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k.
A processing center which would meet both the cataloging and acquisitions needs 1
of the public libraries of New York state has been proposed. The part defined in this |
report is a computer-based catalog preparation system, capable of producing both 1
book and card form catalogs. It was designed with the objective of prowiding |
sufficient flexibility (by use of special control parameters) to meet the requirements of
both research libraries and general public lbraries and to allow the testing of various
procedures in practice. The functions of the system can be divided into three general
categories: input, output, and computer processing and related operations. The input 3
to the system is either through a manually prepared worksheet upon which is written ¢
the descriptive catalogng data or through utlization of machine-readable
bibliographic data. Qutputs of the system, other than catalog cards in the traditional
format and book catalogs, are supplements to the basic catalog and various error
listings and other administrative records. Specifications and instructions for complets
the cataloging worksheet are given, as is nformation relating to the handling of the .
various cataloging elements used to generate a catalog entry. Procedures related to
computer processing of the data are also discussed. (CM) -




SYsTREM . DEFINI};‘ION G T |
QUBMITTED ":ro THE NEW XORK STATE ‘LIBRA : o

U.S. DEPARTMENT OF HEALTH, EDUCATION & WELFARE
OFFICE OF EDUCATION

THIS DOCUMENT HAS BEEN REPRODUCED EXACTLY AS RECEIVED FROM THE
PERSON OR ORGANIZATION ORIGINATING IT. POIKTS OF VIEW OR OPINIONS
STATED DO NOT NECESSARILY REPRESENT OFFICIAL OFFICE OF EDUCATION

FOSITION OR POLICY.

T

J—

e s THE/UNIVERSTTY. OF THE ‘STATE. ormw YORK '"
T : THE, STATE EDUCATION DEPARTME . ,
: f];Ha..(zNEW YORK STATE'LIBRARY LD o

ALBA («,“ R E ‘_ E : S

!




THE UNIVERSITY OF THE STATE OF NEW.YORK -

Regents of the Unwerszty (with years when terms expire)

1969
i970
1978
1973
1972
1975
1977
1974
1976
1979
1981
1980
1971
1982

Joseph W. McGovern, A, B., LL.B., L.1H. D., LL D., Chancellor - New York

Evere ‘t J. Penny, B.C.S., D.C. S., Vzce Chancellor - White Plains f

Alexander J. Allan, Jr., iL.D., Litt.D.: = Troy

Charles W. Millard, Jr., A.B., LL.D. ~ Buffalo

Carl H. Pforzheimer; Jr., A.B.,.M.B.A.; D.C.S. - Purchase
Edward M. M. Warburg, 5.8.? L.H.D. -~ New York

Joseph -T. King,‘A.B;; LL.ﬁ. - Queens

Joseph C. In&elicatﬁ; M.D. - Brooklyn

Mrs. Helen B. Power, A.B., Lit:’t' .D. - Roct{ester

Francis W. McGinley, B.S., LL.B. - Glens Falls

George D. Weinstein, LL.B. - Hempstead

Max J. Rubin, LL.B., L.H.D. - New York

Kenneth B. Clark, A.B., M.S., Ph.D. - Hastings on Hudson

Stephen K. Bailey, A.B., B.A., M.A., Ph.D., LL.D. = Syracuse

President of the University and Commigsioner of Education
James E. Allen, Jr.

Deputy Commissioner of Education
Ewald B. Nyquist .

Associate Conmiggioner for Cultural Education
Hugh M. Flick ‘

Aa3igtant Commisgioner for Libraries

John A. Humphry

Director, Division of Library Development
Jean L. Connor

- — e - - . —————ee gt = s




PROPOSED COMPUTER SYSTEM FOR LIBRAKY
CATALOG MAINTENANCE ]
PART 1: SYSTEM DEFINITION

SUBMITTED TO THE NEW YORK STATE LIBRARY
~ BY THEODORE STEIN :

APRIL 1967

THE UNIVERSITY OF THE STATE OF NEW YORK =
THE STATE EDUCATION DEPARTMENT RS
THE, NEW YORK STATE LIBRARY . .-~ -,
ALBANY, NEW YORK 1967
' YLIBRARY
& N
: ,




THEODORE STEIN

v St o ST o - I I e R R i e R S T ey -~ - et e N A e

4 -tl

; h
¥

, i

N g

WORKING COMMITTEE ON A GENERAL SYSTEM FOR COMPUTER CATALOG MAINTENANCE

Edwin Albrecht
New York State Education Department

Mrs. Grace Baines
Buffalo and Erie County Public Library

Mrs. Mortitia-Leah Frederick
New York Public Library *

Mrs. Sydney Marcu 3
New York Public Library :

Miss Genevieve Oswald
New York Public Library

Richard Pfefferle
Nassau Library System

Joseph Rosenthal
New York Public Library

Paul St, Plerre
Rensselger Polytechnic Institute

Chairman: Peter J. Paulson
New York State Library

Secretary: Lynn Hard
New York State Library

oLty ‘—,_3‘?“ .
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FOREWORD

As part of its budgetary appropriation for 1966/67, the New York State
Library was mandated to 'develop statewide and regional plans to -improve
library services...‘» and . %,..t0 oevelop means of utilizing uata processing,
information storage and retrieval techniques, communications devices, and
other improved management practices for this purpose." The systems detailed
in this report, and in the. companior report entitled Centralized Book Acquisi-
tion for New'York State, are part of the response to. that mandate. L 3

' The study which led to the present publication was begun in 1966, when
1t became apparent that a ‘number of libraries in New York State were consid-
ering or planning computer-assisted cataloging systems, Besides the New
York State Library, the New York Public Library had expressed a decirz to ’
use computer techniques for the publication of a catalog of its Dance Collec-
tion,, and to-consider using such techniques to solve the problem of its
rapidly deteriorateing card catalogs. In addition, the report of Nelson
Associates on Centralized Processing for the Public Libraries of New Ycrk
State (1966) had recommended a single acquisitions and cataloging center for -
the p public library systems of New York State, and had suggested extensive .. ‘
use of the new computer technologies in such a center,” This project has ) o
attempted to develop, then, a general system for computer catalog maintenance,,”, L
without reference to the specific requirements of a particular library. )

For this reason, one of the basic criteria for the system has been a
certain flexibility in both input and output formats, Not only was such
flexibility deemed essential to enable the system to serve the needs of a
wide variety of libraries, but it was also felt to be important in meeting
the descriptive requirements of a wide variety of library materials. '

During the time that this system was being developed, the MARC project
at the Library of Congress was still in its experimental stages. Although
final MARC codes and formats are still not available at this writing, -
acceptance of MARC tapes as input was also made a requirement of the system
design, Unless there are strong reasons for local variation, it is expected
that most users of this system will adopt the same codes, symbols, and de- .
scriptive elements as MARC. The most obvious advantage of such an approach
1s the efficient and economic use which may be made of catalog data supplied - .
by the Library of Congress in machine-readable format, but an additional ad- «*' 3
vantage will be the facility with which data and staff may be exchanged ]
between user-libraries, ‘ m

The problem of filing rules was regarded as outside of the scope of
this particular project, although a f£iling rule program will be needed ‘
before the system can be implemented, It is hoped that work now being done
at the Library of Congress and elsewhere, as well as studies being planned :
by the New York State Library, will bring progress in this area. '
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The present system has been designed to articulate fully with the ac-
quisitions system deacribed in Centralized Bock Acquisition for New York
State: Froposed Computer System,

Grateful acknowledgement is made to the staffs of the Information
Systems Office of the Library of Congress, the New York Public Library,
and the New York State Library for their cooperation and assistance. We are
especially grateful to those who served on the Working Committee for their
generous contributions of time and talent, and for their patience throughout
many long hours of meetings, Final responsibility for the details and decisions
embodied in this report rests, of course, with our corsultants, the Theodore
Stein Company.

Peter J, Paulson
Principal Librarian

New York State Library
Albany, New York
January 1968
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INTRODUCTION

The system specifie? herein is a general purpose computer-based
catalog preparation system capable of producing both book and card form
catalogs. It has been designed with the objective of providing suffi-
cient flexibility (provided by special control parameters) to meet the
requirements of both research libraries and general public
libraries.

The specific objectives of the project were as follows:

1) To design a computer system to maintain library catalog information
{n machine storage and to produce catalog cards and book catalogs from
the machine file,

2) To design the system so that variations in the content and format
of printed catalog entries can be indicated by means of control reccrds
submitted at the time of printing. In particular, to allow entries to
be shortened by omitting from the printed form of the entry some of the
{nformation that 1s on the catalog file, :

3) To design the system so that variations in the content of the basic
bibliographic data can be accomodated. In particular, by use of certain
control records it should be possible to introduce new elements into the
catalog records, eliminate certain elements from the catalog record, or
change the way in which certain elements are processed,

4) To provide for coded data whenever it seems that , in the future, it
may be desirable to search the machine file and extract data based upon
code values,

5) To allow for the use in the system of machine readable catalog copy
received from the Library of Congress.

6) To take into consideration in the system design the provisions
needed for later connection of this system with an acquisitions process-
ing system and to so design the system that reprogramming of the catalog-
ing portion of the system, except for addition of certain routines, will
not be necessary when acquisitions are included,

In addition to the above specific objectives, the system is to be
designed with sufficient flexibility to allow the testing of various
procedures in practice, It is felt that certain decisions can only be
made based upon experience and that the capacity to adopt the procedures
as experience is gained is valuable,

The functions of the system as specified can be divided into three
general categories:

A, Input
B, Output
c. ComputerProcessing and Related Operations.
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s full descriptions are presented in subsequent sections,
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SRR T R T'ne :mpucs to . the Lataiogiﬂg system are Of Two types:

o 1.3 Cataloging information*which includes bibliographic descrip-
tions, authority data, etc, mot differing from traditional informa-
tion worked with under the present manual system,

ey
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2.ixSystem Control information which provides parameters ‘tor o
general programs that Will, under control of this ddta, genetrate *
. proper catalog entries, create and maintain specified files, and

T

i gproduce desired output. ff Sl Fri D RERRTILEI }v
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two fcrms - either 1in- machine readable form-as-in“the case of
Marc magnetic tapes presently ‘being prepared by LC, or as completed
o work sheets prepared‘manually by the library's cataloging staff, ,
'14s3ﬁf “The vay-- An- which the system'will handle machine:readable catalog copy
<. 7owillibe’ described in the:section that discusses .computer ‘processing,
Manually prepared cataloging ddta will be transcribed by the catalog-
ing: staff onto defined work sheets .- catalog or authority. - .and will
_be inputted to the- computer system for machine; manipulation, The
SR information supplied to the system will contain full descriptive
4«'hi,fx5h taloging, instructions. for generating catalog entries, and .any .
L descriptions deemed necessary for selective retrieval, Full specifi~
cations plus instructions for completing the work sheets .are presented
,An the subsequent section.

Sy

For a large scale statewide cataloging center, information Will .
probably be inputted to the computer system using a page. reader.':‘
_This will eliminate the need for paper tape punching of cataloging
data. However until sueh time ‘that new equipment is purchased and
‘H_a ‘center established, any’ pilot or individual library projects will

S ;‘ necessarily need ‘some form’ of keyboarding, and paper tape seems to
’ be best. NERER .if‘*’ , u . .
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. The | basic output of the system is. the catalog - the data will be
. prihted elthér on .Cards or on mastérs for book production, - For both
, ‘irﬁﬂ book - and:catd catalogsy: the. information to be printed and format are
controlled by parameters supplied by :the library staff, For the
4 traditional card or specified book form catalog the programs will
<. .be instructed .to pick up: the.necessary records from the-catalog files,
" supply proper headings, edit, and print, For selective printing
 (asubject catalog only, for uxample) the program will be under control
- of parameters supplied by the requesting library, A full description
of the output control notice is presented in the output section.
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The catalog cards will follow the traditional format with only
minor changes in format and typeface. All of the information currently
printed on cards will be printed by the computer printer, Headings will
be supplied and the cards will be delivered from the computer printer
already alphabetized,

For book form catalogs, the recommended method is for the main
entry only to carry complete information., All added entry and subject
entry tracings will be condensed (as instructed by the output control
notice)., If the library decides to change the form of the book catalog,
then a new output control notice must be submitted requesting the change.

In the output section there is presented a description of the output
and its relation to input, i.e. a description of the way the system will
handle all of the inputted cataloging elements in order to generate a
catalog entry. For example, how the computer will pick up an added
entry heading from the master file, duplicate the catlog record, .transfer
the heading and print. Another example is the treatment of established
forms. Once an element is established, it 1s unnecessary for the
cataloger to transcribe full descriptive information such as special
instructions, printing or filing forms, etc, All that is entered on
the catalog work sheet is the identifier or heading under which it has
been established. The computer will search the authority files for a
match and supply all necessary data automatically, The procedure
used in these and similar cases is fully described,

C, Computer Processing and Related Operations

The system is designed to accept and edit the input, update.and
maintain files containing cataloging information, manipulate and sort
information, edit and print the output,

The discussion presented in this section will be limited to a
general description of the procedures related to computer processing,
which will be clear to non-computer personnel, It will include the
way in which LC copy will be treated and combined with library worksheets,
the clerical and professional procedures associated with input and
output-worksheets, proofcopy, error listings, etc., and the general
functions of the system.

A separate technical memorandum is being prepared for computef
personnel which will contain flowcharts, descriptions, record layouts

and formats, etc., and all information necessary for programming the
system,
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o7 - 1TEM . The woud "Itaﬂ‘is used to refer to the object that 1s being
L CoL cataloged, ‘Items may take a variety of forms - books, seriais,
ST films, phonorecords, picturesg etc« .
’“ 3-’ f?': é;;,’ o o AT B {_,_..,;:; .'.:.z: “ .‘ ) N }‘ O
B g, O A
- Lt ‘ENTRX An entry 18 a'unit -of catalog‘infbrmation generated for an item,
-~ AR T Anitem generally‘givea rigse tq more than one entry - author,
;;‘ - f@ subject apd title ent;ies, . :
— MAIN m Unfortunately}tﬁere ia an ambiguity in the use ot this temm in
ENTRY““ library cire les, One use -of the ‘térm refers to the-first portion
: ”*‘:L;;‘ ~of fhe blbliographical deacripticn. This portion.may ‘contain the
’ g ;jg“ name of the author ‘or."authors of thé item, or its ticle. The other
g ' L G user tefers to that’ particula type of catalog entry which has
Ja been generated for- the principal ‘alithor or title., Both senses
Ll pf the term are’ ‘used - in these specifications" The context will
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make it clear which’mean;ng 18 intended
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S ngé;ﬁzcka In cpncept’ the regord is analogous to the unit catalog card, A

' catalog reco;d 1s represented either as the data”transcribed on
o a’completed catalcg work ‘sheet, or as the data- stored-in the
e computer system, i e. the‘machine readable catalog record

Y .
oL
P . 7
B
g
5 .
8

}'ELEMENT.A catalog record isecomposed of” a series of elements, i,e. each

distinct piece of information such as author, title, publisher,
place of‘publication, etc,, is'gcongidered a scparate element,
“Fach element will be- uniquely numbeted to facilitate transcrip-
tion by the cataloger, keyboarding by the typist and recognition

,:; bv computer.~

»!‘
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SPECIAL SYMBOLS

Element Divider

A
[ﬁ} Major Element Subdivider
Ij Minor Element Subdivider
42& Exception Element Subdivider
P Delete Symbol
‘-.\\1/ Editing Marks for Generating Filing Form
< ‘> Angle Brackets for Control and Description Codes
B Blank Element
Cﬂ Paragraph Symbol
The shapes given for these symbols have been chosen for'editbrial
purposes in this repotrt. The actual shape used is of no importance.
In a specific situation a shape should be chosen, if possible, that

matches an available symbol on a special symbol key of the input device
in use.
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In a general way, the cataloging procedures currently followed

by most libraries are quite similar, The cataloger will enter full biblio-

graphic description onto a cataloging worksheet, The completed sheet will

be passed on to a typist who is familiar with the format and style of

the particular library. After typing and proofreading, the card is .

duplicated for the correct number of entries, and headings are transferred

to the proper position on the card, . :

Under a computer syéﬁeﬁ, the coricept remains guite similar, with

a minimum of manual intervention once the catalog sheet has been “inputted
to the. computer. However, the computer system must be supplied -with
basic bibliographic data in combination with rules on how to treat the
data, Bibliographic data is supplied on the worksheets, and rules for
working with this informatich are sipplied on the system control input
notices, L , : » :

“ The follbwing'inpués will be used: e T

... Lo Catalog worksheet. - . : o ‘ . | |

. 2, Authority file worksheet - = "7 . . v e o ]

3.'Delete worksheet <~ . =~ =~ R s T

4 Input Control notice SEACE A '

' 5, Output ‘Control notice ~ ~
6. Special request notice } Lo
7. New Title notice  ~ ,

- The catalpg.&qusheét is used to enter any new cataloging informa-
tion, or to make changes to existing cataloging data already in the systenm.
It can also be used to set up an established form on the main authority
file,

The authority file worksheet is utilized in setting up, changing, or.

_ deleting established forms as they are maintained in the computer system.
Two types of authority files dre mdintained, The main authority file
contains subjects and names = personal and corperate; and established
forms for all subheadings that may be used in combination with zny mailn
headings, The auxiliary authority file is intended for use ‘with elements
which do not generate catalog entries, but have been assigned establisned
forms or codes; for eXample, if a library were to code language, physical
form, or publisher, then the established codes and their respective
printing forms would be carried on the auxiliary authority file,

The delete worksheet will be used to withdraw items from the catalog
file,

The input control notice is prepared by the library to inform the
computer system of the way each element ig to be treated. The allowable
codes, the proper authority file if éstablighed, entry generation informa-
tion, etc, are all coded onto the input control notice. The computer

utilizes this information in generating the mochine readable catalog re-
cord,
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The output control notice is used to describe to the computer
system the content and format of the printed catalogs. It controls
which elements are to be printed and how the printed elements are to
be sequenced and formatted.

The special request notice is entered in case the cataloger
needs extra catalog cards, proof copy and error diagnostics, or desires
to change the time delay prescribed, before a catalog or authority entry
is automatically included into the computer files,

The new title notice is submitted to the computer system for all
items that are to be cataloged. The computer files are searched for
matching LC copy and if it is found the LC information is printed as
proof copy for review. Any change deemed necessary by the reviewing
cataloger is entered on a catalog worksheet,

Following the general description presented -below, each of the
inputs will .be described, a sample will be presented, and -a full -
description of how the sheet isto be.used will follow. The output con-
trol notice will be discussed at the end of the output sections -~

The -general procedure for cataloging an item is as follows: A
‘staff memberenters a new title notice to find LC copy, and if it is not
“found, will himself transcribe all bibliographic information- plus the
necessary indicators and codes onto the catalog workshest., This-work-
sheet data is inputted to the computer, where it is-edited and transform-
ed into a machine readable catalog record, This editing is accomplished -
by a computer program which uses as its parameters the information
previously entered on the input control notice., The input control notice
tells the program how to treat the catalog worksheet elements in setting
up the machine readable catalog record. -

In actual computer processing, the computer is instructed to first
consider information which pertains to the authority files, received
either by an authority file notice or an indication on. the catelog work-
sheet that a new form is to be established. After the authority files
have been updated, the established items in the machine readable catalog
record are matched against the authority files; if no errors are found,
the necessary catalog tracings are generated., In order to sequence
properly, edit, and format the catdog record, the computer program
utilizes the information contained in the cutput controi notice previous-
ly entered into the system., Just as the input control notice tells the
program how to transform a catalog worksheet into a machine readable
catalog record, the output control notice tells the computer how to trans-
form the machine readable catalog record into a form for printing the
catalog output, Included in the description are the elements that are
to be printed, the sequence of the elements in the catalog entry, the
typographic codes, spacing, and all information necessary to prepare a
printed catalog, After the editing is completed the computer will print

the catalog either on cards or pages, as specified by the output control
notice,

In the following pages each of the inputs will be fully described.
Examples and instructions for use will also be presented,

e b i e -,
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THE CATALOG WORKSHEET_‘
nggnl Diggggsio “

.

The preprinted catalog -worksheet 1s used -by. the cataloger to

"transcribe all .cataloging information necessary to generate a catalog

centry. . This includes descriptive cataloging in the- traditional sense,
and codes necessary for .computer manipulation of the data. . Each.
distinct plece of data such as author, title, publisher, etc, is entered .

. onto-the prenumbe+ed sheet in the designated element position following
: the.element number, -Each element has a unique element number with which

it -is identified. -The cataloger,refers to this number when making

P changes to a catalog entry; the input control notice-is coded for each

generate segarate logical divisions.for each. element number, .

element number separately; the output control notice refers to. the infor-
mation about each element by.its element number and, the computer will

If -any codes are needed to control computer manipulation of the

' elements or to define characteristics of the elements, these-are entered

. immediately after the element number. Examples of codes used with

elements are given in the description of a model catalog below, In most
cases codes are needed For most elements it is possible to predetermine
the relevant element - characteristics and the required computer processing.
.Thus nothing need be written on the catalog worksheet other than the content
of the element itself .For established elements, description codes are
-usually required: However, these need be entered only at the first estab-
lishment of the element...From this point.on the description codes are

kept on the machine authority file and need not be entered again,

Following the codes, or following the. element number if there are
no codes, is the actual data provided by the element, such as the author's
-name, title, publisher, place of . publication, etce + . o o «

rlf‘an entry to,the catalog will be generated for this element, the
computer must know where to file that entry. .A machine sort .into strict
.alphabetic sequence will not be satisfactory, since library filing rules
specify many deviations from such a sequence, As far as it is reasonable
to do so, the machine program for‘filing will accommodate the special rules.
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The extent to which this can be done has not yet been determined.

However, there 1is-a strong likelihood that not all of the filing rules
-will be accommodated. In order. to deal with those cases not covered by

the machine program, a filing form will be given by the cataloger. This

1s a re-spelling of the element statement in a way which will make the

element file in accordance with the rules. This re-spelling would in-

volve such things as spelling out abbreviations, omitting words, or insert-

ing numbers in order to sequence words that have been assigned a rather

arbitrary order (such as honorary titlus). -

The cataloger will have to bz fam .iar with the filing rules that are
covered by the machine program so th»: he will know when he must provide
a special filing form, = Very likely, the special filing form will also o
have to be written in a certain number of excepti:ral cases where the pro-*
grammed rule is to be countermanded, - (For instance, the program would
undoubtedly drop the word "the". 1In an exceptional case, this might not -
be desired.). It is expected that a sufficient portion of the filing
‘rules will be programmed so that the cataloger will seldom have to resort
to a re-spelling. - _ A S tn U

AR, G T PO T T

"In the case wheére the filing.is based on an established form, it will . .. 3
not be necessary to-supply a filing form each time a catalog work sheet
is .prepared, If a filing form is needed, it will be supplied at the time
the established form is set up, This filing form will be recorded in the
machine authority file and the machine will supply it whenever it is needed,
Thus, filing forms need not be supplied for established authors and subjects,
except at the time at which they are established. w

In certain cases 1t may also be necessary for the cataloger to enter
a special printing forn.. This is used when it is desired to have one form
for printing and.a different form for searching by the machine., An example
of this will be given later in the discussion of the "date' element.in the
mode1 catalog worksheet which is described below, :

. There will be cases in which it will be desirable to divide the
element into subelements, One purpose of this subdivision is to-allow the -~
use of headings.combined with subheadings without separately establishing
every heading - subheading combination on the main authority file., Another -
use is-to allow an element to be divided into portions, so that only a
portion of the element need be printed if desired or so that one portion
of an element can be printed in a different type style than another portion. ..
A third use is to mark off portions of an element which have special signifi-
carice to the program which interprets the filing rules. This division is /- -
accomplished by use of special symbols which will be called element sub= ©
dividers, Thus, an. element subdivider can be used to distinguish the main
portion 'of a subject heading from the geographic division. A subdivider :.
can be used to divide a title element into title and title extension., It-
can be used to separate the established part of an established series title
from the porticn whi:h gives the issue number., ‘Element subdividers can ba-
used to divide an established name into portions such as honorary title- .- -
and date, '
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CATALOG WORKSHEET

N.C.

Item Number (LC Card No) 01 Classmark 02 Second Classmark

03 MAIN ENTRY STATEMENT (Except Title Main Entry) <A,C,CF,G,N,P,S,Uy ) , X

04 CONVENTIONAL TITLE <N

~cv oe v sdat It

05 TITLE STATEMENT{M,T)y

06 “EDITION STATEMENT

07 PLACE OF PUBLICATION 08 PUBLISHER )
09 DATE OF PUBLICATION ’ 10 Second Date C;0,T,U
11 PAGING _ 12 ILLUSTRATION <I,MA,MU> 13 SIZE

14 SERIES STATEMENT <N,T)>

15 NOTES

16-19 Tracings ’
Element -
Number {Description) , HEADINGS

1

3

3 20 LANGUAGE 21 Second Language {T D G?

E 22 PHYSICAL FORM : 23 BIBLIOGRAPHIC FORM -
BK_BR MA MC MF MM MO MP MS MU PG PH PT TR TY _ AN DD GP PB SE TB TX
g 24 BIBLIOGRAPHY 25 COLLECTION CODE

FIG. 1 A MODEL CATALOG WORKSHEET

e PR et
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A Model Catalog Worksheet

The computer system is designed to accept a wide variety of catalog
- worksheet formats with any number of elements in any sequence as long -
as the structure of the individual elements is governed by certain rules,
The general structure of an admissable catalog worksheet element will be
given in the following section. This general structure accommodates a
very wide range of requirements, However, in order to make clear the
use of the catalog worksheet, a specific example will first be given, A
model catalog worksheet will be defined in which specific decisions have
been made about the elements to be included in the catalog worksheet,
--about. the -precise structure of each element, and about all allowable
codes, In examining the worksheet and the data which it contains, it
should be remembered that this is an example and that the use of the
_computer system is not restricted to the types of data or methods of
Adata entry presented in the example. ‘

" The parts of the catalog work sheet (see fig, 1) are considered in
" this discussion in normal page order, 1s e., left to right and 1ine by
line beginning at the top. .

The first box at the upper left hand corner will always contain the
initials CW., This stands for Catalog Work sheet and is‘used to differ-
entiate this form from others used in the system, such as an Authority
File work sheet. No information is entered in this box.

S In the second box one of the two 'letters which appear above it
should: ordinarily be entered - N{NEW), or C(CHAHGE). N(NEW) represents
“the ordinary instance of an item being éentered for the first time into
_the system, C(CHANGE) is used to. indicate some form of recataloging,
such as adding additional information (successive volumes of a book set),
deleting any part (but not. the whole) of *he bibliographic record for an

.z item, or:correcting errors, - (In order to delete all of the bibliographic
record for any single item," the Delete Notice should be used)

One other entry can’ be made in this box under special circumstances.

If an item has already been cataloged without the aid of Library of

. Congress copy and Library of“Congress copy is received later, the machine

will print out a proof sheet showing the' content of the Library of

Congress copy. If the cataloger decides to change the cataloging to conform

to the Library of Congress copy, then he can either enter a normal change

worksheet marke. "C", writing in only those elements which he wished to
change in accordance with the Library of :Congress copy, or he can enter
~ change worksheet marked "L", This means that he wishes .the Library of

Congress copy to supersede the previous cal. og record entirely, except

for any changes noted on the catalog worksh:2t, When the code "L" is

used, the changes on the catalog worksheet ..re regarded as changes to the

Library of Congress catalog record, rather than as changes to the locally

o:epared catalog record

¢
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Item number (LC card no.): This number is the unique number assigned
to each item represented in the system. Whenever there 1s a Library of
Congress card number available for the ite:x being cataloged; the item number
will consist of the LC card number, In case there is no.LC card number
available when the item is cataloged, an arbitrary number will consist of
special symbols (to be decided). - :

To change an item number, enter tne new number 1mmediately arter the
old number, separating the two by a comma, 2 * ) '

s

01 CLASSMARK. The classification number to be ueed is entered here,

Whether the LC or Dewey number is to be taken as given on the LC re-
cord will depend on the individual library’s policy. ,

)

02 SECOND CLASSMARK.

May be used for an additional classification number if needed, -such
as additional copies in other locations, or a single item in bound and -
microcopy form. May also be used by a library desiring to retain both
Dewey and LC classification in its record.

03 MA" ENTRY (EXCEPT TITLE MAIN ENTRY).

The main entry, except title main entry, is entered here in the
exact form in which it is established or is to be established, Genera- .
tion of a catalog entry will occur with this form used as its heading.
This form will also print in main entry position of the body of all
catalog entries generated for the item. :

Only established names are allowable in 03, Therefore any name
entered here must have been previously established, or must be established
on an authority file work sheet entered. along with the catalog work sheet
by checking "N" on the work sheet, If "N'" is checked on the catalog work
sheet, then one of the codes described below must also be checked.

The codes used to describe tne‘main entryrstatement may be chosen to
suit the particular needs of the user library, or they may be MARC codes.
A set of codes discussed by the Working Committee are the following:

A - anonymous classic

C - miscellaneous corporate.body

CF- proceedings of a conference or symposium
G - government agency

P - personal name

S - society or institution - .

U - uniform heading

Several codes can be checked for one main entry statement if they
apply. For example, the proceedings of a conference sponsored by a
government agency might require G, CF as its codes,

Subheadings, filing and printing forms may also be entered for the
main entry statement., Element subdividers can be used with the main entry

statement, as described later,




oa CONVENTIONAL T:TLE.,;f‘

: The established form of the conventional title 1s entered here;
this is -an established'element and maw be established for the first
time,by checking "N" i

: i £_~.s._...._... ’-*.M‘" " w_'.._.i...-,..”ud..’.:‘.:,.t'--, Ld .. -X: u e
*L As a. result of proper coding of .output control notices, the

ZZ;55;;7‘7 :&fi conventional title can appear in the catalog as a subheading to the main
8 e t@ntry, and can'be printed;in the body of the .entry surrounded[: brackets.

}N

b | \05 TlTLE and’TITLE EXTENSION.nyNfV.izi”“”‘"'

IRCERY Allnpartsaof the title up to but not including the edition statement
e are.enteredfhere.' This(is s non—established element and will be used only
- for~p nting. . No.title, entry will be; _generated unless the "T" or "™" is
: checke ,checkingtPM" will .cause. the _generation of a title main entry(in

thisacase‘the main entry ‘statement, 03 will be left blank); a checked "T"
"will ggnerat ; added entry*under the title;- :The element subdivider,
Jfl' is place between the title to: be traced and the title extension.

b4

Y 1.5-.r.

‘tatementﬂas it is to appear in the catalog is entered

[N LI
O N

RN s by, - b -

”}place of.publication is entered in 07, the publisher is entered
hey .both ‘ These are non- -established

0 A
S"’ *, s, e 1y w0t Lo Yo

Wt In,Case of a’ complicated imprint statement which is not easily adapt-
' w able to entry in elements 07 ‘and 08, the information most appropriate to
these elements 18 selected and entered in 07 -and 08, and the rest of the
imprint statement is entered as part of the notes in element 15,

z

L New York, Harper & Row, PubliShed for | tne Humane Soclety of
| x?&ﬁll B°8°ta’ New Jersey.~

f” enter in 7' New York o i;t—T:
enter in 08:: . Harper & Row w'f L
enterfin 15{1 Published for the Humane Society of Bogota, New Jersey.

s

R T . P T

L2
g
4
y
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05 DATE, 10 SECOND DATE

The date of publication (or the date as specified in the appropriate
catalog rules) is entered in 09, If the rules call for a second date, it
1s entered in 10, The dates are non-established fields, but will be
written in standard date format so that searching, retrieval, and f£iling
may be done on date,

The second date, when used, may be described by checking the appro-
priate box in element 10, The following codes are used:

- copyright date

original publication date (item is a reproduction)

- terminal date (second date of multiple publication date)

- upper Ilimit (second date where one or more of the digits in the
imprint date 1s missing. See example below)

cHOO
!

If the date of publication is not known, both elements are left
blank. An example of the use of the above codes is as follows: Imprint
date has one or more digits missing.,

t W DATE IJ0OSECOND DATE
/
1800 \Es -.§> <c 0 Tw> 1899

The date that will be printed in the catalog is enclosed in brackets
in element 0%, namely 18 - -, For searching purposes, the program will
consider the date to be in range of 1800 to 1899.

It is not intended that the second date be printed. Printing will
be done from element 09, The procedure then is for the date of publica-
tion to be entered in 09, any second date in 10, and a printing form (com-
bining the information contained in 09 and 10) after the date in 0%2. For
example, a book published in 1966 and copyrighted in 1965 will be entered
in the following way, if it were desired to print both dates:

OC DATE IOSECOND DATE

1966 <1966 [c 1963> <¢ 0T U> 1965
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11 PAGING.

The pagination statement as it is to appear in the catalog is
entered here., This element is not established and will be used for

printing only.

For non-book materials the statement takes on a different meaning,

.such as frames for filmstrips, etc.

. 12 TLLUSTRATION. |

The illustration statement, 4 non- established element is entered

-here as it is to. appear in the catalog. In order to describe particular

features of the illustrative content for searching and retrieval, three
codes are; allowed, The appropriate codes should be checked

1 -illustrations
MA -maps-
MU -music

e P
-

"1t should be noted that any library desiring .a more -extenslve coding
scheme. can increase the number of description codes allowable -for any

~,¢ elmnent by. simply adding them on the input control notice and preprinting

™

them on the catalog work sheet.,
‘13 size.

The size of the item being cataloged, as it is to appear in the
catalog, 1is entered here, For non-book materials, the element can take
on a different meaning. For example, for phonO-records, the size could
represent the numper of revolutions per minute =~ 33, 45 or 78,

14ﬁSERIES.

The series statement as it is to appear in. the catalog is entered
here. This is an established element; any non-established series should

‘ 'be preceded by the,lx symbol which will serve as a signal to the computer
‘program ta -omit the authority file check. (In general, this symbol

is used to signal the computer that non-established data has been written
in an element that is normally established.) If the series is established
then the established form should. be entered in 14. A new series can be
‘established by checking "N'", The lf&symbol should -be used to separate
the established name of the series from any extension information such as
volume number -etec, ; N x :

1f the series is to be traced, check "T", and a series entry will
be generated,

R T B

ki e oo S P
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If more than one series is to be traced, enter the principal
series in 14 according to the above %instructions. The other series
should be entered as notes in element 15, nand again as elements 19
so that they will be traced. '

15 NOTES,

All notes, including bibliography as called for in the catalog
rules are entered in this non-established element., As noted above, all
multiple series will also be entered in the notes element. (Along with
complicated imprints).

16 - 19 TRACINGS.

There are four types of tracings that can be entered here and
they should -be listed in the following order,

1 16.- all sudbjects (including names used as subjects) _

] 17 - name added entries (suthors, editors, translators, ‘etc.)
z 18 - title entries (in addition to element 05)

X 19 -

series entries (in addition to element 14)

: There may be more than one entry for each of the elements and they
1 should be numbered -1, -2, etc, For example, three subjects to be

traced would be numbered 16 -1, 16 -2, 16 -3, in the element number :
column,
16 SUBJECT

This is an established element and the established form of the
subject heading should be entered here. If the subject is now béing
established "N" should be entered in the description column, Names may
be used as subjects, and described with the same codes used for eiement 3
03. These codes should be written in the column headed by (descriptioq>' E
immediately following the '"N". Each code is separated by a comma, Topical
subjects will be described with the code TS. Once an item is established,
there is no need to enter the description codes since they will be carried
on the authority file and supplied when needed. The use of codes is
called for only when establishing a new subject,

TP VR PR
badadhaibmdtonisorr e sy b B

Filing and printing forms can also be entered in 16 when establish-
ing new subjects.,

Dl et o H L i A NG

Element subdividers can be used with subject headings, as described
later.

R AR T A T T TR SRS
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17 NAME ADDED ENIRY.

Thig is an established field and only the establighed form of the
name should te entered here, ' If the name i8 now being established enter
an '"N" in the description column immediately following the number 17.
Description codes (the same as the codes in element O3) are entered in
this column after the N.and each code is separated by a comma., Filing
and printing forms may be used here, as well as element subdividers.

18 TITLE ADDED ENTRY.

If an item calls for more than one title entry, the principal title
1s entered in element O5 with a checked "T", and each subsequent title
is entered (following the subject and added entries) as an element 18,
This is a non-established element and will be used for printing only,

19 SERIES ENTRY

1f more than one series is to be traced, the principal series is
entered in 14 with a checked "T';.the other series are entered as notes
in elemept 15 and then entered again (in the form for tracing) in elements
19. As in 14, this is an established field and all extra information,
such as volvme number, should be preceded by the éf& symbol, Any non-
established series entered here must be preceded by the 42{ symboi, as
with element 14,

A series can be established in element 19 by entering "N" in the
description column,

20 LANGUAGE, 21 SECOND LANGUAGE

The language elements are established - codes will be entered in
elements 20 and 21 ~ and will be used for searching and retrieval purposes
only. Neither the languages nor the codes, are intended for printing in
a normal catalog record. However, they can be printed if the proper entries
are made on the output control notice,

The code for the principal language is entered in element 20. If a
second language is to be designated, its code should be entered in
element 21 with one of the following symbols checked?

T - translation; 21 will contain the language in which the work was
originally written, or muitflingual, as in the case of anthologies,

RS S

gt e A S i A e

o
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D' - Dictionary; if oncty 2 languages are used, they will be entered
in: 20 and 21. If more than 2 languages are used, 20 will
contafn the principal language andimultilingual will be entered
in 21.
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language will be entered in 20, and the language being studied
wiLll be given In 21.

If the item is not a translation, dictionary or grammar, and a
second language is used,, no code need be entered.,

22, PHYSICAL FORM.,

The code which best describes the physical form of the item being
cataloged should be checked. The following codes are provided on the
model catalog worksheet, but may be modifified by the user library.

BK - book or pamphlet

BR - broadside

MA - map

MC - microcard 9opaque; approx. 3" x 5')

MF - mdcrofiche (transparent; size may vary;)

MM - microfilem (transparent; on reels)

MO - motion picture

MP - m:lcroprint (opa.q_ue; approx: B x 8'%):

MS. - manuscripts
MU - music (scores)
PG - photographs
PH - phonerecord
PT - phonotape

PR - print

TY - typescript
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23 BIBLIOGRAPHIC FORM

The code which best describes the bibliographic form of the item
being cataloged is entered here. The following codes are provided on the
catalog worksheet:

AN - analytic

DD - doctoral dissertation
GP - government publication
PB - picture book

SE - serial

TB - trade book

TX - textbook

These codes are only samples of what might be necessary for coding
bibliographic form. The Library might decide that it is unnec.:ssary to
use all these codes, and 1imit the choice to monograph, serial and govern-
ment publication, .

24 BIBLIOGRAPHY INDICATOR

If the item contains a bibliography, an "X" is entered in element 24,
Otherwise it is left blank.

It shculd be noted that any library desiring to code different forms
of bibliography can do so by printing the codes in element 24 of the
worksheet and providing the information to the input control notice.

25 COLLECTION CODE

The codes entered here will be symbols standing for various locations
in a library or system, or for significant collections in the sense of gifts,
bibliographic entities, etc, Each library or system will list its own set
of collection codes to be entered here.

All collection codes are established and are all entered in one
element separated by the f4Xsymbol. The output control notice will in-
a

form the computer system nd where the codes are to print in the
catalog entry.
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The- General Catalog Worksheet

The first three portions of the model catalog worksheet are required
by the computer system. These are:

The Worksheet -Identification CW
The Change Type N, C, or L
The Item Number

On any worksheet used with this system these three portions must be
used exactly as described for the model catalog worksheet, The remainder
of the catalog worksheet consists of a sequence of elements. There may
be any number of them in any order. Thus, once the rules which govern
‘the structure of an element of the catalog worksheet are given the rules
governing the structure of the entire worksheet atre known. o

. The central feature of the input design is the fact that to the

" computer programs all elements are alike. The input edit program is
designed to read from paper tape, edit, and transcribe to a high speed file
(magnetic tape or random access storage) the catalog worksheet elements.
One program will accomplish the edit and transcription for all elements,
whether it is the notes statement or the short coded physical form element.
In other words, there will not bée a separate program for each element; a
general purpose input routine, under direction of the input control notice,
will edit and transcribe each element.

The input control notice, describing each element, will be coded by
the library just once and will be held in the computer system, The
instructions for coding the input control noticey the various possible
codes, and the relation of the input control notice to the standard element
of the catalog worksheet are given in a later section.
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The general element of the catalog worksheet will now be described,
It will be seen that all of the elements of the model catalog worksheet
can be constructed by selecting the proper options provided for the
general element, It will also become evident that a very wide range of
catalog data requirements can be met by options available for use with the
general element,

The general element is made up of-four parts:

1, The element divider,zﬁk, a special symbol is punched by the
typist before each new element. This symbol is necessary for machine
recognition of the start of a new element. The zé& symbol need not be
pre-printed on the catalog worksheet; instructions for automatically
punching this code should be included in the instructions to the typist.

2, The element number,-a unique identifier, follows the element
divider., Each distinct piece of data, such as author, title, etc. 1is
entered into a separately numbered element, There may be more than one
element of the same type as in the case of subjects, multiple series,
etc., and each multiple element will bear the same number as a prefix,
followed by a dash and unique number. For example, if there were three
subject entries and the element number for subject were 16, then the
three entries would be numbered 16-1, 16-2, 16-3., The model catalog
worksheet allows 25 different elements, to be numbered consecutively
from O1 to 25, However, the system allows either twc numerics or the
alpha character to be used as element numbers., A litrary might decide,
for example, to mnemonicaily code certain elements - A for author, S
for subject, etc,, or might not want the elements to be consecutively
numbered. The element numbers, one alpha or two numeric, and their
order of appearance on the catalog worksheet are completely arbitrary;
as long as they are properly described on the input control notice.

There are two more possible variations to the form of the element
number,

2A: There may be certain elements (such as bibliographic form in
the model catalog)worksheet which are of fixed length, and contain one or
two character codes only, Keyboarding time would be saved if an element
divider and number did not have to be typed before each of these elements,
The typist would record the codes for all the fixed 1-~-“h elements in a
prescribed order on the worksheet, without any divide-. ~r numbers before
the elements, The input control notice would carry ¢ . indication that
the corresponding elements are not divided, and would define the length
of each element. The computer program would use ..ais information to divide
the elements and insert the appropriate tags.
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 1f, for example, a worksheet were designed where elements 20 and 21

were 2 chardcter codes, 22 was a one-character coded element, and 23 and

. .24 were_ 3 charaétérs,,;ben,;hg;input:cpnttol;ncticerwquid be .coded in the
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... . .2B:. Certain elements of. the worksheet are iised-with . .almost’ every
- item cataloged. If these elements are punched consecutively, and con-
'-‘SQQQ;iveiglement-npmbexsyaregused.fonﬁthesewelements;dthen£1t is not
. necessary. for the element numbers- to be keyboarded,: ‘ The:computer can
. automatically assign consecutive element:numbers.. ;. Each element:'must be
. .. breceded by an element divider. . If gie of the :elements s rot used in
" .cataloging an item, then an extra elementrdivider must .be :punched. : This
.i-8ignals: the computer to _.skip one number in the element number.assignment.

- 7

S .
- P B - - " -~ s R A S T R
LEL O S WIS R VGAr RIS B A s

: - If. this option is used, all of the-elements keyboarded: in this way
must be at the beginning of theé worksheet;. and. the first: of these elements

- must have the number 01, - The input. control notice:will, be coded to in-
dicate :that this option is. being ueed:.and to.show the number- .of :elements
at the beginning ofuthg,worksheetuthat;are,trgatedain<this;Way;a¢ '

B -

.3 ;Immediately followingxthe;élemegt;numbersrorgfpllowing~tﬁex S
element mark if the element number isrgot_explicitlygkeybpardedg are any
special codes used with the element. These.codes are sutrounded. by. -~
~angle brackets - <?odes)'¢ The presence of the angle brackets tells the
computer system that.codes have.been entered, If-codes are not used,
the angle brackets need not be present. The codes are of variable -length,

- They are alphabetic, numeric, or a combination. If several codes are

* - -~ - <«

-

i -entered, they. are geparated by -commas, , ... -~ i~ «,.

? o Two kinds of codes are-usable,. - Indicator codes” signal.the computer
I “that some type of processing action-is, to. take place: in connection with

§ .the element, Description codes give some characteristic of the element,
§ . Four indicator codes.are specified =: "N for. "neéw"; "I".for "trace",

: )"K' for "do. not-trace", ™" for "main entry".: Specidl programming would
: .. ;be required to provide additional .indicator codes; There:is no limit on
1. * .. the number- and, kind: of description.codes-{except-that the letters N, T,
5‘:,  - M and X cannot be used for description: codes:since -they: are used for

| I indicator codes).

4

N The indicator code "N" is used orily in connection with established

; elements. If an element has beeén designated by the input control notice
%"‘ " as an established element, and if a new form is to be used in this element
§ o in connection with the cataloging of an item, then two options are avail-
. , able for the establishment of this form.

I '
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The indicator code "N" is used only in connection with established
elements., If an element has been designated by the input control notice
as an established element, and if a new form is to te used in this element
in connection with the cataloging of an item, then two options are avail-
able for the establishment of this form.

An authority file worksheet (described later) can be enterad to establish
this form, or the form can be entered on the catalog worksheet along with
the indicator code "N', 1If the latter option is taken, the computer
system will accept the form as valid and will enter it onto the ccmputer
authority file,
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. Filing Form and Printing Form

' As noted above, provision is made for the cataloger to enter a
special filing form in the case where alphabetic sequencing or programmed
filien rules will notapprop*iately file the catalog enrrv.

e When a filing form is needed the cataloger will enter it immediately
following the statement, field of rhe element enclosed in brackets:
<sf111ng fcrm '« In the statement Fleld will be entered the appropriate
iting marks (described below) indicating whick words are to be disrvegard-
..~-€d and where the new filing form is to be inserted. If the statement field
- ds’ to be completely rewritten in the filing form field, then no marks are
entered in the ste tement and the filing form is precedea oy the & symbol,

.g.<iafiling form. - W

.. The editing symbols ‘arc used to give the following’ instructions to
the computer.

f"] Everything between these brackets is to be disregarded 1n
~ . filing. .

\L, At the pcint where this symbol appears, insert the information
shown in the filing form field, When it is used as the first
character in the filing form field, replace the whole statement
with che inforiation shown in the filing form fleld,

r'\L, Replace the information between these symbols by the informa- vy H
tion given in the filing form field, If several forms are IR
entered, they are to be inserted in the sequence in which they
are given in the filing form field: successive insertions in
the filing form field are separated by the symbol, .

. Here are some examples to illustrate the use of filing symbols end
‘filing forms:

1) Any information between these marks [ Jwill be disregarded in filing.

Cruise 0'Brien, Connor, 1917~ ed.
fThe] shaping of modern Ireland.
‘Files as : SHAPING OF MODERN IRELAND

Duverger, Maurice, 1917~
' [LeQT institutions francaises,
Files as : INSTITUTIONS FRANCAISES

Garcia Gallegos, Jos¥ 8.
El] campo de los muertos,
Files as ¢ CAMPO DE LOS MUERTOS

" Nota: Ali examples given under (1) would be rendered invalid 1if
it were a part of the programmed filing rules of thes computer
to disregard, in filing, all initial definite articles,. In that
cage a provision should be made to allow the cataloger to negate
the rule whenever the article is to be included in filing,
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2) Any information between these marksl ¥will be replaced by the
information entered in the filing form field at the end of the
statement,

Mentze, Ernset, 1896- ad.

3 r54a r. {em) [in Danish]
3 Fliles as : FEM AAR

v 3 . Duverger, Maurice, 1917- , ,
g TLa VIed Repiblique et le regime presidentiel, {Sixieme)
Fiisg as : CSIXIEMF REPUBLIQUE ET LE REGIME PRESIDENTIEL.

0'Brien, Michael Sogeph, 1570-
1 T The McCartyswof 0ld Virginia,{MacCartys)
8 Files as : MAZCARTYS CF OLD VIRGINIA

Sheridzn, Qichard Brinslﬁy Butler, 1751-1816.
st Patrick's day. <Saint)
Files ag ¢ SAINT PATRICKS DAY

C!'Brien, Denis R,
"3 rThe7 Centenary of rRev:&Sylvester Malone, (Reverend)
A Files as : CENTENARY OF REVEREND SYLVESTER MALONE

3 Lee, Robert Corwin, 1888~
N [Mr o Moore, [Mr. McCormack¥ and the seven seas!@listez\i’Mister
2 MacCormack)
Files as : MISTER MOORE MISTEi. MACCORMACK AND THE SEVEN SEAS

? 3) The entire statement will be replaced by the information entered
"3 in the filing form field when the symboly is used as the first
4 character in the filing form field. (No symbols are used in the
3 body of the statement)

3 Perkins, William, 1558-1602

- The Workes Of That Famovs And VVorthy Minister Of Christ in

3 the Vniuersities of Cambridge.'<4wbrks of that famous and worthy minister
; of Christ in the Universities of Cambridge)

; Files as : WORKS OF THAT FAMOUS AND WORTHY MINISTER OF CHRIST
=%‘ IN THE UNIVERSITIES OF CAMBRIDGE
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The filing form will be followed, when necessary, by the printing
form which is also enclosed in brackets - {printing form) . A printing
form is necessary if an element is being established on the work sheet,
and a code is to be used for the established form. The nprinting form muet

A=A AR g S Lk X LR~ - —m -

then be entered on the work sheet and the computer will enter the printing

' form on the authority file along with the established form. It may be

necegsary to write a printing form in cases where the title page of the item
being cataloged does nct contain the information in the way the library wishes
to record it, In this case the printing form will contain ]brp,ckets to
indicate that these words weré not derived from the title page,

The printing form will follow the filing form and will be recognized
by the computer as the second field with( )br;ackets'.j If only cne bracketed
part 1s present, the computer will distinguish the filing form from the
printing by the presence or absence of the ) symbol in the statement field
or in the brackets, If no.},symbol is present then the bracketed words are
the printing form, =~ *° = = ' ' ’ e -

PR TR
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The Use of Special Symbols

This section summarizes the rules for the use of special delimiters
and control symbols on a catalog worksheet designed for use in the
computer catalog maintenance system,

Normal Delimiters

There are two delimiters which are used in normal circumstances teo
mark off portions of an element, These are:
: Rt
“ i
g ZL -- Major delimiter ]
VoA - Minor delimiter ;

1f major divisions of the element have been set up by means of
the‘4iksymbol, then subdivision within a major division can be carried
out with the -7 symbol, However, in addition to this logical distinc--
tion, there is a functional distinction in the use of the symbols,in the
computer system, Delimitation of a sub-elenent by means of the LA
symbol allows the use of certain built-in features of the computer system
on that sub-glement; that is, if a portion of an element has been marked
off with a Zf symbol, then:

1. That portion of the element can be checked against
the niachine authority file independent of other portions
of the element:

2. By appropriate indication on the output control card,
that portion of the element can be printed separately:

3, By appropriate indication on te output control card,
that portion of the element can be excluded from the in-
formation that governs the sorting sequence of entries, or
can be included in the sorting sequence in any position,
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Since the J{ is not recognized in any of these automatic functions,
it would be necessary to do special programming in order to actually use
information that has been marked off with a [Jg. This would take the form
of a separate program or a special routine entered into the general purpose
computer system., The principal anticipated uses of the 1] symbol are:

1, To mark off portions of an established form which a specially
prepared filing routine will have to recognize:

2, To mark off portions of an established form in anticipatl on of
the use of a special program to carry out special searches on these portions:

3. To mark off portions of an established form in anticipation of
the use of a special routine to vary the typography of these portions.,

For an established element, the A symbol always marks the end of the
established portion of the element. Thus, if parts of an established form
are to be delimited, the II symbol must be used,

There are four reasons for which a delimiter might be used with an
element, These are:
1, To allow printing of a portion of an element separately from

other portions of the element, or to allow printing in a different type face:

2, To separately indentify a portion of an element for purposes related
to establishing the correct sequence of entries:

3. To allow extraction of that portion of an element which is the
established form of a name, subject or other concept, and to separate it from
other material which is not part of the established form:

4, To allow special searches on portions of an element,

Note that, as stated above, when theA delimiter 1s used, there are
built-in system provisions for accomplishing purposile)z)and 3. There
1s no system provision for purpose 4, even when the £)symbol 1s used. The
system is designed for the maintenance of a machine form cataleg and the
production of printed outputs; it is not designed for machine searches,

The purposes accomplished by means of the delimiters could be accomplished
by defining each of the delimited portions of an element as a separate element,
However, this can be awkward in some cases, particularly if the number of
such separate sub-element$is not predictable., The use of a delimiter 1is
found convenient in the case of names, titles, series and subjects.
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1f the name is given along with the relationship to the work, such
as, editor or translator, than a major delimiter can be used to separate the
name from the designation of relationship., Since the major delimiter terminates
the established form for machine purposes, the designations, such as translator
or editor, will not be included in the match against the authority file, and
this 1s what 1s desired. Within the name it may be desirable to delimit for
possible future refinements in typography, possible special searches, or
possible special programminy to be included in a filing rules program. If
this is to be done, than the symbol should be used to delimit each portion
of the name. For instance, current planning at the Library of Congress 1is
to include delimiters that would mark off the following portions of a name:
name, honorary title, date or other qualifier,

Within a title it ma& be useful to delimit three portions:
1, The short title:

2. The complete title; and

3. The title extension.

The;ZXdelimiter should be used for these divisions. This will allow
completely automatic system control on any of these portions. Since
frequently the short title and the complete title are the same thing, the
second of these sub-elements will often not be present, and it will Le
necessary to insert an extra delimiter to ma1k the absence of this sub-
element. Because of this, it would probably be more convenient to set up
the title as two elements. The first would be the title proper, with a
delimiter to mark the end of the short title if there is a short title. The
second would be the title extension established as a separate element,

The established series name is often followed by a qualifier such
as the number of the series, A Z. symbol delimiter can be used between
thegse portions,

With subjects the use of delimiters to mark the subject heading
into main heading and sub-heading portions can be useful, Whereas, it is
doubtful that this wouid be used for typographic purposes, it may be useful
for sorting, for special searching, and to allow certain sub-headings to be
established fudependently of the main heading. Generally, if the sub-
heading portions of a subject heading are to be marked off, tz I delimiter
shouid be used. This is necessary since the presence of the symbol marks
the end of an established form.
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However, there are certain cases in which it would be valuable to
use the Z\ for the subdivision., This is in the case of what has been termed
in the computer specifications "universal sub-headings.' These are sub-headings
which have wide applicability in combination with many major headings and it
1s desirable to be able to establish them once and to use them in combination
without establishing each combination. Such headings would be form subdivisions
and perhaps geographical subdivisions. 1In these cases, the subheadings should
be preceded by the L) delimiter,

The principal use of the Il delimiter will probably be in connection with
the delimitation within established forms., Note that in this case it is not
necessary to write the I symbol on the catalog worksheet if the form has
already been established, The l]symbols will have been entered at the time of
establishment, They will be carried in the machine master files, They need
not be used afterward on input worksheets. Thus, the I{ symbol in such cases
would only be used on the authority file worksheet; or if the establishment
of new forms from the catalog worksheet is permitted, they would be used the
first time that a new form is used on the catalog worksheet,

Exception Delimiter 4&

The input control notice contains information which tells the computer
which elements are established and which are not established, and which also
can tell the computer which portions of an element are established or not
established in the case where the/l delimlter is used to divide an element into
sub-elements, Occasional exceptions to the definition of established or non-

established elements or syb-elements can occur, To accommodate these, the
exception delimiter, the /A is used,

Theﬁ delimiter preceding an element or sub-element indicates that the
normal definition of its established or non-established status given on the
input control notice is to be reversed.

One use of this would occur in connection with libraries which catalog
individual articles and journals., In some cases the practice is to put these
under subject headings only and not to make an author entry. 1In this case
the information appearing in the main entry element does not generate an entry

and the pame is not established. Such a main entry element would be preceded
by the é

K Another instance could occur in connection with subject headings where
; it might be desired to include a non-established qualifier as a sub-heading to
an established main-heading, The input control notice would have indicated

3 that normally all portions of a subject heading are established., 1In this

E exceptional case, the non-established sub-heading would be preceded by a QQK.

-,
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k EE -changed entry 05 <’I‘> ]_Mr.\b Moore,er. McCormackJ' and the seven

 The computer will replace the original element 05 with the changed element j .
"”the remaining elements will not be affected,

31,

Making *Ch'anges 'ToL ‘The Catalog Entry

" To change an existing catalog entry, the catalog work sheet will be used
witn a "C" (for change) inserted in the top line following the identification
"CW", - The cataloger will enter the item number and eny changes in the correspond-
fng element, Except for changes to the codes (encloged in{ Ybrackets) the
complete element must be rewritten in order to change any field within the
element, The computer program will replace the element with the new information.
Other elements will not beiaffected.

For example, to~ change the filing for.n of a title, the whole element should
be rewritten: , A

N original entry 05 <T> [Mr. J/Moore, er J«McCormack and the ‘seven
Ce T "~ ", seasl <h’ister~LMister> A :
Mcoormack.will file under Mc unless a new filing form is inserted:

seas! gMister JMister MacCormack>

el

In order to delete an element the same procedure is used. The correct
“item number is entered in the appropriated position on the catalog work sheet-
-type C, and the delete symbol P is inserted following the element number to
be deleted :

original entry: 17-2 <P> Zola, Emile, 1840-1902,
deleted entry: 17-2 P

In this case the library had decided that it does not want to trace Emile
‘Zola as the second added entry, The P symbol entered in element 17-2 on the
-~ catalog worksheet will cause the removal of Emile Zola in the tracings field
" from all entries generated' for the item, and will also delete the added entry
-with-the heading Zola, Emile-editor.' "

In order to change a code only, the whole element need not be rewritten,
The new code should be entered within the brackets and the rest of the element
is left blank. The computer will retain the information contained in the element
and insert the new: codes. :

original entry: 05 <T> st Patrick's day. <Saint>

:  changed entry ¢ 05<X)
o X-no tracing~entered in 05 will delete the title entry.




32.

THEODORE STEIN

The ILaput Control Notice

The input control notice (Fig, 2 ) is coded for each element in order
to describe to the input edit programs certain characteristics of the catalog
record that are subject to variation depending on the worksheet design.,

INPUT CONTROL NOTICE
A

T - -
ELEMENT NO, SR Bty SEB) ARER™ aERNe oy VAL 5o
A = L=
= ]
PR = =
e = H
& | g
* [ =
" =1
* = V/\\£
e ————

FIG. 2

Preprinted in the top left is an I which identifies this form as an input
control notice., Two spaces are provided for numbering this particular control

notice to differentiate it from other input notices that may have been coded for
the system,

As noted above, it may save keyboarding time if the element number is not
keyboarded for those elements of the catalog worksheet that are usually present,
such as item and class number, author, title, publisher, date, etc. These
elements will be placed as the first elements on the worksheet, The input con-
trol notice has provision for entering the first element number that is to be
keyboarded. Immediately after the I and notice number, there are two spaces
followed by the A symbol into which the first element number to be keyboarded is
entered, The programs will supply the corresponding element numbers, as pre-
scribed on the input control notice until it reaches this specified element,
and will then expect the rest of the element numbers to be explicitly keyboarded,

B T i - -
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For each element on the catalog worksheet, one line of information
must now be entered. - :

In the first column the element number as it 1s written on the catalog
worksheet is transcribed. It can be entered in four different forms:

-
1e wo numeri

2. Any one alphabetic character (A-Z)

3. Two numeric characters or one alpha character followed by a
,description of the size of the element (in parentheses)

&,

B AU Example 1 03(1 4) - describes element 03 as the First four
characters

ExampleIZ:‘ B(12 13) - describes element B as the twelfth and ;
: " . thirteenth characters.

4, Two numeric characters or one alpha character followed by a period.
and consecutive numbers 1 - 99. This is used to give separate specifi-
_ .cations for each sub-element of an element. For instance, if elements
12.1 and 12,2 are listed separately, it is possible to specify one
_as.established and the other as non-established. TIf only 12 is
listed, then the specification holds for all sub elements.

L L T o 3L DB TSR

T R

The second column internal e-vment number-is used in case. it is necessary
.to create-compatible cataloging data from information previously prepared
. on different worksheets with different-elements, :

Zma xS e S ey i

.".f< A, ‘Separate libraries may have been preparing machine-readable catalog k
‘ files with different catalog worksheets and would now like to pro- :
7. cess: their data together. ‘ : ;

B.. A new element was: added to .the catalog worksheet and caused the
: renumbering of several other. elements on the new worksheet.

In both of the ‘above cases, the element numbers as they appear on the
new worksheet, should be entered in the first column, and the corresponding
- internal element numbers should. be entered preceded by an asterisk, in the
next."column, - s ~

N For example, if the 1library had been using 24 elements ‘and now created

- a 25th element that must be .inserted after element 18, then the new 19 would
be entéred. in the first column, the internal element numbér would be 25, and
the rest of the elements 20-25 would be entered in. the first column followed
by the old numbers 19-24 in the next column,
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Internal
Element No. Elgment No.
19 25
20 19
21 20
22 21
23 22
24 23
25 24

With this scheme, internally, all of the old elements would retain ’
their prior numbers (20-25 will be 19-24), and the new element 19 is labeled 25,

If the element is always to generate an entry, this information is entered
in the next column - 'M" for main entry, and "T" for any tracing. The programs
will recognize these codes, and cause the appropriate entry to be automatically
generated, unless an 'X", for 'do not trace', is entered on the catalog work-
sheet in the corresponding element,

There are instances in which it is convenient to use the major element
subdivider,Z& » not to indicate subdivisions of gn element but to mark off items
of information that are really separate elements., For instance, if the library
has several collections and if one item can appear in more than one of these
collections, it is convenient to designate g single element for collection
code and to enter all coliection codes in the space for this element, separating
the collection codes by the/lsymbal, These collection codes are not sub-
divisions of some larger entity; each is really a separate element, It is
necessary that this distinction be made to the computer system, becguse there
are some differences in the way in which the computer will treat the case in
which the;ﬁssymbol indicates a subdivision and the case in which it indicates
a separate element, The colump of the input control notice labeled. .'separate
element" is used for this purpose, If nothing is entered in this column, the

Zﬁsymbol delimits subdivigions, If S appears in this column, then, for the
element number 1ndicated,l§sdenotes separate elements, each with the same

: element number and with dash numbers assigned in the order in which the elements
1Y appear on the worksheet (e.g., 25-1, 25-2, etc,)

An element that is not established does not get an entry in the next
position., Two blanks will be recognized by the computer as a code for a non-
established element, If the element ig established, and on the main authority
file, 00 ig entered here, Any auxiliary authority file elements must have the
corresponding auxiliary authority file number entered in this column, For

instance, for the model catalog worksheet, the following numbers could be used.
for the auxiliary authority files: :

Ol1-language code
02-physical form
03-biblipgraphic form
Oh~-collection code

It may be necessary to do some gpecial editing of certain elemer. 2 before
generating the machine record,

Q
ERIC oo oo - .
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A two character code, used to identify the routine, is entered in the
next position, For the model worksheet, there are no elements that require
any special editing. However, if it becomes necessary tc program any edit
routines, they will be identified by a two character code (a table of codes
will be maintained in the’cbmputér):‘and entered on the input control notice,

The last entry on thetqéntrol notice is the list of fixed and valid
description codes and indicaters for each element, For the model worksheet
fixed description codes could be assigned as follows:

Degcription . . Element No, Fixed Descr, Codes
Conventidﬁal Title ; 04. : CT
Series - 14,19 ~ SR
Topical Subject - | ‘ 16 ~ TS

The fixed description codes are automatically entered on the authority
file by the programs for the specified elements when they are established
on a catalog worksheet,

The valid description codes and indicators for each element are entered
in the next column.

The tfsymbol following the element numbers and description codes, the
asterisk preceding the iriternal element number, and theZESSymbol following
the first element number to be explicit ly keyboarded are all necessary to
delimit variable length data from preceding and following fixed length infor-
mation,
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The Delete Workshee}:

In order to completely withdraw an item from. the catalog-a special work
1s provided which allowe the withdrawal of up to 50 itemc on one input

DELETE WORK SHEET

DW

ITEM NUMBER ITEM NUMBER

FIG. 3

DW in the top left corner identifies the work sheet as delete., The library
will merely enter the item number of each item to be deleted and the computer
will remove from the catalog files all entries generatad for the item,

e
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THE AUTHORITY FILE WORKSHEET

The meaning of the term "authority file'" as used here is extended
beyond the usual meaning in library work. Any element which must be
written in one of a number of predefined forms given in a iist is called
"established"., The list of established forms will be called an ''authority
file", Thus, the "language' element of the model catalog worksheet is an
established element. The list of established language codes maintained by
the machine will be called a language code authority file,

The authority files are also used for other purposes than the recording
and checking of established forms. The authority file procedurz for the
computer allows a code to be assigned to each established form. The code
can be used in cataloging and the computer will substitute the fully expanded
form in all printed output. The use of such codes in an element such as the
language element is not uncommon, Thus, the cataloger might write FR as the
language code, and the computer will supply "French" in the printed output,
However, the system also allows the use of codes with subject and name headings
This makes available the iiteresting ‘possibility of assigning codes to the
- 4 subject and name authority files, The cataloger could pick up the code when
v . he did the authority file lookup and could use the code on the catalog work-

: sheet.

PR RS

; The authority file is also used to supply a filing form for established
.1 forms and to retain descripticn codes for estabiished forms,

Two authority files will be maintained in the computer. The main
authority file will contain established subjects and names - personal and
3 corporate, and established forms for all subheadings that may be nsed in
2 combination with any main heading - the universal subheadings. The auxiliary
authority file is Intended for use with elements which are never used as
headings for catalog entries, but have been assigned established forms or codes;
for example, language, physical form, collection code, etc, 3

AN

The suthority file worksheet is used for both the main and auxiliary
authority files to establish new authority, make changes to existing entries,
and delete completely from the files,
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The following forms will be established on the main authority file:

anonymous classics
conventional titles
corporate names
personal names

series

subjects

uniform headinge
universal subheadings

The following forms will be established on the auxiliary authority file:

bibliographic form
collection code
language code
physical form

As described above, new authority can dlso be established using a catalog
worksheet, However, this is true only for a mdin authority file, A universal
subheading or an auxiliary authority file éentry must be established with an
authority worksheet, The use of the catalog worksheet for establishing new
main hedadings is also limited to the case where the authority entry does not
call for any notes, public or cataloger, and it does not carry any cross-references-
see or see also, In the event that thére is a need for notes or cross-references,
an authority worksheet must be completed.

Fig, 4 is a sample authority file worksheet.
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AUTHORITY FILE WORKSHEET

FOR SUBHEADINGS ONLY

N
c File No.
D S, Q P H
No e[Partial No
AF Sequence{ Heading |Heading

ESTABLYSHED FORM

1.

FILING FORM

2,

CODE

DESCRIPTfON CODES

CATALOGER NOTE

5.

PUBLIC NOTZ

CROSS REFERENCES: See, See Also, See From, See Also From

S-SA-SF-SAF | Cross Reference Identification

FIG. &4
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AF will be preprinted in fhe top left and classifies this input as an
suthority file worksheet,

If a new entry is being established, "N" is entered in the space
following AF., If an existing entry is being changed, "C" is entered in this
space. To delete any entry completely from the authority file, "D" is
entered in this position.

- The next position is used to identify the type of authority file entry.

) If the worksheet is establishing an entry on the main authority file that

may be used as a universal subheading, then an "S" is entered in this position.

If the universal subheading is to be separated from the main heading by a

comma, then & comma must be written following the'S", If a dash is to separate
the headings, the the "S" alone ghould be written, The program will automatically
insert the dash in place of the Asymbol which is written on the catalog work-
.Sheet,

.
, o

i3 Y St cssanen AR
e "

If an entry to the auxiliary authority file is being established, then
a file number must be inserted in this position. This file number will inform
the program which auxiliary file to search in order to match on the authority file.

For instance, for the model catalog worksheet, the following file
numbers could be used:

. ' language code a1

physical form 02

1 ibliographic formO3
Bl collection code 04

The next 3 boxes, top row to the right, are to be used cnly for certain
universal subheadings, when it is desfred to override the rules set down in
the output control record,

[, 3

1. In some cases it may be desirable to establish a universal subheading
vhich will not affect the filing sequence of the heading-subheading combination;
filing will be based on the main heading only. In this case a "Q'" is entered

in the box labeled NO SEQUENCE,

For example, a library might establish certain designations (qualifiers)
such as tr. for translator, ed. for editor, etc. (these are not true subheadings,
but are established wl th the same mechanism), and would want these designations
printed in the tracings, but would aot desire to group all translator added
entries together, all editor added entries together, etc,; a Q entered in the
first box would accomplish this, The designation would print in the entry,
but woild not affect the filing.
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(Note: Additional means of controlling the effect of universal sub-
headings on sequence will be described in the discussior of the output
control notices,)

2. Tor book catalogs, the general rule will most likely be that each
new heading-subheading combination will print before its entries. How-
ever, the library might decide for a particular subheading to repeat only ‘
the universal subheading. In this case a '"P'" is entered in the box i
labeled PARTIAL HEADING. 4

For example, geographical universal subheadings might be treated in
this fashion; only the geographical subdivisions would print instead of
the whole heading-subheading combination.,

EDUCATION
- FRANCE (followed by entries)
- GERMANY " " n
- SPAIN " " "
etc,

3. For certain subdivisions or qualifiers the library might decide that
no heading should print at all., 1In this case an"H" is entered in the

box labeled NO HEADING. The example cited in number 1 above - the use of
designations such as translator, editor, etc,, might apply here. A
library might decide to use these designations ior retrieval (or perhaps,
grouping), yet not desire to have any part of the heading print at a
break in sequence. All entries for "~ particular main heading would

be printed in designated seguence without any reprinting of the heading
or subheading.

If the subheading is not to be included in the sequence (Q), then
it is obvious that it should net be printed as a heading. The program
will automatically assume that all non-sequenced subheadings will not
print, However, there may be sub-headings that will not print (H), but
still be included in the sequencing of an entry. This information will
be carried on the authority file and suppliied to the programs chat prc-
duce the catalog entry headings. Sequencing and heading printing will

be suppressed for the cases in which the respectlve boxes have been ;J;
filled in., N
To ccmplete the authorfty file worksheet, the cataloger will enter § -

the estuolished form and approprinte information in elements 1 to 5.

Not all elements will be precent for allauthority entries. If an element
does not appl; to 2 particular authority entry, it is simpiy left blank.
After the five elements, the cataloger will enter any see, see also,

see from, or €22 2lso from references in the prescribed positions.
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‘ ‘ESTABLISHED FORY

: This identifies the authority fileeentry, " Here the cataloger will
_enter the exact form in which the heading is to be established and printed
in the catalog. In a system where authority information is not coded, the
established form will be used by the computer, to uniquely identify each
authority file entry., To. further identify an entry the cataloger may have
to enter. the heading plus some descriptive data such as "Sedgewick, Nathaniel -
Flephant Hunter I IR " :
, For auxiliary authority file entries - language, physical form, bibli.-
graphic.form, and. collection,. the established form is not the code entered
. on the\catalog worksheet.. The code is entered in’ element 2, described
'1below. For the established ‘form, the cataloger will enter the appropriate
printing form for each.of these codes,. " For example, ENGLISH for ENG,
*‘PHONORECORD for PH DOCTORAL DISSERTATION for DD etc.

The system allosw headings on the main authority file to be coded
also._ Thus, a library may use an approach in which each subject and name
_heading 1is ‘assigned an. identifying code which is printed in the authority
-file Iisting. The cataloger can then enter the identifying code on the
iy ;worksheet instead of entering the established form, The computer system
o will supply the established form on proof copy and on catalog outputs.

',1,_, | fflLING FQ’RM'i ",ff i

i

i I;AA ”
. :‘.":AWH’,A,
* :~ Af'.
—%?:L?
R
3{*{,

B As described in “the catalog worksheet discussion, t may. be necessary,
. at ‘time to ‘éenter & respelling of ‘the established form for filing purposes,
* For the authority worksheet, a separate element is provided for the filing

. form, . The .cataloger must enter a respelling of the established form in
A order to properly sequence the heading..

For example, if the established form were St. Francis, then in 03
the cataloger would enter Saint Francis.

A e

_ ;é. ‘/C6Dé;

. It is anticipa*ed that this. element will be used mostly for auxiliary
authority file entries. . “For instance, in connection with the model catalog
'worksheet the codes for lenguage, collection, etc, would be ‘entered here,
‘1f a library were to code the main authority file, then the established
code would be entered in this position, and the printing form would be
entered for the established form., In all cases of coded authority file
’entries the computer will search and match on the codes.

T . R .

A Y il - -
o . - . P
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3. DESCRIPTION CODES

In this element the cataloger must enter the description codes that are
used to appropriately describe the established form. The codes used here would
be the same as those used when establishing a new form on the catalog worksheet.,
In addition, some codes not used on the catalog worksheet would probsbly be
used here., For instance, in a system employing the model catalog worksheet, the
following description codes would be used:

A - Anonymous classic

C - Miscellaneous corporate body

CF - Proceedings of a conference or symposium
- Conventional title

- Government agency

Personal name

- Society or institution

- Uniform heading

Q
=i 7o B s I |
i

In addition, certain other description codes used on the authority file
worksheet would not be used with the catalog worksheet. This {s because these 3
description codes would be designated on the input control notice as fixed :
description codes associated with one of the elements, The machine would
automatically assign the proper description code to a new form established for
one of these elements. For instance, in a system using the model catalog
worksheet, the following codes not used on the catalog worksheet could be
used on the authority file worksheet

SR - Series
TS -~ Topical subject

When a divided catalog is to be produced, then it may be necessary to
assign description codes which restrict certain authority file headings for use
in only one portion of the catalog. This is only necessary if the same heading
1s to appear in two (or more) divisions of the catalog and different cross-
references or different notes are to appear in the two catalog divisions, In
such a case, it is necessary to indicate which authority file worksheet applies
to which catalog., To do this, description codes should be assigned which
Indicate the intended use of the information on the authority file worksheet.
For instance, suppose that a division into a subject catalog and an author
cstalog 1s made., A personal name could appear in either catalog. Suppose differ-
ent cross-references were to appear in the two catalog divisions. Then the name 4
would have to be established twice, once with each set of cross-references, 1
In order to distinguish which set of cross-references applies to which catalog, i
distinguishing description codes should be assigned. In the case under 3
consideration, one might assign: ;

. J - Used as subject heading
E - Used as name main or added entry.
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Note that this distinction need be made orily in tlie ¢ase in which
different notes or crosg-réferefices are to appear for the same heading in
two differénit sections of the é&talogs  In no othet case is 1t necessary to

_use these gpecial description codés, = - - 7o reet e _

&4, ATALOGER NOTE - - .- - - . .. oo ronnm e =

Rt IL IR P S |

Ahy information enteted Here 1# for uFe of the cataloger only. This-
note will be printed as part of the authority file listing, but wi11 not be
present in the public catalog. The cataloger will enter the note ‘as it is to
be printed in the authority file, i S AT i

5,. PUBLIC NOTE

¥

This note will appear in both the authority file 1ii§tmgqand 4n the public -
catalog. L et e e e ;

. i B
- P
. Pt <

S SEE REFERENCES

S \-' LT . - _‘i -
. ¢ Do

This element is vsed to- enter the seé references for‘an established form’

that will have no catalog entries under the heading, except the see references.
P tec A R e L RATTE :’*s o AP

If a See reference is: being set up, the cataloger will: enter the letter
S in the first colimh, Following this; the: eross-reference1dentifications
must be énteéreds It must be a fori already-established.oit the: main\authority
file, and the established forin that wak ehtéred on the authotity file: or -
catalog wotksheet; when this fofm was previously establisched, must now be
entered as the cross:reference idertificatioh, T

For example; in ordetr to estebliéh the fcilowiﬁg SEE rchrence.

z

Society of Rosictucians, ihc; SEE Societae rosicruciana iﬁ America.

”
3.

the cataloger makes the foilowing entries on the Authcrity File Wbrksheet'
Establisheéd foim: Society bf Rosicruciaﬁs; 1R,
Description code: S -. -
Ctoss referéiices: S Societas rosicruciana in Aherica.
(Note that under Description cdde, 8 stands for Sobiéty or. institution,
under Ctoss referericesy S stands for SEE referehce) . N

The above example assumes that when Societas roéicrucrana in America was

first established, ho SEE FROM treferenceé was miade for Society of Rosicrucians,
inc, Had the SEE FROM referetice been originally made; it woild have caused

the gutomatic generation of the SEE refereﬂce illustrafed above. ‘
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If more than cne see reference is entered for any one established form,
then the S elements are numbered consecutively by the cataloger wich dashes -
S-1, S-2 etc, 7o change or delete one of these cross-references, the cataloger
refers to the dashed numbers,

SA. SEE ALSO REFERENCES 3

This element is used to enter the see also references for an established 3
form, The cataloger will enter the letters SA. Following this, the cross-
referenced identification must be entered. The same rules, as described above
for the see retcrences, apply here,

When a see or see also reference is entered into the system, the programs
will automatically set up the respective see from or see also from entries (the
"from" entries will not print in the public catalog; they will appesr only in the
authority file listing)., However, there will be cases where the cataloger will 3
explicitly enter a see from and see also from cross-reference and the programs 3
will automatically generate the corresponding see and see also reference. This
is accomplished with elements SF and SAF.

»
B!

SF. SEE FROM REFERENCES

This element 1s used to explicitly enter the see from references for a 3
newly established form, SF is entered in the first column. 3

An explicit see from reference will be entered by the cataloger when
establishing a new form, to which previously established entries must now refer
with a see reference, The see from reference recorded in element SF for a 3
new entry will cause the automatic generation of & see reference at the
corresponding prior entry.

For example, 1f the library had already established a SEE reference
from ELECTRICITY, STATIC to ELECTRIC MACHINES, and was now establishing a new
subject heading ELECTROSTATICS which also calls for a SEE reference from k
ELECTRICITY, STATIC, then on the Authority File Worksheet for ELECTROSTATICS
the cataloger will enter, among other possible cross-references:

SF Electricity, Static

At this point, the heading ELECTRICITY, 3TATIC will read as follows:

ELECTRICITY , STATIC

SEE

ELECTRIC MACHINES
ELECTROSTATICS

A DA e A LA . i ol e T, e 1Y R g N R Tl e et
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SAF, SEE ALSO FROM REFERENCES

This element is used to explicitly enter the see also from references for
a newly established form. SAF is entered in the first column followed by the
cross-referenced established form,

An explicit see also from reference will be entered by the cataloger when
establishing a new form, to which previousiy established entries must now refer
with a see also reference., The see also from recorded in element SAF for a new
entry will cause the automatic generation of a see also reference at the corres-

ponding prior entry.

For example, when the library is establiéﬁihg‘for the first time the subject
heading INSURANCE, MARINE the cataloger makes the following entries on the Autho-
rity File Worksheet: - o

Established form : Insurance, Marine

Description code : TS :

Cross references : SAF-1 Contracts, Maritime
SAF-2 Insurance, Property.

This will cause the two headings CONTRACTS, MARITIME and INSURANCE, PROPERTY -
both of which had been previously establ'shed - to contain a SEE ALSO reference
to the new subject heading INSURANCE, MARINE,
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Use of Authority File Worksheet

As noted above, the authority file worksheet is used to add, change, or
delete an autbrrity file entry.

To establish for the first time a new entry on the authority file, an "N"
1s entered following the AF, and the rest of the sheet is completed.

To change an existing entry, & "C" is entered in this space, and any
element that is to be changed is entered in the appropriate space in its new
form. The computer program will enter the new element in the corresponding
element of authority file entry for this established form.

To delete an element, the "C" {s entered as above and the delete symbol P
1s entered under the element that 1s to be deleted. :

To delete an entire entry, a '"D" is entered following AF, and the established
form is entered. This is all the information that is necessary; the computer

will search the authority file and delete this established form completely from
the files,

In many cases, heading-subheading combinations will not need separate
authority file worksheets, As noted previously, the system allows the use of
heading combinations by establishing universal subheadings separately, and
entering the combination on the catalog worksheet with the divider symbollzx.

However, even in these cases it may be necessary to enter specific notes
(public or catalogrr) or see or see also references for this particular combina-
tion. When this is desired, the authority worksheet is used without any ''N"
or "C" entered after the AF, This field will be ignored by the program. The
input will be accepted as "new" or as a 'change" depending on whether or not
there 1s a matching record present on the file.

el Lo o

As the established form the cataloger will enter the heading-subheading
combination with the divider symbol Zl}separating the subheadings. The
notes or the cross-references are the oniy allowable elements for a heading-
subheading establisked form (when the subheading is universal).

T RS L LA 4

If a subheading is not universal, then a heading combination using this
subheading will be established on the authority file as one heading. For example:

RISV RTINS

BUILDINGS, PREFABRICATED
! MOON - TABLES

1 Though the combination 1is established as one heading, and authority file
’ matching will be done on the complete heading, it 1is still desirable to be
| able to search or retrieve on only one portion of the heading combination.

AT AT R NS TG 2T IR AN A ORI 3 LA TR
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To accomplish this logical division, the heading - subheading combination is
estabiished with the)J symbol entered before each subheading. The /T symbol

will serve as a delimiter onlv and the cataloger will enter all punctuation

for the h-ading-subheading combination.

BUILDINGS 2, PREFABRICATED
MOONLXy - TABLES

On the authority file certain see references will be flagged with a code
that will cause authomatic transformation of any LC headings thet will enterea
in this form. For example, LC uses WALTZES, subdivided by medium when possible,
e.g. WALTZES (PIANO), for music, A library specializing in the dance might not
find ue'.ul to indicate the musical medium in every dance score it catalogs
and might prefer to catalog all waltz scores under WALTZES(MUSIC) irrespective
of the instrumental arrangement involved. The authority file entry for the
cross-reference WALTZES (PIANO) see WALTZES (MUSIC) will be flagged to signal
to the computer that the LC form WALTZES (PIANO) is unacceptable and should
automatically be transformed to WALTZES (MUSIC).

In order to accomplish this transformation, the cataloger will enter "TR"
enclosed in angle brackets, (1&1) , immedi ately following the see reference
identification. Of course, if there is more than one see reference for this
heading only one may contain the <TR>.

The authority file worksheet can also be used to enter a ''do not establish
entry'" for use with LC headings that are not acceptable to the library. For
example, special collections such as Dance; Art, etc,, cannot accepi the broader
LC subject headings. In this case, the authority file worksheet is completed
by entering the established form in the identification field followed by the
letters "DNE" enclosed in angle brackets - (DNE} . A filing form and cataloger
note may also be entered.

When an LC heading matches this entry on the authority file, the program
will appropriately flag this heading on the printed catalog proof copy. The
cataloger will note this flag and avcid unnecessary investigation,

Established Form Change

It is not permissible to use the authority file worksheet to change the
established form of an authority entry. A special input sheet is provided for
this purpose, Figure 5 is & sample established form change sheet.
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EF

ESTABLISHED FORM

CHANGE TO

FiG, 5

Preprinted in the top left are the lettersEF which identify this input

. as a change to the established form. In element 1, the cataloger enters the

established form that is to be changed. The new form is then entered in
element 2,

The new form must have already been established or must now be established
N a separate authority file worksheet, If the new form is not found on the
authority file; the EF input will be rejected as an error.

Effect of Changes and Deletions

The change or deletion in the authority file itself can be accomplished
by the machine system with no great difficulty. However, the problem of
making logically related changes to entries (which have already been made
under the headings) that are affected by the change or deletion is an extremely
complex one., The simplest solution is to make no automatic changes to entries,
but instead to leave the library staff to decide what should be the effect on
entries of changes to the authority file, and to initiate the appropriate entry
changes. This is quite similar to what must be done under present methods.
It should be slightly better under the machine system since entry changes should
be easier to execute under the machine system than under presen: methods,

It would, however, be unfortunate if it were necessary to take this approach,
A great advantage that may be achievable through use of the machine system is
to be able to reorganize catalog files without the great difficulty and labor which
this involves today. The key to this is the automatic adjustment of entries as
a result of changes to the authority file, Consequently a rather complete system
of automatic generation of entry changes is specified here.

i
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It should be noted that three files are involved - the main authority
file which contains headings only, and is in sequence by the identification
(established form or code); the catalog file which contains headings and
entries and is in sequence by filing form; and the auxiliary authority file
which is in secuence by the established codes. A change in any authority
entry will not only affect the authority files involved, but will result
in changes in the catalog files as well,

1. Any changes to the print or filing form, description codes, cataloger
or public notes in the authority file will be carried over to the appropriate
heading 1recovd in the catalog file.

2. The cataloger or public notes, and the cross refererce information

will never be used in the body of a catalog entry. However, the established
form and description codes may have been carried onto the body of the entry.
If so, any changes to be made will affect all entries following the head-
ing on the authority file. If information from any of these elements had
been carried over into any other entry in th: catelog, then a change will

be generated in the other entries as well.

3. If a change is made to the filing form, then the heading record and
all entries that follow will be removed from the catalog file and refiled
in a new position,

4, If a change is made to the established form then all entries that
were filed under the old heading will be refiled in accordance with the
new information.

5. When a change is made to a see, see also, see from, or see also from
reference, the change will affect the authority file and the catalog file;
and, in addition, see from, see also from, see, and see also references
will be generated at the referenced points in the authority file.

6. Tf a see reference is entered for a heading where none had existed
before, all entries that had previously been under the heading will be
remcved and transferred to the newly referenced heading.

7. 1f a heading is deleted, every entry under that heading will be pro-
cessed as if a catalog worksheet change had been entered which contained
a deletion of the element that caused the generation of the heading. 1In
other words, tlie catalog files will be searched and every mention of the
heading, either in tracings or in a heading, will be removed from the files.
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SPECIAL REQUEST NOTICE

There may be cases vhen the Library will require a change in the pro-
cedures associated with the printing of catalog card proof copy, or the in-
clusion of error free catalog entries in the catalog, Fig. 6 is a sample
special request notice which will be used to enter requests for a change in

procedure,

SPECTAL REQUEST NOTICE

1 SR ITEM NUMBER

1) PRINT CARDS ! _:

2) PRINT PROOF COPY . i

f 3) ENTER NOW [

4) HOLD UNTIL U .

FIG, 6

The notice is identified by the letters "SR" in the top left corner,
Following this the item number is written in. A request for the printing of
catalog cards for an item already cataloged is accomplished by inserting a check

in element 1, 1If the cataloger requests an extra proof copy and error diagnostic,
a check is inserted in element 2.

? There may be cases when the library requires that a parcicular entry be
included in the catalog immediately without the automatic delay, As described
below in the discussion of procedures, there will be an automatic delay between
the printing of proof copy and the inclusion of the entry into the computer files,
In other words, after proof copy has been delivered by the computer, the computer
will wait a preset time period (to be decided by the library), and if no correc-
tions are received, will assume that it may now be put in the error-free files,

If a library requires, because of the printing schedule or any other reason,

Ea that a particular entry be immediately included in the files, then element 3.of
E the SR notice should be checked,
i
s
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In case the library desires to delay automatic inclusiom into the
computer files, element 4 of the SR notice is checked, 1If a specific
date for inclusion is known it is entered on the SR notice immediately
following the check in standard date form - MO/DA/YR. If no date is
entered, the computer will delay inclusion into the files until an SR
notice to enter now is completed, All held entries - catalog and
authority - wiil be listed on the error reminder notice,

NEW TITLE NOTICE

Though the new title notice, if used, is the first input for any
item acquired by a library, the description of this input has been Dre-
sented iast since the computer maintained cataloging system is complete
without the new ti:ie notice, as long as all cataloging is original, and
no acquisition system is linked to the cataloging process,

However, one of the major savings in ‘the proposed system is the
automatic inclusion of machine - readabie catalog copy forwarded by the
Library of Congress. The system is designed to accept this information
and print it on worksheets for cataloger review and inclusion into the
catalog files. Secondly, it is inevitable that once automatic procedures
are institutad for cataloging, acquisitions and administrative functions
will also be included in the automated system (because of this many
facets of the system have been designed in a general fashion to allow
for the additons and changes that will eventually be incorporated into
the system). The new title notice will be used to extract LC data and
acquisitions information from the master f’les, whenever this data will
be helpful to the cataloger,

During the-first stages of implementation, before LC copy has been
included in the system, the cataloger will enter all cataloging informa-
tion on the catalog worksheets as-described above. Once the system has
grown and is receiving and storing LC machine - readable catalog informa-
tion, the new title notice should be .used first, If the LC card number
is available, that is all that need .be -entered., The computer will search
‘the files for the matching LC card number and print the LC copy on a
proof copy worksheet., The cataloger will review the LC copy and make
any changes :that may be necessary., Only the changes will be rekeyboarded,
If the LC number is not available, then the new title notice should con-
tain the data necessary to successfully search the LC files alphabetically,
This has not yet been determined, but it will probably be necessary to
enter author, title, publisher, edition,. and date. The computer will
search the files for this item, and if it 1s found, the proof copy work-
sheet will be printed. If the LC. copy 1is not found in the files, then the
printed worksheet will;containxthefinformation-originally submitted on
the new title notice - author, title, ete, :
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For the cataloging system only, the function of the new title notice is
to initiate a computer search for LC copy. However, once the acquisition
system has been automated the new title notice plays a more important role,
For items ordered from vendors, the entry of the order into the system serves
as the new title notice, and when the item ig received at the library and a
notice of receipt is entered into the system, the search is made, and a prmof
copy worksheet is printed by the computer, For items received as gifts or
automatic on-approvals, a new title notice is entered upon receipt of the
item at the library, and the computer will search the files and print a proof
copy worksheet, It w%ill also be used in the acquisition system to generate
process control worksheets for receiving, accounting, and shipping, and
create an entry in the computer files so that ordering, billing and related

procedures can be carried out before cataloging is complete. -
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I1 OUTPUT
The following outputs will be produced:

1. book catalogs

2. catalog cards

3. catalog proof copy

4, error listings

5. error reminder notices

6. authority file

7. authority file audit listing

The basic output of the system is the catalog. Because of the differences
between book form and card catalogs, they will be described below separately.
For both book and card catalogs the output control notice will provide infor-
mation to the programs that will define the content and format of the various
entries, For book catalogs, 1t will also controi the sequencing within either
a dictionary form or divided catalog,

For every catalog worksheet entered, proof copy and error listings will
Le prepared. These will be checked by catalogers {or revisors, as the case
may be), Periodically, all errors that have not been corrected by the staff
will be printed on an error reminder notice. 7The combination of proof copy,
error listings, and error reminder notices should serve not only as a rigid
control for catalog entries, but should also speed up the error correcting
procedures.

Periodically, cumulative authority file listings, main and supplement, will
be printed for staff use. 1In order to control the upd.*ing of the authority
files, an audit listing will also be produced. This will show all changes made
to the authority file since the last printing - what the entry contained before
the change and what it contains now, and any errors noted by the computer. It
should be noted that all computer listings will be dated.

Each of the outputs will be fully described below.
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THE BOOK CATALOG

g Many variations in content, organization, and appearance of the
book catalog are possible by the use of the control records. The catalog
printing will be described by defining a model catalog and then present-
ing varistions from the model with &re possible. In defining the model
catalog, input submitted using the previously presented model catalog
worksheet will be assumed. A comprehensive description of all pogsible
variations will not be presented. In order to obtain a complete under-
standing of the possible variations, the discussion of the use the control
notices must be examined, The Model Catalog will be a dictionary catalog.
Most of the basic description and the variations thereon apply equally well
to a divided catalog, However, there are certain features peculiar to a
divided catalog and these will be discussed separate.y in the last portion
of this section on ‘the book catalog.,

The Conditions for the Occurrence of Catalog Components

The Catalog Componente

The catalog'is made up of the following components:

entries
" headings
public notes
see references
see also references

Entries

One catalog entry is printed for every subject entry and added

entry listed on the catelog worksheet (elements 16 and 17) and for the

- main entry statement (element 03) if anything is present there. An
entry is printed for the title (element 05) if '"M" or "T" had been checked
on the worksheet in 05, An entry 1s printed for the series statement
(element 14) if "T" had been checked in 14, Additional title and series
entries are printed if element numbers 18 or 19 had been entered on the
catalog worksheet,

Variations: Entry printing is determined by the input control notice,
Variations in the conditions for generating entries may be made as
described in the section on the general structure of the catalog worksheet,

Headings
. One heading appears in the catalog for each of the following:

1. Each title entry.
2. Each geries title for which there are entries.
y 3. Each subject for which there are entries,
4, Each name for which there are added entries,
or @ain entries without conventional title,
5. Each name-conventional title combination for which

there are main entries,
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Note that statements 3 and 4 above imply that if a name is used as a
subject and alsc as a main or added entry, then separate headings will appear
for the use as subject and for the use as main or added entry, This is correct
for the model catalog, since in this catalog it is intended that when John
Jones appears as both subject and main or added entry, the heading preceding
all main and added entries will be '"Jones, John', waile the heading preceding
all subject entries will be "Jones; John - works about". (By proper use of
the output eontrol, the heading followed by "works about" can be eliminated).

, If a subject is written as a main heading combined with sub-headings,’
then the entire combination is considered the heading and will print in the ;
~ catalog. : . . ‘ 4

1f a main or added entry is followed by one of the qualifiers tr., ed,, 3
etc., for translator, editor, etc,, these are not regarded as subheadings and
do not cause printing of separate headings. For titles and series, although
the title extension and series extension arz separated by theAmark, these
extensions do not cause the printing of headings.,

A heading also appears in the catalog for any established heading for
which a "see'or'see also" reference has been entered, provided that there
are entries or '"see also" references. under the reference heading, Both here
and in the statements above, presence of entries, when printing a supplement,
means presence in that supplement. Presence of entries in the main catalog
but not the supplement will not caus= printing of headings in the supplement.

Variations: The printing of headings is linked to the sequence of the
catalog entries, In goneral, the rule is that a heading can be printed at
any change in the printcing faym of the elements which control the sequence
of the catalog entries, Whether or not a heading shall actually be printed
at such a change point is controlled by the output control notice., On this
notice all of the elements which determine sequeunce are listed, and opposite
each element, a code is given that states whether or not a heading shall be

~ printed at a change iﬁ'the printing form of that element. Further control
15 possible by means of the authority file. It is possible to mark'a sub-
heading on the authority file so that it becomes a qualifying statement only
and does not affect the printing of headings. ,

A
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It is by this means that the printing of headings for tr., ed., etc. is
suppressed., If it were desired to sequence the entries by these subheadings,
and print headings for them, thie could be done by changing the coding for
these established sub-headings on the authority file.

In a catalog that includes a great deal of non-book material, the entries
can be sequenced by type of material and headings can be printed for each type
of material, In general, headings can be printed at each change in subgrouping
under a main heading, whatever the subgrouping may be. For example, it would
be possible to specify the printing of a subheading (such as '"no.1", '"no.2", etc.)
preceding each series entry under an established seriles,

Public Notes and See References

A public note or "see'" reference 1s always printed if the heading to which
it corresponds is printed. No variation is possible in this. (Note that a
condition previously given for printing a heading with a 'see" reference is that
there be entries or '"see also' references under the referenced heading.)

o

ot Y

éee Also References

A "see also'" reference prints if the heading to which it corresponds 1is
printed and if there are entries under the referenced heading. (For the supple-
ment, there must be entries under the referenced heading in the supplement.) No 4
variation is possible in this,

The Sequence of the Catalog
General

All filing is word by word in strict alphabetic sequence according to the
filing form of the elements involved. If an explicit filing form has been
provided, either on the authority file or on the catalog worksheet, the filing
form is the explicit filing form. If no explicit filing form is obtained as
a result of operation of the programmed filing routine upon the printing form,

The programmed filing rules will not be defined in these specifications,
They are the object of a special investigation, and the res:’ts of this investi-
gation will determine the filing rules to be programmed. It should be possible
to write the filing rules routine as a self contained subroutine which can be
inserted into any major programs which require it,
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_ By stricet alphabetic sequence 15 meant the normal sequence of the

letters of the alphabet and the normal sequence of the numerals, rthe filing
relation between letters and pumerals wili e establigshed as a result of the
filing rules investigstion, . The inclusion or exclusion of soecial characters
for filing purposes will algo be established in the filing rules investigation,
... Also, 1f epacial charscters ara included, their place in the £'linc sequence
~‘;with respect to-numerals and letters will be: decided

2o For an established element, the filing 1s based upon tbe filing form
or established form in the authority file., = For a non-established element
the filing {8 based upon the filing or printing form on the catalog worksheet,
For an‘ element that {is divided by means of[ﬁ symbols, the filing form for each
_part is determined by the authority file or catalog worksheet, If an establish-
o o ed designation has been marked in the authority file as non-sequencing, then
~.'filing takes place as though the designation were not present,.

An element that is subdivided by means of theA symbols will be compared
“with ‘other elements on a subelement by subelement basis; i.e, the first

_ sabelements will be compared, If they are equal, the second subelements

. will be compared, and so forth, If one element has fewer subelements than

- ‘another, -and both. elements match on all of these subelements, then the one
"?;'with fewer subelements precedes.v :

‘ Entries »

The major Sequence of entries is determined by the inormation written
in the element that generates~the entry, (Subject, title, etc.) The sequence
within the majoy ‘sequence depqnds on the form of entry (i.e., the type. of
_ element that generated the entqy) as follows.

4 Vmain entry. conventional title, title, title extension, date of publication,
f;added entry: conventional title, title, title extension, date of publication.
P subject entry! main entry, title, title extension, date of publication.
¢, title entries (main): title extension, date of publication, ‘
‘ title entries (added): main entry, title, title extension, date of publication.
' :fﬁ‘jx‘series entries. series extension, main entry, title, title extension,
B T B slu\s.i fwdate of. publication. -

, 3 gSubject eﬁtries will follow any,main or added entries under the sar iead-
‘ ing. No sequence rules are needed for geries or title entries mixed wits

. ‘other entries under the same heading, since these entries cannot be made under
name or subject headings, and a title or series title used as a subject must
be eStgblished geparately from its use as the title of a work or series. '

- p e o~
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However, there is the possibility that two different forms of entry, such
as title and subject, might have the same printing and filing forms, To
resolve the indeterminacy here, the following rule is established: If a name,
topical subject, title, and series title all have the same filing form, they
will be filed in the order just stated,

Variations: The output control record permits the subsequence under the
main heading to be controlled by any stated combination of catalog worksheet
elements, and the combination can be stated differently for each type of entry.
The order in which different types of entry with the same filing form are filed
can also be set arbitrarily, A subgrouping by type of material can be obtained
by including physical form or bibliographic form in the filing sequence ur by
divising universal subheading codes which can be appended to the main heading.

Headings

Each heading precedes the group of entries to which it applies., Thus
the filing of headings follows the filing of entries, If the headings are
looked at without regard to entries, then the filing sequence is the following:

All name, topical subject, title, and series title headirgs file in
alphabetic sequence according to the filing form of the heading. Conventional
titles file in alphabetic sequence according to filing form under the
associated main entry. The special heading "works by" files after the associated
name entry.,

Variations: Variations in sequence of headings are implied by the
"variations" discussions given after conditicns for printing headings and after
sequence of entries,

Public Notes, ''See'' References, '"See Algo" References

The public notes immediately follow the associated heading, and precede
all entries. The "See" references follow the associated heading if no notes
are present, The '"see also” references are printed last following all entries
under the associated heading. The cross-references will print in alphabetical
sequence; i,e,, if more than one 'see" or ''see also" reference is present, the
program will sort the multiple entries according to the filing rules,
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E“trie'“ "f‘» f; T 5;1 o f N element no.
R Main Entry (Except title) R

~§;M principal classmark o - 0L
b T ;w., Wmain‘entry,statement O ¢ X X
s s o ., o . conventional-title . .. oot T 04 -

e o e titlecstatement - - - - .. T 05,1 ‘ o
- “title extension - - - . . - . 7 05,27 7

t° edition statement. . = - . . 06 ’, ' .
_.place of publication’ . -~ - o TO7 T T
.‘publisher - - S C 08 : o
date of publication : 09 . .

N

peging = - R - on "
. illustration S P Coei2 e
»,j%;» size - o . . : o 13
., . series statement et : 14 o
. . - _.notes’ R . 15 .
.~ o.x.—collection: codes ' - SRR 1. g

;- ‘item number © T . v . o .- S R
ARSRES xracings ¢ ~,f ' ~;x,,‘i‘f. ‘- ( : ; LT - .; - .
The letter "T" if there is a title tracing.

- The letter "S"-if there is a series tracing.
SO Each of ‘the i ~tual élements if there are -
"-a;{;pﬁ f““~e1ement 16 .19 tracings. I

.{"‘( N
B

Y3

P

The above elements are given 1n the sequence in which they would be printed, ,
: except for the classmark, which is printed in 8 special fixed position that will
A Abe deséribed in discussion of format below. The notations 05.1 and 05.2 refer
>gm~to the first aﬁd second sub-elements of 05; o ' "

a . T - =
MRS R e . e
L FI PO , e s, S < R
T R P TEIE oo ot elément no, .
AR LT - N S S

: ' - principal classmark ~ 7 7 oy T
.- conventional title: - - = 0 T T
title statement - 05,1
_remainder of 1ist as given for
main entry, except that "T" does
not print in tracings,

4
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element no.

Added Entry, Subiect Entry: principal classmark o1

Title Added Entry, Series main entry statement 03

Entry conventional title 04
title statement 05.1
edition statement 06
place of publication 07
publisher 08
"date of publication ' 09

‘ item number

Variations: The content of each type of entry can be specified as
any arrangement of element numbers and sub-element numbers. Printing of
part of an element by specification of sub-element numbers (such as 05.1
and 05,2 above) can only bte done if it is known that the element has been
divided with element sub-dividers ( £\ ) and the desired sub-element will
always be in a fixed position (1st, 2nd, etc.) The specification of content
is accomplished by listing the element numbers in proper sequence on an out-
put control notice, in much the same way as has been done above. One ’
variation that may be required is the printing of both the classmark in
element Ol and that in element 02,

Headings

A heading will be said to be subdivided iflﬁ symbols have been used
within the heading or if the heading consists of a combination of the major
element from which entries were generated, along with -additional headings
associated with elements in the sub-sequence (such as the heading for a con- -
ventional title or the '"works about" heading preceding subject entries under
a name), The first part of a sub-divided heading is called the main heading.
If a heading has been established as a single entry on the authority file,
and is internally subdivided by means of dashes or other punctuation, it is
not considered to be subdivided for purposes of this discussion, even though,
in an intellectual sense, it is subdivided.

For a heading that is established and not srbdivided the established
form and extension are printed,

A heading that is not established (some titles, for example) is printed
as entered on the catalog worksheet, The printing of the extension to a non-
established heading is controlled by the output control notice.

If an established heading is subdivided, the printing information for
each subheading is picked up from the authority file or the catalog worksheet,
depending upon whether the subheading is established or not. The established
headings will print exactly as they appear in the authority file,
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For the model catalog at a sequence break which causes & heading
to be printed, the entire heading, including the main heading and all
subheadings is printed, .

- mar = Roea e - - - - - - s

Variations: The rules about printing the established form extension and
about picking up the printing information from the authority file or
catalog worksheet are hot subject to variation,

The rule about printing the entire heading at each sequence break

is subject to variation, The output control notice allows an indication of - i

-~ whether or not the higher level headings are to. print at gzquence breaks: 1
“In addition it is possible to mark d specific established, subheading on the

“authority ‘file as a subheading which is to be prlnted alone without higher o

1evel ‘headings, Thus it would be possible, fot instance, to indicate that = -

, conventional titles are to print without repetitien of the, associated main L

5heading. AR -

‘APublic Note

o0 B
G e deat oAb by T g

;‘The entire public no:e is ptinted.

i

‘j“ f'ﬁsee"‘andfﬁsee~Also" References

B : The entire referenced heading (including the extension), as it has
<’been previously established on the authority file; is printed The word
"see" or ‘see aldo" is printed’once béfore the first refereuced‘heading. -
All multiple references will follow, in alphabetical sequence, preceded by ‘
semicolon and blank space. The word "see"‘Or Msee also"'will not, be o
‘repeated :
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The Format of the Catalog Entries

Here the format will be given for each element in an entry of the model
catalog. Then the format of the entry as a whole will be given. Typical
variations will be discussed:

Classmark

The model catalog is assumed to use Library of. Congress classmark.
This classmark will be segmented into parts, if necessary, according tc the
rules in the appendix and the parts will be printed on separate lines, one
beneath the other., The parts will be left justified. The entire array will be
nrinted in a fixed position in the entry, defined below.

Variations: The entire classmark can be printed on one line, However it
must be either one line or all of the lines created by the fixed editing rule
for L.C. classmarks, No intermediate choice can be made, 1f a Dewey classmark
is used it is also broken up by a fixed rule and single line or multiline print-
ing can be specified. If any classmark is used, division into lines must be
indicated by insertion of paragraph symbolsﬁfh? Single or multiple line print-
ing can then be chosen,

Main Entry Statement

The main entry statement will print as established in the authority file,
If the main entry statement is written surrounded by brackets then if it matches
the authority file entry on everything but the brackets, it will be printed
surrounded by brackets, .

Conventional Title

Conventional title will print as established in the authority file, It
will automatically be surrounded by brackets.

Varation: The bracket printing can be eliminated,

Title Statement, Title Extension, Edition Statement, Place of Publication
Publisher, Illustration, Size, Notes '

These are printed as written on the catalog worksheet,

Variations: If place of publication or publisher were established, then
codes could be written in these fields, and established forms for printing
could be assigned to the codes on the authority file.
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Daete of Publication

This is printed as written on the catalog worksheet., If a printing form
is supplied, then the printing form is printed.

Series Statement

-

Established series statements are printed as established in the authority
file, followed by the series statement extension. The series statement and the
series statement extension are separated by a dash or a comma, as written on the
catalog worksheet. Non-established series statements are printed as written on
the catalog worksheet followed by the series statement extension.

Collection Codes o

These are established codes, The printing form for each collection code is

- picked up from the authority file and printed. The collection codes are printed

in succession with a dash separating them, unless a comma has been specified on
the catalog worksheet, ,

Tracings -

Each of the subject tracings is printed as established on the -authority file,
The subjects are numbered sequentially with arabic numerals starting with 1. Added .
entries are printed following the subjects. They are printed. as established in the
authority file. The successive entties are numbered with roman numerals starting
with I, If a title tracing is listed, it is represented by the letter "T"., It
is numbered in roman numerals in sequence with the added entries. If there is
a series entry for element 13 the letter "S" appears. It is preceded by a roman
numeral in sequence after the title entrv or added entries. Additional series
entries are preceded by the word series and a colon, and the series heading is
given, These are also numbered in roman numerals following in sequence behind
the added entries title and major series entry. Two spaces are placed between
successive tracings -

BRGSO Lo s R B A BN D oADK ARSI b DS 30053 245 o B WAl et s it §

Variations: See below after "Overall Format'.

Overall Format

The format description appropriate for a photo-composing machine is given
here, The 'point" used in giving certain dimensions below is 1/72 of an inch.

The text is set 1n & column 3 3/4 inches wide.

The elements of each entry are printed in the sequence given above in the
discussion of entry content. Successive elements are ceparated by two spaces,
5 The printing is continuous, in block form with justified left and right hand margins
There are no indentations., There is no paragraphing, Words are hyphenated at
the right hand margin where this is needed. (It should be noted that no specifications
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are presented for a hyphenation program, since .. is not proposed that such a
program be written specifically for this system. In fact, the use of hyphenation
is recommended only if a workirg program is available, If such programs cannot
be, obtained from another source, then it is probably best to print without
hyphenation until they are readily available ) :

.. . The class merk is 7 point bold face. The.text from main entry up to the
* start of notes is 7 point standard face. From notes to the end of the entry, 6
point standard face is used.

Variations in Entry Format' The printing of each entry of an element is governed
: y the following general rules: . : Coe : . x :
_fl.':For an established element the data to be printed is obtained from
.. the established form in the authority file. For.a previously establish-
o ed element it is possible to write a new printing form on the catalog
" worksheet., This would not ordinarily be done and does not occur in any
“of the examples given, It would only be done in an unusual case where,
for some special reason, it wes desired to override the established form
jfor printing and _cause some special printing to occur, :

2, For a non- established element the information in the printing form , o
written on the catalog worksheet is printed 1f it is present. Otherwise
. 'the informatior in the element statement is printed

3, ;Whenever'a statement 1s. divided withl&urarks the rules given .-

© " above for printing established and non-established information hold
for, oach part separately. Printing of. the entire element or of any
i subelement may be specified. SR

T"4.’kEach element may be specified to start on a fixed line within the entry,
- or_ at a stated number of spaces from the preceding element, or at a new
Arline, a fixed nunber of lines from the last line of -the preceding element.

5. For each element the starting point of the data on each line of .the element
1s specified as a fixed distance from the left margin, the ending point is -
specified as a fixed distance from the left margin, The specification may .
be different for the first line of an element and for subsequent lines of
the element. The column width is a result of the settings of the ending
points of elements,

6. An element may be preceded and/or followed by fixed characters
(as in the case of the brackets preceding and following the conven-
tional title,) An element may be entirely replaced by fixed characters .
(as with "T" for title and "S" for series). )

. 7« Type face may be separately specified for each element,
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Headings

The heading will be printed in bold face, all upper case, 7 point type.
The heading will start flush with the left hand margin, and run to as many
lines as needed.

Variations: Any avaflable type faces may be specified for the heading.
The starting position within the line may be arbitrarily specified.

Public Note

Printed as a solid block in 7 point standard face, left and right justified
in the margin. Paragraphing may be achieved by insertion of paragraph marks,
“This symbol will cause the information immediately following to be printed on
” - a new line, If the line is to be indented, the corresppading number of blank
spaces should be entered on the worksheet following thel! symbol, The blank
spaces must be explicitly keyboarded. '

Variations: The left and right margins for the note can be arbitrarily
specified., The first line can be indented as compared to subsequent lines. Any
available type face can be specified,

"See" and "See Also' References

The words "SEE'" or '"SEE ALSO" will be printed in 7 point bold all upper
case, The reference heading will be printed in 7 point standard face, all upper
case, The words ''SEE" and '""SEE ALSO' start at the left margin and two spaces are
left between these words and the heading. If there is a qualifying statement
separated from the reference heading by a A symbol in the authority file record,
this statement is separated from the heading by one space and is printed in
upper and lower case, )

Variations: The left and right margins can be set érbitrarily. Type face

can be specified separately for heading and qualifies. Any available type faces
can be used. o

P il
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Overall Page Format

~Spacings between components are as follows.g,

¢a¢h¢‘a10ne ‘blank line preceding a heeding Lo o
.. .. .Orie blank 1ine:preceding.a-public’ note o e -
‘;)%'M.One blank line preceding the "SEE" or "SEE ALSO" reference

*’;w S . y .

et A heading is;not printed in a column unless there are four'lines remaining
in the column. following the -heading. Headings are repeated on new pages,
Pages are numbered seqpentially in the center at the top of the page. The page
format:1s:two column with.a.1/4 inch .space between® columns. ‘Margins are
, determined in -the offset printing process and need not be specified here.
gaBrinting is to be done on 8 1/2"x 11: sheets. S . .

f ‘: . B B - ¢
_.1 _uy~'v‘_v/', ‘s,«. En A - “_‘,, N " B N o -.,'7

f*"e.e;Variations.\ Vsriation in speces between components 1is possible by means
. of.the’ output. control notice, subject to restrictions Which are given in the
deteiled description of this-notice, :The other features aré .programmed in a
fixed manner and require program changes 1£ they are to be changed.
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For
previous
catalog.

1.

2,

Sequence
The

The Divided Catalog

the most part the catalog specifications and variations given in the
description hold for a divided catalog as well as for a dictionary
The only differences are:

Sequence. Superimposed upon the alphabetic sequencing is a major
sequence code which distributes the entries into the various catalog
divisions, Within catalog divisions, the sequence need not differ from
that for a dictionary catalog except that certain ruies for sequencing
different types of entries under the same heading in a'dictionary
catalog may not be needed in a divided catalog.

Establishment of headings, Certain headings which can be established

in common for several types of entry (name used as author, name used

as subject) may have to be established separately for the dictionary
catalog. This is not necessary if the heading 1s used in exactly the
same way in all catalogs. - However, if there is any difference in the
heading or the information associated with the heading on the authority
file work sheet in the different catalog division, then the heading must
be separately established for each catalog in which it is used. This

is most likely to occur because of a difference in the public note or
the "see' or ''see also" references.

output control notice which controls the sequence of the catalog entries

within major headings also controls the part of a divided catalog into which a
heading will go. Each division of the catalog is given a number. On the output
control notice for sequence, each type of entry is assigned the number of the
catalog division into which it goes., Thus a variety of types of catalog division

are possible, For instance, the following types of division dre possible:

Division 1:

type of entry catalog
main entry except title, added entry, author
title entry, serles title
subject entry subject

Division 2:

type of entry catalog
main entry, addad entry, author-title

title entry, series entry
subject entry subject
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" Division 3:

o mpecfentmy 0. catalog

L L

" “'mdin entry, ‘added entry, name used " name

'r‘“;_.,‘ "~ as subject , v

' title ‘entry, serics entry, T title
topical subject entry " - . ‘subject

R DiViéion G ot T T ) .
L S D ) ‘ e e : Loty

Cer"Type of emtry ¢ - " catalog Dot
v L : EN WA e '».- Turl R ' . :
‘ 5*ff1main entry, added entry, name - name-title
- used as subject title entry,; oo S
; TR gerfes entry L ST T T T L L
Sretent ~*‘t’topical subject entry o ‘ " ‘'subject 7
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Other types’of division are possible.' It is only necessary that it be

o «possible 'to. state thé! criteria for the division in terms of description

codes -and ‘element’ numbers. ‘Certain types of 'division may not be posaible.~

~"'with ‘the:déscription codes’ ‘glven”in connection with the- recommended catalog

worksheet. For instancey" if a name catalog inciuding -place’ names were desired,
it would be necessary to. devise a description code for place names.f

Yosenet W\.,AA R
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As described above for book catalogs, the content, format, and séquence
of elements within a catalog entry are controlled by the output control notice,

- For card catalogs an .appropriate control notice will be coded and entered into

the system, - The variations discussed above are possible for ‘cards as well as for

‘book form catalogs, but will probably not be as extensively used, The description j

given here is for the-standard 3°x 5 catalog card; content , format, and sequence
will follow traditional library practice execpt for certain minor’ variations

,.,‘Cu‘ - | o, o v
b " A

A sepaaate catalog card will be printed for.
A ’ o %_ : R entries S lti* vnoon
) ;public notes

L e e .~.gee references '

Lroer '*:;‘4 E fuusee also references

-

?v»\

The appropriate heading‘will be printed as the top line of ‘each card. The
content and format of each heading is as described above for book catalogs.
The only difference 1s that in book catalogs, the heading will print only at a
break in sequence, for cards, however, each card will ‘have its own heading.

i e s o e e - -~
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CATALOG CARDS

A catalog card is printed for the main entry statement and each subject
and added entry listed on the catalog worksheet., A card is printed for the title
1f "M" or "T" had been checked on the worksheet (element 05), and for the series
statement if "T" had been checked (element 14), Additional title and series
cards are printed if elements 18 or 19 had been entered on the catalog worksheet,

Public notes, see references, and see also references will be printed on
separate cards for those established forms that have this information entered on
the authority file worksheet,

It should be noted that the programs which update and maintain the catalog
files are the same programs, no matter what the form of output - cards or books.,
These programs will maintain a machine catalog file in catalog sequence, and
depending on the output control notice, will print either pages for books or
cards. Because of this the sequence of the entries in the catalog is the same
for books or cards, and the discussion above for book form catalogs will apply
here. The major difference between books and cards is in the content of the
various entries. As suggested above in the discussion of the content of catalog
components for books, all entries except the main entry will be condensed. For
card catalogs this will not be required - all cards will contain full information.

The computer system will, in effect, duplicate the procedures
currently practiced in the manual production of catalog cards. The program
will generate the designated number of tracings by duplicating the main entry
and transferring the appropriate heading onto each separate entry. Except
for the heading, all cards will he the same, containing full cataloging data as
described above for the main entry in book cetalogs.

The format of each element is the same as described for book catalogs
except for the variatione listed below: :

1, The classmark wiIl print justified against the right margin
of the card, :

2, Tracings will be printed at the bottom of the card, innthe
: traditional card formate . :

3. Notes will always begin on & new line indented 2 spaces,

4, The date of cataloging will be printed at the bottom of the card
P justified against the right margin after all ttracings.

, 5 If more than one card is required, the first card will have

: "(CONTINUED)" printed as the last liney; and the next cards

will repeat the main entry statement and the title followed by
card 2, and card 3, etc, in. parentheses. All cards will contain
the item number, Lo S S ‘

: : ' . i ‘ . AR Y . Y' B * “
3 : PN . i R
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In order to fully utilize’the width of the printer, 13,2 1nchea, 1t is proposed
that 3 cards across be printed at: once. This makes it necessary to design the card
with larger margins than is generally used in the library. Each card will have a
left and righ* margin of,.9 inch. with a print area of 3.2 inches. Printing eight

L lines per 1nch, the maximum lines on the card would be 24 lines of 32 characters.

= 'However, ‘the . spacing of. classmarks, “the absence of hypheﬁaﬁxoﬁ at he end of
1lines, and the formatting ofstracings should yield an average of about 18 lines
of 25 characters. The same print chain that cgn - be used for printing book catalogs
will, alsﬁ print the cards on 15" x 15" pre-drilled card stock.

Lty . N VoA . [ ‘ .-
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. THE CATALOG LIST
?hether the form of the qulic catalog 18 book or cards, it will.still
© be desirable to have, for limited staff use; a computer printout of the latest
“catalog filess In the’ case where book supplementS'will be printed at 1ntervals,
o it will be necessary for: the staff to. have access to all items cataloged durlng
a ... "theueupplemant iqterva.. ' computer will there fors print, several times
’ “rfdurlng the “supplement fnterval, a cumulative list of all 1tems cataloged since
“’-ﬂthe.last supplement printing. , :

%:c~ - o All items that have been wlthdrawn from the catalog files (via the delete
: ' - worksheet) durlng this time period will also be printed on a separate listing.
These items will appear: in catalog sequence under date of withdrawal

The.format of these listings will be identical to the format of the .
, supplement when 1t ig prepared for book production on a computer printer. The
- same programs ‘will be used for botl'gq ~

Though a definite scheaule has been set for the production of catalog
supplements, experience might show that the library would be justified in ‘
Vlengthening the supplement interval (for the public's use) and keeping the staff
informed of the latest catalog items through the use of these computer printed
catalog lists, If thls proves true, then the book supplement schedule could

be varied accordingly.

It should be noted that the syqtem is so designed, that it can produce on R
demand either the catalog or the shelf list in card or printed list form,
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R THE OUTPUT CONTROL NOTICE

®

o The output control notice is coded by the library in order to
-fedefine to: the program the content, format, and sequence of the catalog
entry. S, D G ‘

T SO gty = - - - - s 5 - T Y

e - RN R - S . Ll . ~

- Content,r e P o * . ‘t!*’ . . P L.

The content of the catalog entry is controlled by the content notice.
- =:For’each" type: of entry a separate content notice must -be coded.. The type
. of ‘entry is defined by -the element of. the ‘catalog worksheet ‘that’ generated
*{ithe entry, its description’ codes, and the form of entry - main, added, or
=! 'either. In other: words, there mgy be varying contents for entries. generated A
T by ‘different elements, or the .same element with different description codes; .
. - also, the same ‘element with thie. same description ‘codes might generate dif-
7ferent contents for main and :added entries. Provision is also made to code
_ separate notices for exception headings that must be treated in .some unusual
manner, or for a particular type of entry such as a journal article, that
‘may require special processing. , SRS }
’For each type of entry defined, a content list is coded  The content 4
'“list ‘contains each element number that is to be printed, and & corresponding',
" code “(the format specification number) that refers to ‘the format to be
T sluged: ‘when printing the element, "The program uses ‘this format number to f£ind
- “the appropriate rules for printing this: element.’ Certain elenents will
. printonly when the catalog worksheet has iadicated that’ they are entry- o
~wvi'generating elements. ‘For example, the system 1is designed so that " ‘some subjects,_r;
can be entered on the catalog worksheet :for retrieval or searching purposes k
only, They are not to appear as tracings in the catalog entry., The content
" Iist has Provision for indicating those elements that should ‘not print unless
they are to generate their own entries." : K e

3 . : ToresN -

Py

N *
st W - N ¥ < -, » .
W T T s NI - - N

: Elements are entered in the content list in the same sequencelthat they
n»are to be printed in- ‘the body of the _entry, ‘ ‘ '

:hm; In the content list an element can be represented in three different
j\{forms.‘ For example, ‘the” series element (14) can be entered in the content ..
list'as 143 14,1, 14, 2, etc or 14-1, 14-2 etc, This allows the library to

include only certain parts of one series element, or any speciffed series
element.

e m o - L. Lo ' e - - et i e a3 s o o g o R ,.r.:r..:,.hs:.s’-am,&,a.mn,
' * Bl N - ' " - 4
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If ani elemént number 1§ entéred in th¢ content list without a dash
number, and there aré geverdl dash. fitinbér elements on the catalog worksheet,
thén all multiple élements wiil be printed (€25 sequence by dash number),

For example, a catalog worksheet ‘contains three subject entries numbered
16-1; 16-2; 16-3, Thé conitéiit -1igt of  the contént notice contains 16 with
the specified format number. The program will intetptret this to mean vhat
all subject headings dré to print in gegtience by dash number, If only 16-2
had been éntered in the cofitént 1iat, thén that subject tracing would be the
only one printéd in the catalog for this type of entry. The other two sub-
jects, 16-1 and 16-3, would not print.

, If -an element is entered in the comtent Iist withoutrpoint numbers

<, and the catalog worksheet: contains several subdivisions of the element,

-~ then all subdivistorig will bé fnéiuded in thé contént 1ist: For. example, a

- - catalog worksheet cofitaing 4 §eries statémént "Purdue ‘University. Series in
- DramaA nos 5% dand the 'contenﬁ 148t contains 14 jifth the dppropriate format
:number., The. entry will.then print "Pdrdue University Series -in Drama - no..
5% ~-However ;. if. the codtént. Iist containg 14*1 only, then the extengion,

,;:-no,S, would~not be included in the éntry. L SRR

. « -
{ - .
o - . LI Pt o

SEQUGHCE ‘ : Lorn

qqqqqq

sequence notice must bé doded for each type of entry._ The type of entry is
déefined 1in. the. game mannsr as. for .tHé eorntéiit niotlce; 1;€é;; the element
. number generating the Shtry, the déscripfion codes, and form .of. entry-main,
;,added ot ¢ither, A cdtalog codé; defififfg th which catalog this. entry is
- to appedr, must .a18o be entéred The code Specifies either a non-divided
‘catalog (dictionary‘- whete &11 éfitries wifl appéar) or one of the divided
catalogS'prepared by the Iibrary.-v.q S - ~ e
Followi ng this idé‘iitification (type of entry and catalog code) the
sequénce 118t is compieted% this &onitains the'Iist of elenent numbers
entered {n appropriaté sequencé for fiiiﬁg. If an element that 18 to be 1fi-
cluded irn the filing sequence is'mi ging f - & Dl partielildr éatalog entry,. ]
then the generdl rile is that the mi§§i ele ﬁ “t will be tredted as a blank
"and theé éntiy will preceédeé a1t gimfias éﬁtriéé hat Lavs this element. How-
éver; for certdin missing eleueﬁté it gy b& d bIe to sequence thé entry
disregarding thé m{ssing eIemént‘ fs8:; ¥ iement ghotuld not have
béeéir included (h thé sequencingt The éiiﬁ& At aré to be di;regarded
‘iwhen wlzéing will be entere in Eﬁe & filén: é preceded by an asterisk.

(D,
* m nx

|')'

..-l
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Conventicnal title is an example of this exception to the general rule, If
element 04 (conventional ‘title) is entered on the sequence notice without

an asterisk, then under "Shakespeare", "The Twelfth Night" (which has no con-
ventional title) would file before "The Prince of Denmark" (whose conventional
title is '"Hamlet"), However, if an asterisk precedes the element number, then
the program will sort the entries, disregarding the empty conventional title
element, and Hamlet will appear first,

The first element entered in the list will always be the element that
generated this entry. If more than one suce element has been entered (with
dash numbers) on the catalog worksheet, then the program will assume that
the element number entered first on the sequence list refers to tiie particular
dashed number that generated this entry, ‘

"If the tule is that only the main part of an element is to be included
in the sequence, then the element number should be entered as a point number.
For example, a library that does not desire the title extension to be in-
cluded in the filing sequence would enter 05,1 for the title element (in-
stead of 05),

Each element will contain a corrseponding heading format specification
rumber, If the heading format specification number is non-zero, then a
sequence break on the preceding element will cause printing of the correspond-
ing heading in the format defined by the specification number. If the heading
format specification number is zero, then no heading will print at a se-
quence bregk. For example, if the library desired that for a title added
entry, each new edition (or date of publication) should print as a heading,
then for the title added entry sequence notice, a non-zero heading format
specification number should be entered following element 06 (or following 09-
date of publication) in the sequence 1list,

At any point in the sequence the fol'owing information enclosed in
angle brackets can be added to the list: )

{actual filing characters)

The information in the brackets will be inserted by the program when
filing the entry under control of the sequence notice, Tor example, if a
name used as ah added entry is to file before the name used as a subject,
then after the first element of the sequence 1list the following file char-
acters should be entered:

(1) for added entries
{2) for subject entries

The information in the print form brackets will be printed by the
program at a sequence break determined by the actual characters inserted in
the filing form brackets, Thus, in the example cited above, if '"works about"
is to print before subject entries, but nothing is to print before added
entries, the format specification number entered on the line where{l)appears
] should be 00, while on the line where(2)appears a number should be entered

s that refers to a format specification that will print the fixed heading
"works about",
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As noted abbve for the content hotice; cerﬁain types of cataiog
entries Ssuch as'journaiVArticlcaj idy diso réquire spécial séquence coritrol
»ynoﬁices‘ The, contént and seqiefics f these cdtalog éritries can be controlled
- o by cod{ng special notices 't6 be used in thesé exception cases. For specified
. wsestablished codes of ccttain eiemenks; the program will chéck these codex
_before gefierdting the entiy to be pr{nééda 1f the code ¢alis for an ~excep-
tioﬁ fiotice, it wiII be’appliéa 1nsEéd& of thé standard dofitfol.

% f”'*’“"mﬂ coroe T

Format g

s e S . IR - et . .
R P i ) B T, vy . -~
N ,’,f» v . . N - JOER A P f

Ly The format of each type of eﬂtry {§ contrdiied by the format niotice

- which contains speciaily coded’ formaiéing and printing rules fof 8ach
-format. specific&fioh\numberr E4ch g6t of eodéd fOrmétting and printing
- tules will be assigned 4 .unique, specification number £o which tlie content
..and sequence.noﬁiées wiil refer.-_Tﬁé coriterit not{ce téfers to specifica-
" tfon nuMbers for. eiement printing,. ‘whiie tﬁé-sequénce notice tefeérs to

_ heading spccif{cdtion nuinbe s An, the case. where héading is to print at

L.t A break {ﬁ §equehce3 e \ .

The . foiiowing of 1§ Eﬁe Iist of informdéion coded onto the format
ﬁoticé for each specification nUmber (£or, elemcnts and headings)

AAAAAAA

‘K;;l;i;::Typographic codez Ly

:gf"??Space trom precedfng eiemént - éfther the fmbet of characters
. . £rom. preced{ng Elemiént ; a new iine anid ifié number of linés of

' j“jspdce frcm-preceding Liﬁé, Of & néﬁ‘line dé a fixed Iine numf)er~
. ’Of entl’}'a : . . .

- e T g R L - i ES .

}ij:?iii{?%i*‘}v R iﬁu Ch&racfer position for Séééfiﬁgffifg% iiﬁé'
?1;i;;§}{:ff':;,ﬁii?‘; Character posiﬁidﬁ fdr éﬁ&iﬁﬁfﬁftéﬁﬁiiﬁéw“ L

| ' 5. _/Chgréctéf position for ;ﬁ'éf&igig,sfxf_szséqﬁeﬁc :i_i'{riég o
LV ."‘:-_;;,,f.;_;v;;;l_;}&f | Gﬁaractér ﬁﬂsifﬁ»fo‘ri“e for e*r'sd‘ifré éab@éqﬁeﬁt Hﬁeé

“7 Repe&& ﬁigﬁcr fefref Stfbiw&dféﬁgﬁ' on Hne foh’ th{s Sﬂb i&ad -
yes or nby uséé ohiy fcr ﬁbadiﬁgsa,. '

léﬁ‘ 1gﬁore ﬁaf&graﬁﬁ arK « y&€s oF Ao A syﬂbof efitéred on the
cataiog'workéheeﬁ will causé printiﬁg off & néw i{ne; uniess ﬁhe
format notice overrutés thiss . . - . .

N
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9. Special edit routine - a code used to identify a special program
to edit any specified element that must appear in the catalog in
some prescribed format, such as multi-line printing of the class-
mark.,

10, Constant characters preceding - actual characters that are to pre-
cede the element or heading, such as Efor conventional title. A
code can also be entered here to indicate that the element is to
be preceded by a consecutive number, arabic or roman, as in the
case of tracings,

11, Constant characters following - actual characters that are to
follow the element or heading, such as 3

12, Constant characters replacing - the actual characters that are to
replace what was entered on the worksheet, such as T for actual
title, or S for actual series statement,

Special format notices with fixed pre-assigned numbers are provided

for printing of cross references and public notes. 3

Coding the Output Control Notice

Three output control notices must be prepared by the library - content,
sequence, and format., :

Fig. 7 is a sample 6utput control content notice,

OUTPUT CONTROL CONTENT NOTICE
AaD
C ,
AT e
cemurs T e e
- ' - ™
“wumser || FEEET | ESERES B | FeREaT
.
L-"‘N-

TRTRT AT R TR TN N T TR LT T T
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FRe T

'kmilwthen» ehould.beeentered»inmthe laet poeition on thic line,..A. isaentered

4

¥

[E S T L S LA P

. e

':3Vﬁ‘:; S »eiement’of ‘the- catalog workstiget - that- generated. the- entry, the

‘ {f‘éi( Special Material The different phyeical forms*-fmaps, music scores,
23“55354? phonorecords , ete;:;" the-variouafbibliographic forms *--‘analytics

‘-L',ii;f}ihln the epace labeled generating elemente the element numbere that

S

.~ ~al80. depends on..the. element or elements. that .generated the. entry, and/or

18,

In the top left a C is preprinted to identify this form as a content '
notice.. Following the C two spaces are provided for numbering the various
‘ content control notices' that may be coded,* An A or D 1s: entered to indicate
whether thie ia an addition of a new notice~or a deletion of an existing
= ‘hOtice; EE YR M MRV A"«‘uc"':’-:; - .’;t A

A separate content notice can be coded for the following conditions.‘ o

¢‘

-»“L§”‘“'Different types- of entries. The type of entry is defined by the

4

description codes, and the form of entry - main,»added, or either.

fZL: ' Various portions of the catalog. Headings can be specified as ex- o
Ao *ceptions; and all’ entries appearing under: this h-ading will be \

’ controlled by the control notice. a3 e :

(Journal articles), doctoral dilssertations, government: publications,evlr
~etc., or any established element on the catalog worksheet can have

‘ij%vf”““’its own“conttol notice‘ ra ans F R -uj~ P SR méfanw< , . w T
I ) AL ;,;,d,“ - - - . ,u.-’».w PR " R S«

4, " A combinatlon of any of these conditions. Though it is highly un-;, SR
- likely that a library would actually need all possible combinations,:. R
it 'is possible to code a Separate notice-for any combination of all - ]

‘ variations of each of the above conditions. j R

CHLE T - IRV R e

A 1ibrary could decide, for example, to code a special notice for L
particular'subject (exception heading "Folk Music') when cataloging musical FRR
scores  (element 22, code:MU), for a certain type of ‘entry (title to bevtraced-,, “
generating element 05, form of entry‘A). . . S

If the.control'notice~is being coded for- an exception heading,wthen NS
tbe established form,of ‘the heading is entered on, the first line, 1If it 48 - - . 3
~ being coded for' particular’typee~of materials— (such as’ “fournal articles) : ST
- then the elemént number and code (23 AN} must be en‘ered in theﬂspecified
position.walhe ‘element number - two. numerics or one .alpha - is enteted, :

33
e et

vRAaL e e [ N

followed immediately by the code s no deliniter is necessary.

Ifrthe catalog eritty that ia to'be controlled by this contenf”notice

eyecific description codea, and/or ‘entty form-nain, sdded, or‘either, then
this information must be-entered on the next~line.'m€«~'w o sheto

S
4 2 N 3'

0)(-««&4"\1"* AR e ,; ~ e -~ it e - e st e

generatezthe entries to be controlled by this notice ‘should be entered |
separated'by‘commaa. The desctiption ¢odes (al%o :eparated‘by commas) are
entered-in-the next positiom; If- the - -control-hotice:is- only for main entries

for added entries,

s . u,w 4% PR ' S & O T I '
.‘ g e ,.\ . R 4 o A e . N N B
e RS e, N - - N L B 4
: . . 2 s PN S -

P A et Y SUCUTREN .v«,,u.\,,.u. B T T Y S

S e i e ®

~yon
P ga DN L e e
e 3

+ Pl ‘4,',‘~. 1 b akes.
e 3,
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If the control notice is for main and added entries, then this position is
left blank, and the program will utilize this control notice for both main
and added entries,

If any of the positions are left blank, the program will assume that
the notice 1s to include all possible conditions controlled by that position,
For example, if the description code field is left blank, then all descrip-
tion codes within the specified element will be controlled by this notice.
If all entries under an exception heading are to be controlled by this ¢
notice (no matter which element has generated the main or added entry for
this heading ), then all positions are feft blank; only thke exception head-
ing 1s entered. The portion of the c~talog contai:ing the entries under
this heading will then be affected br tais control notice.

For each of the conditions définéd a content tist is coded. The element 1
numbers are entered in the same sequence that they are to be printed in the ;
body of the entry. They can be entered in three different forms,

1, Two numerics or one alpha character (NN,A)
2¢ Dash numbers (NN-NN, A-NN) ;
3, Point numbers (NN.NN, A.NN). 4 3

The use of dash and point numbers is described above.

It has been previously noted that the proposed system allows for the 5
design of a catalog worksheet that can contain elements that are not always
to be printed in the body of the catalog entry, A library might decide, for
example, to enter a large number of subjects for possible future retrieval,

" yet only want a few subject tracings to appear in the catalog. After the
element number position in the content list, a space is provided to indicate
that the element is to print in the body of all entries only if it is to
generate its own entry, A 'G" is written into this position for this purpose,
Otherwise it is left blank, ) :

The next position should contain the format specification number, i.e.,
the number of the format control notice associated with the printing of this
element,

Fig. 8 is a sample sequence notice,
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©-"3; - Special material = T
-4y ' Any“combination ‘of‘the above, .

. . . o,
Voo -~ L e s i . FIGS L o e e et
A T S A M N . » k. - . T
PR T . . N | B R A

ool .7 ... OUTPUT CONTROLSEQUENCENOTICE. . - . ... . -

‘ - _DorA AL ; Entry - Catalog . Element No ;
s 11T T e Form Code andCode |
 Generating Elements = * " " Description Codes P T b ;

. ’}809

~  Element Number - Format |~ Element Number | Format C
SN {Spec. Q| - o . Spec.” |~ ’

—3t

t
N SR e UL Y

¢ In the'éop;iéft; an §7iifpfépriﬁiégltéxigénﬁifizéhisjféfmié;.g,sqquehcé;

i
i
Yy
x3
.
! N .o A RPN "
Jaha vogb s *"Smu&f' PR T N

_notice. TFollowing the S, two spaces are provided for numbering the varfous .

sequence control notices that may be coded, An A or D'is entered to. indicate . -
‘whether this 18 an addition of a new notice or a deletion of .an existing notice.. -

« .

Separate’ sequence notices can be toded for the same conditionsdescribed -
for the content notice: [ - - ¢ S A .

1. Different types of entries PN Samit
2, Various portions of the catalog | N .

R
R e . .

L

After making the appropriate entries for exception heading, element numberiinA »
and code, generating elements, description codes, and entry form, a catalog code -
defining in which catalog this entry is to appear, must also be entered. The.

code specifies either a dictionary catalog or one of the divided catalogs pre- .
pared by the library, : S : L

The sequence list, containing the numbers of those elements that are to .~
be used when filing this type of entry, is then completed. The element numbers = -
are entered in the appropriate filing sequence. As noted above, if an element. -
that is not present in the catalog entry i3 not to be considered as part of the . ..
filing sequence, then the element number is entered preceded by an asterisk, If . b
no asterisk is present, a missing element will be treated as a blank and will
precede all similar entries that contain data in this element, - >

3 ‘:‘
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The first element number entered on the sequence 1list should be the
number of that element that generated this: entry, since it will be the major
filing element, If the library decides that for a particular type of entry,
only the main part of the heading should be included in the sequence, then the
element number should be entered as a point number, excluding those subheadings
that are not to be included in the sequencing. For example, if the series
extension should not be part of the filing sequence, then the series element is
entered as 14,1 Instead of 14, S ~

- For each element number in the sequence list, a format specification number
is entered, This number identifies the format control notice that will be used
when printing the related element as a heading to the catalog entry. If a
valid format specification number (01-99) is entered for an element, then a
sequence break will cause the printing of the corresponding heading in the
format defined by the format specification control notice. If no heading is to
print at a break in sequence, then two zeroes are entered as the format -

specification,

, As previously noted, at any point in the sequence list f111n charact
can be ingerted; enclosed in angle brackets. e ? g acters
*

{actual filing characters)
Examplesrof_the‘use'bf filing characters and print form were presented
above in the general description of the output control notice,
- Fig. 9 is a sample specification ﬁptiée.

FIG. 9

OUTPUT CONTROL-FORMAT SPECIFICATION NOTICE
AdD | | “ |

F

P

TYPOGIAPNIC [ SPACE ERom ..s MNP Snﬁr' —TE 7] AT | K J’
—oL¥ pmargwm |;y‘v|mg. 'J' e Ih?:xr MNAS »ﬂ?arum ﬁK&D’N b}gmv' Rgg,l':
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8pecially coded formatting and printing rules are entered on the format

..notice and referred to (via specification number) by the content and sequence
- notice., The.content notice refers to the format control for the printing

of elements within the body of the catalog-entry, and the .sequence notice re-
fers to the format control for the printing of the headings at a break 1in
’;sequence. ‘ oA : , LA VR - .

| In top left an F is preprinted to identify this form as a format speci-
fication notice, Following the F, two spaces are provided for numbering
... .the various formatkspecifications,that may be coded, . . They can be numbered
- from 01 to 99. . (As noted above a format ‘specification number of 00 entered
. on the sequence notice means that no heading is to print at a break in
JSequence.)‘ SR - TS o

PRI T TS VS PE Y

Ten fields for fixed lengthrinformation, and three fields for variable
\information are . provided in the format motice: .. - . =« -. . :

1, The various type fonts that are available for printing the cataloé
_will be coded with a two character code, and entered in the first

gy B2AEA g Pyl o 4ty o

¢

:u'“position. ) oty e o st :1
2. In the next position should be entered the point at.which printing - E :é

of the specified information is to begin. Three blank spaces are - L3
provided to enter a one, character code followed; by: two. numeric ' SR
digits, The print position can be entered for three. d&fferent cases:

F PR

N A\ - N . .t . . —
. - N v - PR 0

N N 3
. ) et

8§ s

a., The number of characters from preceding element. Entered by
writing the code C followed by two digits representing. the
number of blank spaces that should separate the two elements, -

b. A new line and the number of lines of space from preceding
line. Entered by writing the code L followed by the number
of lines to be skipped,

c. A new line‘at'a fixed line number of the entry. 'Entered by '
writing the code F followed by the line number within the entry.

3. The character position for starting the first line to be printed

(1f it 1s to begin on a new line).. Entered by writing in the number
jwiof characters from the left margin.-v o ol R 2

';4.‘ The- character position for ending the £irst’ line. Entered;by nriﬁing
in the number -of characters from the left margin,- S ’

. »
of
PR T

“MS. :The character poeition,fot starting the subsequent lines’forlthelﬁ
specified information, Entered by writing. in the number of char-
acters from the left margin,

6. The character position for ending the subsequent lines, Entered by
writing in the number of characters from the -left margin.
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7 The next space is used only for subheadings. If the higher level
Vsubheadings are to be repeated along with this subheading, then a Y

-7 ..1g entered in this space, If this subheading 18 to print alone,

"' then an N is writteén here. (See deacription of authority file work-
sheet for similar control function.) ‘An X is entered for elem.nts
and major headings. :

8., Theq7 symbol entered on the catalog worksh@et will cause the
information following the9! symbol to print on a new line, If the
G/ symbol is to be ignored, & Y is entered here. Otherwise an N
is written, ' . :

9. A two character code will, be used to- identify any special edit

. ~: routines that will be used to format specified elements or headings
in some prescribed fashion, If no edit routine is necessary, 00
is entered here, S

‘10.‘If a series,of'elemenfs are to be numbered sequentially, then an
entry is made in the '"sequence number" field, (This is irntended
primarily for the numbering of tracings.) The codes are:

‘”A - Number all elements with same element number sequentially in
Arabic S

"R - Number all elements with same element number sequentially in
‘ Roman

AC - Number in Arabic and continue the sequence establiShed for the
preceding element. :

_AR - Number in Roman and continue the sequence established for the
' preceding ciement.

11, If the library desires that special characters precede the element
or heading, they should be written on the next line,

12, 1If constant characters are to be printed following this element or
heading, they are. entered on the next line,

13, 1f constant characters ‘are to replace what was 2ntered on the catalog
worksheet, theyare entered on the last line.

The last three variable length poaitions are followed by the X symbol
to delimit the data.
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‘To control printing of cross-references and public notes, format
specification notices with special predefined alphabetic codes in the
specification number field are used, These notices and the special

codes are:!
PN - Public note ' _
81 - First see reference
S2 - Other see references
SA - First see also reference
SB - Other see also - references . i

Q-

Qualifying statement following a heading in a cross- -reference

’i..)
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" THE AUTHORITY FILE LIST |

o During each computer cycle,;authority file worksheets - new and changes-
, will be processed, and the machine authority file will be updated The computer
"will print three types of authority file lists.{ o - o o X

. u5:~e;§ngl. . The complete authority file : S
S '2.‘ Cumulative complete' to supplement - ‘ B .
b AT 3,, Cumulative supplement to cycle, Y
S TTTeR T xfThe schedule for printing these authority file lists is discussed below
. *5§€ (uiider the: heading: "The Schedule'), The complete authority file, reprinted
: " periodically at  optimum intervals will contain all authority file entries ,
.in.the system. :During the interval between printings of. the complete authority
. file, & supplement will be printed, containing all entries into the system since
: ¢ :the:last complete printing. Each supplement printing will be cumulative, i.e.
SO it will cont ain authority entries included in the previous supplements as well
: :»raﬂsy,as,new entries. In the interval between supplements, a smaller cumulative
1isting will be printed so that authority information is available to the staff
. as soon as it enters the system, For each cycle during the interval between
. supplement printings, the computer will list all cumulative authority activity
‘;>since the last supplement printing.
The type of data on all three lists will be ‘the same. “All information
L entered on the authority file worksheet will be printed on these lists.
The top line will contain the authority file number-main, or -‘number of
“the ‘auxiliary file, It will also state whether the entry, 1f on ‘the main
- authority file, is to be used only as a main heading or as a subheading ‘as:
“"well%- If 1t may be used as a subheading, then the codes -Q,P, and/or H,
-.which control heading printing and sequence (see discussion of authority flle
worksheet above) will follow. / S

A

“‘,.‘) - -

7353?%, The format of the list 1s as follows. : N T
. ) established form.
+o »i..: . establighed form extension:
' . .ftling form.
~code._
description codes..
.. cataloger note: -
. -public note: o
“ sée references: T
" see also references: ‘
" 'gee from references:
see also from references:
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Any element that is in error will be gstarred *, The error codes wiil
be printed on the authority audit list, described below, -

The computer will print each element on a new line, and will also begin
a new line whenever it encounters theqe? symbol, The"ﬂ symbol is entered
by the cataloger on the authority file worksheet to control the printing of new

lines. Description codes will be separated by commas,

It should be noted that consideration was given to the use of an output
control notice for the authority file list, as was specified for the catalog.
However, the authority file 1ist is used only by the staff and will not be
distributed to nor used by the public. The content of each authority entry 1is
fairly constant and will not be subject to the variations of cetalog entries.
Also, the program for printing is relatively simple gince it 1ists, element by
element , the information contained in the machine authority files, with no
major changes in content of sequence. If the 1ibrary finds from experience
that a changed format will be necessary, it should not be a major job to modify
the authority file print routine. If, however, it becomes evident that frequent
variations will be desired, the program should be modified to accept an output

control record as its parameters,

Four main authority file lists will be printed. All names, anonymous
classics, and uniform headings will be listed together. A separate subject
authority file will also be printed. Established titles and series will appear
together on one list. Conventional title and name combinations will be printed
on & separate list, If different combinations of authorities are desired, very
simple program modifications will effect this, or a quite simple control card

procedure can be added,

Each main authority file 1ist will be printed in catalog sequence; i.e.,
all filing is word by word in strict alphabetic sequence according to £iling
form, as either entered by the cataloger on the worksheet, or developed by
the programmed fiiing routine, The same rules set down above for the sequencing
of catalog entries will be followed for authority file lists. See discussion
above under "The Sequence of the Catalog" for a full description.

et i var s uie i "

A{ The auxiliary authority files will be listed separately by file number,
' Each will be in strict alphabetic sequence by established form. ‘

AUTHORTTY FILE AUDIT LIST

For all additions and changes to the authority files during a cycle, the
computer will prepare a report, listing the entries in their prior unchanged
form and their new form. For the changed elements of an authority file entry
the computer will 1list: o

established form:

element number and description:
previously entered as:

changed to:

errors:

R sadiad
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T For the new authority entries, the' format of the ‘audit list will be
- identicai to the format of the authority file list, except that error codes
will be noted after each element that is’ in error.

: '.l‘he following error codes will be used to identify any errors noted
- by the" program. ‘For ‘the’ authority ‘file worksheet t, any error will cause the
program “to reject“the {nput (uniike the catalog ‘worksheet that will be pro-
~ M~cessed ‘and ‘flagzed), . ‘No ‘infoimation will be added to the files and a révised
4’»worksheet will have to be entered. P e N ST

. et D Lo e »,- '. , B T -:.__- . .. e e
« - - - - N g o '\ L ‘. . .,,1 -~ F - T
. ,:,.—,,..-\1 FAPIPE SN I B A e T AL L -

T W X - Z.u b Pnd
NS R
“

oY I'l‘ i Invalid 'rype - the N(new), C(change) or D(delete) has not been
- ; R entered correctly. ' :

N . .- - .
- ot A e et - = - - - e em e e . . .

- L - . A ~ > w. T .,sAr z >
N STl . . N A P , -

. IC - Invalid Code - the description codes or indicéators (such as.
P = § 1 number, S, Q, P, H) have been entered in-

. ,._ —: f:- ’;"l"i‘ ,‘A:'.::t, ‘,T:__‘j T T :«- correctly. . .' X_A ‘4 _“ ) . . ] ) . L

NF ~No - established form ~- one.or both of the headings involved in a
R ?.-{;5’1-1_ , Sl T % I ‘cross-reference(see from, or see also from) can
T Eine }-'7:": B not be' found on the authority file. It has either
cSLeel LT e Tl T peenr misspelled or has never been established
LeTEe L SER s ‘before. ST -

Do »‘._" - LA e T e . . "~: ~ = .

_i ‘ EF - Established Form - a search of the authority file has indicated
S GilEhet- o that the form; entered as new, ‘has already been
E f B ~_’_ established.i -

-

& -m_- Identification Missing - the established form has not been

written in the prescribed position on the
authori_ty _file worksheet. -

- - S Y
Py - o ¥ *
. - R .
ot - S P, ¥ - ; =
- ., -
P > A . i
- R - . - K
T o - . A ~ - N
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PROOF COPY AND ERROR LIST

As noted above in the description of the new title notice, the computer
will print on a proof copv worksheet any informatfon tha: is available in the
master files for the particular item being cataloged. '

Upon receipt of a2 new item (that is to be cataloged) at the library,
a new title notice 18 entered into the computer system, If the LC.card
number is available, that is all that need be transcribed on the new title
notice., If the LC card number is not.available, author, title, publisher,
edition, and date should be entered, The program“wiil gearch the master files
for matching LC copy. If LC copy cannot be found, the computer will print
the new title information on a proof copy worksheet, If matchiag LC copy 1is
picked up from the files, then the computer will print the LC information.?'
as proof copy for review by the cataloger. o

Whenever a new title notice generates a search in the LC files, and LC
copy is found, the computer will indicate with an "N", the LC headings that
are new; i.e., all headings that are not found on the authority file will be
flagged as new. This should save th: cataloger the time needed for a manual
authority search before completing the catalog worksheet,

The cataloger will review the information and note any.changes on a
catalog worksheet elong with any appropriste indicators and description codes.
If an indicator or code i3 to entered, then the cataloger will write only
the information contained within the indicator angle brackets., For example,
1f LC did not trace the title, and the library desires to generate a title
entry, then the cataloger will enter T in element 05. The T will be
keyboarded by the typist and the rest of element 05 will remain unchanged,
However, if a filing form, or any other £i€ld (except indicators) must be
changed, then the whole element must be rewritten and keyboarded.

The corrections on the catalog worksheet (changed type) will be entered
intc the system, after which time it will be treated exactly as a new catalog
worksheet; 1.e., it will be matched against the authority file, processed, and
new proof copy will be printed. .

For each completed catalog worksheet (new or change) entered into the
system, proof copy and error diagnostics will be printed by the computer.

The purpose of proofreading 1s twofold. It must first be ascertained
that no errors were made when the completed worksheet was keyboarded,
Secondly, the cataloger's work must be checked to assure that the appropriate

format, content, established form, code, etc. was entered on the catalog
worksheet,
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‘For. the catalog worksheet proof copy, the computer will list,
element by element, the’ exact information entered. For specified elements
the way in which it will file and how it will print in the catalog will
algo be..listed, This will occur whenever: the element is established, and
a filing or. printing: form will be. specified by the authority file entry, or
vhen the cataloger enters aanon-established element with a'corresponding
filing or printing form. L ) ay S

The format .of the element by element listing on the proof copy is as
~follows. ;,\;y.~;cr:.; S P . .

-~

element no.,~element name._
., ‘entered as: . . .., .., R CL e e
_will file ag: -~ . . S : L e,
. will'print as: = SR : N
*errors.ﬁﬁzﬁg -
Verification will also be done by the computer programs. An, errors
discovered through ‘the computer,. check will be listed after each element
following the heading" "*errors". If no errors are found, the last line

: of the proof copy page will read ''NO- ERRORS"‘ ~ S epee AT

B If errors are discovered, then the bottom line of the proof copy
page will repeat the element. numbers that are in error following the
- heading "*ERRORS'“ o T S

The follo ng error codes will be used

I I - Invalid Item Number - too many or too few digits,kor missing
' : completely.

’ A I - Allocated Item Number - the item number entered on the new
: title notice or on a catalog worksheet
.marked N {new) has already been used for
another itam. - -

'In both of the above cases, the computer will assign an arbitrary
item number to be used for making corrections. It will print out following
the error code, A new catalog worksheet, type-C (for change), should be
prepared with the computer-assigned item number.,, followed by a comma and
the new number, entered in the- appropriate position.

-y
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IT - Invalid Type - a character other than N(new) or C(change) has
been entered ‘

In this case, the computer will search the files. If.a matching
item number is found then it will be asgumed -that the catalog worksheet
is .to be used for change., 1If a matching item number is not found, the
worksheet will be treated as new, . :

IC - Invalid Code - the indicator field, enclosed in angle brackets,
has invalid indicators or description codes,

The invalid codes will be printed following the IC. A ‘catalog work-
sheet type C(change) should be entered with the indicator field correctly
written, .

NF - No Established Form - the computer has searched the authority
files for this form, and could not find a match-
ing entry., It has either been misspelled or
has never been established before.

EF - Established Form - a search of the authority files has indicated
that the form entered on-the catalog worksheet to
be established has already been established

In both of the above cases, the form entered on the catalog Worksheet,
and found to be in error, will be printed after the error code NF or ER.

BE - Blank Element - an element which should be present has not been
entered on the catalog worksheet,

When the following elements are not present a BE flag will be printed:

classmark

main entry (except when title is main entry)
title

place of publication

publisher

date

paging

size

There will be many cases when the above elements will legitimately
not have any information., In these cases the cataloger will enter the
special symbol B to signal that the entry will not have information in
this element, 1If the symbol B was inadvertently not entered, and the
computer listed the element as an error with a BE code, then the cataloger
will enter a change containing the B symbol in the flagged element,
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‘The sequence in which proof copy and error lists are to be printed has -
not as yet been fully determined. Only experience can show the best sequence
~ -for optimum coordinatfon of the ‘automated, professional, administrative, and

;;clerical procedures required in reviewing and correcting proof . copy.

, At nresent.the.following scheme is succes;edslw{thtth. 4d-- thgg th-
programming for this sequencing’ .ghould. ‘be -done at ‘an early stage of :the
project and may, ‘be subject to change.;tﬂ I N 0 CH T

ST Fbr the catalogﬁproof COpY.s all items for -which no machine-detected
.errors have been found, should be, listed first in 4tem number, .order, j .
Presumably, the. catalog -worksheets file- #111°be maintained in this same

7"order for eesy proof copy metching.‘

The second batch should contain all catalog proof copy for-which o
: authority-related errors have been discovered. This too will_print,in item
number sequence.PLQ J@;ﬂ‘\ ST G :

< . ., . R -]
e A A . .- L o e -

. cr o, d Pt DRI IeE S
PR ﬁi o

The third end last batch should list all items for which any nonr ;
authority-related ‘errors vere, found, also in item number sequence.

‘ P ~ - U SN
C e e e .. E N T T .- RETAIEEN LT oy LT 0l
[ SR A I AR , . T P T . a e LR 4 n .

ERROR REMINDER LIsT f’”em:'.f'argﬁdhﬁkj’ "’1<’f517p

A LIXS . P

o , RN
by,

A cumulative error reminder list is produced by the computerrefter a DA

7 ilspecified number of cycles. This 1ist contains all catalog items and- . . .
authority file entries that were flagged as in error, or were held off the"

- files by the. special hold notice. Catalog worksheet errors'will ‘be listed o

separately from authorit" file worksheet errors.

S Lo YT i

fx;w:r*"ihe error reminder list for catalog entries will contain the. item
~, . number, date proof. copy- was issued, and the elements that have: been-flagged

and. still remain uncorrected, .and are-not part of the catalog £1le 4.~ The

authority file error reminder 1ist will contain the identification. (established';fié

Mtform) the authority file number, date proof copy was issued ~and the elements ;
in. error.: o ‘,_QL P T T

e i X LNy
w Ll et “a HERICHIN

These lists should speed up error correction and serve as a.eontrol for
.+ all items and authority forms that have been entered into»the system but
.‘;ﬂhave not yet been included in the files. :

&
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11T, COMPUTER PROCESSING AND RELATED- PROCEDURES

T'uuxm
The'discussion presenred.ih this section wilL be limited to a general ]
description of the procedures related to computer processing, which should
be clear to non-computer personnel, It will include the description of the:-
- schedule, the clarical-and aﬂministrative"procedures associated with input .
and output, the general functions of the system, and the way in- which'LC
copy will be treated and combined with the library's files, - . -

A separate technical memorandum -is- being prepared for computer person- 3
nel, which will contain flow charts, descriptions, file layouts, record 3
content, etc,  and all information necessary fbr*programming the system.

R

s THE SCHEDULE

It.is obvious that a. schedule for any system, automated or‘manual is - 7 iy
closely related to the volume of work, and:- equipment and/or manpower utilized
for processing, It is-also difficult-to predict what the optimum. time in- oL
terval between processing: should be; before: any actual working experience L
with a running system. The schedule discussed here is therefore tentative -
and will be subject tou change as new experiences are gained, The time inter- - 3
vals used to describe the schedule will aiso not be expressed in terms of ; 3
days or weeks but rather in terms of the. basic computer cycle, Actual time

intervals will be estimated for eadh of the cycles in the proposed statewide e
system, ’ - : . T . N

ae . L N Tt K PR B
. A S s

The specified system is divided into three major~cyc1es. - ' ’ S
1, The basic cycle wili accept all inputs, edit and transcribe the
data onto machine files: and prcduce the cumulative listing of - catalog and
-authority activity since the- last printing of the supplement, ° If ‘catalog 3
cards are to be produced, they are also-printed during the bastic cycle ' .
together with proof copy and error lists for all catalog and’ authority en- L3
- tries, and catalog werksneets for all new. title notices, ' For a statewide . A
system, with an estimated cataloging volume of about 50,000 a year,: the , E
basic cycle will probably be run- on & daily basis. o ’

The sutomatic inclusion*of catalog and authority file entries onto the :
error-free computer master files: is’ also'a  function of the specified number L A
of cycles. The library will decide on this preset time; after the specified: 3
number of cyclies have passed,. and no indfcatior of error.or special requests »
have been received by the computer, it will be assumed that the proof copy 7
has been okayed, and the entry will become- part of the permanent files, The
library will also decide on the time interval for printing the error reminder
notices, 1If no corrections have been received by the computer after the
specified number of cycles have been run, the: computer will 1ist all catalog

and authority entries flagged as errors; for which the expected corrections. 4
have not been entered,.




93'0

THEODORE STEIN \ T

Entries for which special request tndated hold notices have been enterad
to delay their inclusion in the files, will also be listed along with the
error reminders. ‘

2, 'The supplement cycle will print the cumilative supplement of the
» book catalog and authority-file, During each basic cycle, the supplement
. to date catalog and ‘authority files will be updated. During the supplement
' cycle, the supplement to date files are merged with the main to supplement
files and a cumulative supplement is printed for the book catalog and
authority file. This supplement wili contain:all activity since the last
3 printing of the main files, Since the staff will receive the latest catalog
’ and authority information from the basic cyclz, the interval between:
supplement printings will affect the public only, The type of public service
provided by the library shoiild be the criteria for deciding the interval
between supplement printings., It is obvious that a large reference and
research library that caters tc users who mast always have the most:recent
3 catalog, should choose the shortest interval-a new supplement every month,
Smaller libraries, and libraries that deal mostly with non-research material
might choose a larger interval, such as every three months., "Another- factor
that must be -considered is the cost of producing book supplements, - The yearly
3 cost for printing monthly supplements. 18 almost three times the cost- of
3 printing quarterly supplements. ' : S

3. The main cycle will print the main catalog and complete authority ‘
file. During each supplement cycle, the main to supplement files will be up-
dated. During the main cycle, the main to supplement catalog and authority

E files are merged with the main files and all entries in the system since
3 its inception are printed. If monthly supplements are produced, then the
E optimum interval (based on cost factors) for main catalog production is not

constant. For a period of 20 years, the first main catalog wiil be produced
; " after- 10 months, the interval will increase by cne month for each main printing,
Q‘ and reach 23 months after 19 years. If quarterly supplements &re printed, the
main will be produced at the corresponding optimum”interval,
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saerestics exal . . CLERTCAL.AND. ADMINISTRATIVE . PROCEDURES. .
N T R N T T
The clerical and administrative procedures associated with each input
and. output: have - been noted: in the corresponding: descriptions. The general
: procedures will be discussed here. .The steps:taken, from the time-a new
item'ds received at the library to'its’ being printed in the catalog, are -
' rraced. et e i w;”ﬂ”k“,,‘ . o ‘ -

"‘i,“) ~“’4~ :' “ ! x ] ‘. v

f X “5»-

,The first step in the: process is the inclusion of the item on- one V
«of'the computer: files,  As noted-above, once:the- acquisitions procedures
_‘are automated, an.order. for a. particular item will: serve to enter.the item

;w,into the system, . Until such time,. however, -the new‘title notice must, be
j;entered with appropriate information. - All:items,.new to the-:system- and . . :
u.ready for cataloging,’ are. forwarded ‘to- the. input preparation group.:.. These
vtypists ‘will be trained:to .record; onva blank new title notice,.the-1C
card-number if it: is; printed on-the:item; - if -no LC number is available,..

r - they- -will:enter on-a’ prenumbered new title notice: all pertinent information

- _+from-the title page-author, title, publisher, edition,.and date of publi-.
‘vfs;cation.‘ The: number . preprinted on this notice becomes-the: item number,. -

, thevunique identification- for. this-particular item: used.throughoyt. the,

. cataloging process, A printed copy of -the new- -title notice is:attached to
. theitem which is then shelved in item number sequence to await receipt
,,~of the computer printed catalog worksheet. T R

. . P » W : REEE
R NN . x.u‘/—A L e sy y 3

The new title notice is entered- into the: computer cycle where the.
programs :will search the files to find matching LC copy.: If LG:copy is
found, the. computer will-print-the LC:information on a proof copy worksheet.

- 21f LG has not forwarded catalog copy, the data entered.on the -new title ..
, notice will be printed as proof copy. These worksheets printed in item
\,number sequence will be inserted in their corresponding items which were:
. shelved;in item number sequence.  The item, along with its worksheet, is
Forwarded to the cataloging section. TR L LI S L L A A

, With item in hand, the cataloging group will complete the required
searches, and enter on a catalog worksheet all corrections to LC copy, or
new cataloging data. Corresponding authority file worksheets, whenever
necessary, will also be completed, The worksheets will be sent to the in-
_ put ‘preparation group where they will be keyboarded and entered into the

computer system. :

‘ The computer programs will edit and transcribe the data onto internal .

. storage flles and produce proof copy and error diagnostics for both the
catalog and authority file entries. Proof copy for which no computer-
discovered errors were indicated will be forwarded to proofreaders who

will match the computer printed copy against the entered worksheets, Proof
copy with error indications will be returned to the catalogers for correc-
tion, The corrections are entered into the system which will then print
'new proof copy and error diagnostics.
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It is unnecessary to re-enter into the system the proof copy that

. needs no corrections, The library will decide on a preset time period
(it will probably be about one week), after which time the computer will
automatically include in the catalog files all new items for which error
free proof copy has been printed and no corrections received. The
catalogers will have the option of delaying this procedure by entering a
special request hold notice which will cause the system to refrain from
including the item on the catalog or authority files until a specified
date or until notified via the special request notice to enter now. The
enter now notice is also used to cause the computer to immediately in-
clude the specified items in the catalog without waiting the preset time,

The entry is then merged with the computer files andgat the scheduled
timesthe prescribed output is printed by the computer,

The authority file and catalog lists (described in the output section)
will replace the current catalog and authority card file, The staff will
have access to multiple copies of the latest computer listings and will
utilize these listings in conjunction with the printed book catalogs.

Since the computer will produce a list of all authority activity after
every computer cycle, there does not seem to be a need for ars authority
file control copy in which the latest authority information would be manu-
ally entered in order to avoid duplication of work. Though this has been
previously suggested, further investigation has reveaied that there is
very little danger of duplicate effort in establishing new authority as
long as the latest activity is made available to the staff within one or
two weeks, In the present system, authority activity will be printed after
each cycle, and for a statewide system :c¢ is probable that a new cycle
will be run each day. Some librarians have expressed the opinion that a
delay of sgeveral weeks will also do no harm, since it is rare for an
author, unestablished up to this time, to have more than one item cataloged
in this short period. The same is true for subjects, It seems to be ex-
tremely unlikely that a new subject would have more than one entry under
its heading in a period of several weeks, Alizo, it was pointed out, the
establishing of subject headings is specialized, and any particular sub-
ject 1s generally handled by the same cataloger,

For both the catalog and authority file, the staff will have to search
in three alphabets, The main catalog and complete authority file will
contain all entries in the system, from the time of its inception. The
cunulative supplement will contain all information entered into the
system from the last main printing until the latest supplement printing.
The data entered into the system since the latest supplement printing will
be cumulated and printed during each cycle.
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R et The description in this section of the system definition will depart

I  gomewhat from’ the! ‘method of ™ description fol'lowed ir the:other : sections.

! ~ Elsewhere”in:the system: ‘definition the definition has-been-given-in a.
AT mannet” which 1s: independent“of the: actual machlne!svstem design and.doea
_not* refer'to‘specific machine” files.é Here, ‘ds a matter of convenience,.-

‘ apecific machine files,implying al particular system design will be referred

DA _ Loyt Also, ‘some- additional‘outputs will ‘be: defined here. that arernot Te-,

.| NS . ferred.to in other sections of the spec fications
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T L . Two files are used to retain“the Le catalog data.\ These are the: -

".#.0 - current {tem master file and the dormant item master file, The current
"*item*master file is passed~on each“basic cycle of the system and contains,

An° addition" to the Library of Congress catalog records, locally: generated

e cataloging information and acquisition infotmation. .Library' of Congress

';{Qﬁ’.i,auu“ " catalog records would be held on’ the current item'master'file for a perfod
o7 | ofone year or. until they are used in cataloging, vhich ever is earlier.
“‘After this‘they dte transferred to. the dotmant item master file, The

. dcrmant item'master file~is accessed less frequently'than the~current itEm
.2 master file'=ﬂ R &

. et * R I N S P e . N T L e T N T N e . A
- e ’ ‘ . N N vl R T 3 £,y 4 :
. - Z oL L PR
:, PRIt S PN ‘;..ﬂ 3 .,’ A'.} e L oanti e
PR A R . " \'.w_ e

b e ihee . ey N .
VR A .«'1\1,:. S ! S > “;

D S e, (Flbhi L
VAL ANAY ¥ T WA 1 3 A Y ORI o1
W, i
A

Xk ek ~ ; ; i"“ EREIN P S
3 :

” - Y - .
g 4 el N R e - BEes

4t g .
o L A D s

Asrequest~for*Library of Congress copy is initiated by submission ‘of a
nev: title notice, - If Library ‘of" Congress card’ number»is‘known,lthen the |
search for 1¢ copy*will~be carriediout against the" current ‘{tem magter’ file
by ltem'number.3<1f no, LC copy has been recefved for the item number, 8

4 with,an indicatfon that LC. copy is not available. If LC copy is found on
_the current'item master’ filey then £S5 proof sheet’ will be printed showing
the information contained‘in the EC copy. If the: ¢ copy“is on"*thé-dor~
mant*item master file, there: will 'be’ ‘a cross~referencefreflectingfthis Fact
on ‘the. curtent’item file. A proof ‘sheet will ‘be’ printed containing nothing
butia notice that proof copy'will‘be prepared the next ‘time ‘the dormant ‘item

g oo - master file £8 run, If LC “card number‘is ‘hot available, then:- the gystem

R will attempt to. £ind LC copy 'by* méans “of "an alphabetic’ search: on: information

L " baseds: upon‘the author and title‘data for the item, (The precise nature

" oft the alphabetic search'has not: been ‘specified Here, and will néed to be

determinednexperimentally; Tt is,clear ‘that an exact .alphabetfc match:’
- onfull author and-title {s not desirable as asearch: technique)*”'” ~

Bl alphabetic master file ‘ts maintained ‘that contains the alphabetﬂc ‘matching

‘ " data ‘for: all Library of Cbngress copy held “in the - system. The Library of

' Congress*card fiumbér for the ftem. {'s:'also- ‘kept onxthis~file.f“lf the: -«
alphabetic search is. successful, thenithe item number ‘is ‘extracted - from’the
alphabetic master file and the retrieval of Library of Congress copy then
proceeds by item number as described above, It is possible that several
ftems may be ‘found. which meet the alphabetic match ecriteria for the ftem
that {s being searched:, In this case,. proof sheets will be printed show-
ing the Library of Congress copy that has been received for every match-
ing item. The cataloger will select,the correct sheet,
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Every new title notice that is accepted by the system causes
creation of a record called an acquisition record on the current item
master file, The term "acquisition record" is used because this record
has certain functions in connection with an acquisition system integrated
with the cataloging system., If Library of Congress copy was not found
at the time a search was made and if at any subsequent time Library of
Congress copy is received for the item, then, if the machine is able to
identify the Library of Congress record with the acquisition record on
the file, the machine will at that time produce Library of Congress
proof copy. If by that time the item has already been cataloged locally,
then there will be a catalog record also on the item master file and this
will be put out along with the Library of Congress information so that
the cataloger can compare the two and decide if he wants to make changes.

If the acquisition record on the item master fi le has been placed
there with a Library of Congress card number, then whern Library of Con-
gress proof copy comes in later there will be a definite match by item.
number and-the proof sheets can be produced, If the acquisition record
is on the file under a New York item number, then analphabetic search
must be tried. The same master file that keeps the alphabetic indices
of the Library of Congress records, also keeps the alphabetic indices
of the new title notices, Incoming LC records will be matched against
the alphabetic file and if they match any alphabetic record that have
New York item numbers, the proof copy will be put out for these items,

Whenever the machine identifies a new title notice (or the acquisi-
tion record produced on the item master file from the new title notice)
with a Library of Congress catalog record by means of the alphabetic
match, then this must have occurred because the new title notice had a
New York State item number, since otherwise the match could have been
carried out by means of LC card number. In such cases, whether it be
new LC copy that has matched the previously entered new title notice or
a new title notice that has matched the previously entered LC copy, then
when proof copy is printed out, the cataloger will by inspection of the
proof copy first verify that the machine has correctly matched the two
items, 1If this is verified, then when he enters the catalog worksheet
with the final cataloging information, he will also indicate that an
item number change is to take place from the New York number to the LC
number, '

If LC copy is received some months after an item has already been
cataloged, then the catalog record may no longer be on the current item
master file, It will, however, be on a supplement which is passed on
each supplement cycle of the system, Preparation of proof copy for the
newly received LC data will be delayed until the next supplement cycle,
and gt that time the proof copy will be put out with the catalog re-
cord that is presently in the system,
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Established headings on the LC catalog. reccrd will be checked
against the machine .authority file at the time that the search fox LC
copy takes place and proof copy is pmpared., One of’ ﬂve a.ctions can .
occur .as & result of this search: _

hd -

1. - LC copy matches an authoﬂzed entry i:n the authority fﬁe. The
. program wili treat the LC information, exactly as if it would have ‘
.been prepared by the 1library, i.e., the. ap;propriate descr:iytion ’ ;
codes, filing and printing form will be transferred from the aur A 3

thority file to the catalog r;ecord, and proof cop, will be printed. ‘ -

2. LC copy matches ,a special cntzy .on the autho::ity :file., This N
special entry was pre\dously prepared, by the library for the ca:se
where a form used by LC is to be changed to a form used by the”
libxary, .£., there is a one-tc-one relationship in all cases . *
between the two forms., For example, if LC always used. "Bolshevism
.and the Librar_y used "Communism" as the corresponding subject ‘: .
- heading, then the program wonld. convert the 1.C form to the library 5
form - Bolshevism to Communism. . L

Moo /&S

FXN A CPPLT TWRNTL USTY.

3. I-C cop'y matches a “do not eetabl‘lsh" ém:ry on the am:hority ﬁle. ’
_This entry was previously prepared for all esta:blished 1€ forms
" that the lbrary cannot accept. as is. This may be true for, special
collections where the library might want a finer subdivision of -
" related subject headings, such as "Dance", “"Art", etc. The program .
~will appropriately flag this heading on the printed catalog work- ]
sh.eet in order to avoid unnecessary 1nvestiga:‘.:ion by the ca.taloget. . E

4, LC copy marches a "see" referznce on thp authority :E:lle, but mo . R
~ indication has been entered on the authority file for ‘aytomatic . ‘
tran:sformat:lon to the referenced ‘heading. The proof -copy will showf _
the headi’:ng with its cross-reference and the 1library can decide )

f, whet’her a transfcrmation should be madE. '

5¢ . LC copy does not match any prev:lous entry on the 11bz:a1ty auﬂxority
" file. It will be flagged on the printed catalog worksheet and the
cataleger will follow the specified procedures for :mvestigaﬁma of
_ney headings. If it is decided to establish the form’ as 18, then
the indicator "N" should be entered by the cataloger on a x:hange
catalog worksheet, -

Wm:king from the proof copy the cataloger wonld prepare a cwta’log ,
worksheet oon which he would Indicate any »cha.nges he wanted to mske in
the Library of Cr.mgress copyy or the heading, might very well be accept~ ‘
able as is, and no changes would Lhave to be made. In adﬁition, he ,
coiild “add .any, information that is. of strictly local. significance, auch‘ '
as collection code, In the case of a new heading, 1f he decides that.
it should be establizhed he could simply Indicate on the catalog work-
sheet that this heading is to be mewly established using the "N'" in-
dicator., Alternatively, he can submit an authority file worksheet,
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The Library of Congress will also provide machine-readable head-
ing cross-reference records. In a general sense, the cross-reference
headings will be treated in the same manner as catalog records received
from the Library of Congress., Catalog entries are first matched against
the library files. If a match is found, both entries are printed for
comparison. If a match is not found, the LC copy 1is retained until the
library acquires the item and vequests LC copy via the new title notice,

The same policy willhold for cross-referencea., The headings will
first be checked against ‘the library authority file, If the LC heading
matches an established cross-reference heading and the cross-references
are identical, nothing more need be done (excépt printed notification
that LC and the library heading agree), If the headings match, but the
cross-references are not alike, both will be printed on the proof copy
for consideration by the cataloger., If the LC cross-reference heading
matches an authority file heading for which entries have been generated,
then both headings will be printed on the proof copy. The cataloger
can then decide whether ‘to change to the LC form and remove all entries
from under the heading, or to retain the library's previous decision to
use this established form as a heading for catalog entries. If a match
is not found on the authority file, then. the Library of Congress cross-
references will be held on the machine authoricy file (specifically the
authority check file) in an inactive status until the first item :
employing the heading to which the cross-reference applies is cataloged.
At that time, a request for Library. of Congress copy will have been made
via a new title notice, When this copy is found it will be checked
against the authority file and at that time the machine will notice that
a cross-reference is present for the new heading., The cross-reference
will be printed out at the bottom of the catalog proof copy sheet. The
cataloger will take the cross-reference .into consideration in examining
the proof sheet, and if when he returns the worksheet he indicates (by
entering the '"N" indicator) that the new heading is to be established,
the cross-reference will automatically be picked up and put into the
authority file. On the other hand, if the heading is not established
by means of the catalog worksheet, but a separate authority file notice

is prepared, then the cross-reference must be entered on this authority
file notice.

When new Library of Congress headings and cross-references finally
are established either via the catalog worksheet or on an authority file
worksheet they will be printed in the authority file proof copy in the same
fashion as headings locally established., However, the item number of the
LC record which ied to establishment of this heading or cross-reference
will also be given,
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This information is hf:,
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nl.;~¢System Parameters

- .:.isystemo ,
.- ..., -detail in Part. 11 of.the xeport: - System‘Design.
g,precise language the.meanings are as . follows.- T I

PN

‘lLength of time.after an item is catalogedwlocally
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. _"These .are time peniods related tn various actions of the L

The meanings of.these,yarameters,are given in: e
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'Length of time whichrshould elapse before -an unused
.L\Library of . Congress Catalog Record is dropped from
" the active machine, file and put into. the dormant .

) ’machine file.a- I R A

# T T

that the machine system should continue,to scan.

" '1f the Library of Congress has subsequently catalog-

ed Lhe item. N ae e e e

PPN
“;.; th..

Length of time Which should.elapse before an unused

' Library of. Congress Catalog Record is dropped £from .,

the dormant machine file..ﬁwfgc,J e e g ams e
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A time period that is related to the distribution

-of catalog data, for. correction purposes, among more

'Areadily accessible and less readily accessible files.

s
A S oo »

Time that elapsee between preparation of proof copy,
and entry .of the -data. into the.machine cataloge - -

" This time interval allows correction to, be mades « .

Time period for which the system retains a cross-
reference from an old item number to a new item
number after an item number change is made,

1f the machine discovers an error in a record, and
if after this elapsed time period the error has not
been corrected, the record is printed out again as
a reminder,
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:incoming Library of. Congress Catalog data ‘to see }f;,j
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2.

P8 - Length of time the system will retain original
Library of Congress copy after cataloging is
completed,

Input Control Notice

This‘describes to the computer the characteristics of
the catalog worksheet that is in use., Instructions for
preparing this are given in the text,

Output Control Notices

These describe the content, format, and sequence of book
catalog pages or catalog cards, Instructions for pre-
paring these are given in the text,




