Cataloging/Bib_records/editing.guidelines.tbl.html), except for instructions to lock and replace records, and appropriate AACR2 rules and LCRIs.

2. If California state 086 is absent in copy, create and add local call number based on CSL scheme in a 099 field. Add an “x” at the end of the call number to indicate this number was created locally. 
3. If the title contains an acronym, do not add title added entries (246s) for variant titles with the acronym presented either as an initialism or as a spelled-out form. If such entries are found in OCLC copy, leave in OCLC copy.
4. If copy includes 856 fields, verify that the link works and goes to the official version* of the piece in hand. If it does, leave 856 field in copy, following guidelines for adding URLs. If link does not go to official version of the piece in hand, delete 856 from copy. 

5.  If copy does not include an 856 field, do a reasonable Web search for official versions*. If found, add 856 following guidelines for adding URLs.
6. Verify headings per guidelines. Do not create local authority records in Pac. Save record to local file on the F drive. Submit completed items on a daily basis to designated staff. 

C. No copy in OCLC with copy in CSL

1.Except for the 260 subfield “b,” create new OCLC record by recreating the record exactly as it appears on the CSL copy, modified to conform to UCSD inputting guidelines (http://tpot.ucsd.edu/Cataloging/Bib_records/input.standards.tbl.html).

2. In the 260 field, input the full form of the name of the publishing agency as it appears on the piece.

3. If the title contains an acronym, do not add title added entries (246s) for variant titles with the acronym presented as either an initialism or as a spelled-out form. If such entries are found in CSL copy, do not transfer them to OCLC copy.
4. If copy includes 856 fields, verify that the link works and goes to the official version* of the piece in hand. If it does, leave 856 field in copy, following guidelines for adding URLs. If link does not go to official version of the piece in hand, delete 856 from copy.

5. If copy does not include an 856 field, do a reasonable Web search for official versions*. If found, add 856 following guidelines for adding URLs.

6. Verify headings per guidelines. Do not create local authority records in Pac.

7. Save record to local file on the F drive. Submit completed items on a daily basis to designated staff. 

D. No copy in either OCLC or CSL

1. Input the record on OCLC, following UCSD inputting guidelines (http://tpot.ucsd.edu/Cataloging/Bib_records/input.standards.tbl.html).

2. In the 260 field, input the full form of the name of the publishing agency as it appears on the piece.

3. If the title contains an acronym, do not add title added entries (246s) for variant titles with the acronym presented as either an initialism or as a spelled-out form.

4. Following guidelines, add any title specific URLs to official versions* appearing on the piece. If a URL does not appear on the piece, do a reasonable Web search for official versions*. If found, add 856 field following guidelines for adding URLs.

5. Verify headings per guidelines. Do not create local authority records in Pac.

6. Save record to local file on the F drive. Submit completed items on a daily basis to designated staff.

*
An official version is a version found on an official California State agency Web site or a Web site sanctioned by an official California State agency to host the document. A reasonable search is a search of the official agency Web site only.  Related Web sites are not added to these records.

