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“Maintaining procedures and
documentation
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librarians, teachers, vendors, etc.)

Once specifications are agreed upon, write them down

and keep them updated (it helps todate at least major
changes)

Can be a paper document or a Web document
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and then for updates to be then communicated to all
iInvolved (at least all involved in record maintenance)
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Sample Specifications

All records will include the ISBN on the book

All records will have proper 245 field, including
ET AEAAOT O 046

All records will have Sears subject headings (including
fiction)

All records will have unique Dewey call numbers

CIP records will be upgraded (245, 263, 300 fields)

All appropriate records will contain Accelerated
Reader tags




Editing

Bt step. Match the record! Decide which record
matches before you worry about edits; making the
edits Iis easy when you know you have a record match

One usually adds information rather than taking
Information away; some information (such as an
additional ISBN) might not be on your specs but might
be useful in the future
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~Original Cataloging Cataloging
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~Original catao\gervviTh‘liTTIe/

experience

~rom CIP in book (t.p. verso)

~rom LC copy

—rom any copy

Adapt from different edition or similar record
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Original cataloging from CIP



