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SECTION 4.0 

Formats 

Atlas template with example 

 

Atlas Template 
 

 
 
Chief source of information: title page and verso (if no t.p. or verso is found, use cover or 
colophon if it has the most title and publication information) 
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = e – Cartographic material 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = a 
007: Specific material designation (01) = d – Atlas 
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008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields:  

 Required fields: 010 LCCN, 020 ISBN, 040 subfield e description conventions 
(for RDA records), 100/110 author, 245 title, 250 edition, 260 imprint, 336 
content/337 media/338 carrier (for RDA records), 490/8XX series, 599 data entry 
(for non-vendor records), and 908 local field if you want the record fully 
cataloged. 

 245 field: The 245 first indicator is 1 if there is a 1XX field (main author or 
corporate name) used and 0 if no 1XX is used. The second indicator is the 
nonfiling value that indicates the number of spaces to be skipped when the title 
begins with an initial article like “a”, “an”, “the”, or “el”.  

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for an Atlas 

 
 
The “rda” in the 040 subfield and the 336 content/337 media/338 carrier fields are clues 
that the record was created based on the RDA cataloging rules. 
 
Two 655 genre headings will appear in every atlas record: “Atlases” and “Maps”.  You 
can enter the company that made the atlas in a 710 corporate name field. 
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Blu-ray template with example 
 

Blu-ray Template 
 

 
 
Chief source of information: resource itself; e.g., title frames. 2nd choice: container/disc 
surface.  If information is not available from the chief source, take it from the following 
sources (in this order of preference): accompanying textual material, container, other 
sources. Sources for title in order of preference: title frames, container/disc surface. Local 
preference for title: container title. 
 
Instructions for Fixed Fields: 
Leader: Type of Record (06) = g – Projected medium 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = s – Videorecording 
007: Specific material designation (01) = d – Videodisc 
007: Videorecording format (04) = s – Blu-ray disc 
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008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR p – Date of distribution/release/issue and 
production/recording date OR t – Publication date and copyright date OR b – No 
dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields: 

 Required fields: 020 ISBN (If no ISBN found, enter the 024 other standard 
identifier number; If no standard identifier number is available, enter the 028 
publisher number), 040 subfield e description conventions (for RDA records), 245 
title, 250 edition, 260 imprint, 300 description, 336 content/337 media/338 carrier 
(for RDA records), 490/8XX series, 599 data entry, and the 908 field.   

 024 field: Enter other standard numbers in a 024 field without spaces or hyphens. 
A UPC (Universal Product Code) number is entered in the 024 field with a first 
indicator of 1, while an EAN (International Article Number) is entered in a 024 
field with a first indicator of 3.   

 028 field: Enter the publisher number exactly as it appears on the item in the 028 
field. 

 245 field: The 245 first indicator is 1 if there is a 130 field (uniform title) used 
and 0 if no 1XX is used. The second indicator is the nonfiling value that indicates 
the number of spaces to be skipped when the title begins with an initial article like 
“a”, “an”, “the”, or “el”.  

 250: Enter edition or version information such as Widescreen version; Director’s 
cut; Unrated full screen edition; Colorized; Digitally remastered. (This 
information may also appear in a 500 or a 538 note in fully cataloged records.)  

 300 field: default information supplied; change the number of blu-rays if there is 
more than one videodisc, change “color” to “black & white” if the motion picture 
is in black and white or use “colored & black & white” if it contains both. You 
can enter information about accompanying material in subfield e preceded by a 
“+” symbol. 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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LOCAL POLICY (TV Program/Movie Titles): Based on OPAC Committee feedback on 
August 28, 2002, the Bibliographic Unit will generally enter the individual episode titles 
of TV programs in the 245 title field (for 3 or less episodes) and the authorized name of 
the TV program in a 730 uniform title field. Individual episodes are also often listed in 
740 fields if they are not listed individually in subfield t of enhanced 505 content note 
fields. However, if there are more than 3 TV episode titles, the individual episode titles 
go in a 505 contents note and a set title is used in the 245 title field. Also enter the main 
title for a movie without qualifying names at the beginning. For example, enter “Psycho” 
rather than “Alfred Hitchcock’s Psycho” in the 245 title field.  
 
LOCAL POLICY (TV Programs/Movie Sets): On 8/12/2009, the Reference Committee 
supported the Cataloging Committee recommendations to follow two cataloging 
practices: 
1. Catalog TV programs at the season level whenever possible.  
2. Catalog movie sets as individual movies with one movie on each bibliographic record. 
Exceptions: If a jurisdiction decides to keep a set together or do individual records that do 
not follow the local policy, staff will notify the Supervising Cataloger who will add a 
note to the bibliographic records; e.g., “Some copies may be cataloged separately” or “as 
a set” (Cataloging Committee, June 6, 2012).  
 
LOCAL POLICY (Holdings): As of November 8, 2010, the Bibliographic Unit no longer 
maintains OCLC holdings for DVDs/blu-rays owned by Lompoc, San Luis Obispo, and 
Santa Barbara jurisdictions, because these jurisdictions do not loan these materials 
outside of the Black Gold Cooperative Library System.
 
LOCAL POLICY (Genre Headings): As of February 2012, the Bibliographic Unit will 
not add 655 genre headings to existing OCLC records for DVDs/blu-rays, but will keep 
them if they are in the record. 
 
LOCAL POLICY (Separate Records): The Reference & Adult Services Committee 
decided at the 5/9/2012 meeting that catalogers will provide a separate bibliographic 
record for a DVD/blu-ray with the same title for these versions: 
• Full screen 
• Widescreen. If both full screen and widescreen versions are on one DVD, they will 
be added to the widescreen record as the default (local exception to the national 
cataloging rules) 
• Special features with a separate disk should have their own record 
• Director’s cut 
• A different number of disks 
• 3D 
• Unrated 
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LOCAL POLICY (DVD/Blu-ray Sets): As of October 1, 2012, all library jurisdictions 
should be using the “DVD5” Material type for sets of DVDs/blu-rays with 5 or more 
discs, and the Loan period should be 3 weeks (per Administrative Council, 8/24/2012). 
As of January 9, 2013, the DVD5 policy was changed to include any DVD/blu-ray title 
with content on 5 or more sides, instead of basing it only on the number of discs (per 
ATS Operations Committee). 
 
LOCAL POLICY (Blu-rays): The Bibliographic Unit will no longer fully catalog blu-
rays, per the Cataloging Summit held January 16, 2013.
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Example of a Blu-ray 
 

 
 
The 300 subfield c field includes both the distribution date and original year the movie 
was produced. The copyright symbol was included because the symbol must be used 
instead of a lower-case “c” in RDA records. A 655 genre heading for “Blu-ray discs” is 
included.  A 700 field was added for the director to help identify the version of the film. 
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Book template with examples 

 

Book Template 
 

 
 
Chief source of information: title page and verso (if no t.p. or verso is found, use cover or 
colophon if it has the most title and publication information) 
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = a – Language material 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Literary form (33): 0 – Not fiction OR 1 - Fiction 
008: Language (35-37): Enter 3-letter code if not default eng 
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Instructions for Variable Fields:  
 Required fields: 010 LCCN, 020 ISBN, 040 subfield e description conventions 

(for RDA records), 100/110 author, 245 title, 250 edition, 260 imprint, 300 
physical description extent (paging), 336 content/337 media/338 carrier (for RDA 
records), 490/8XX series, 599 data entry (for non-vendor records), and 908 local 
field if you want the record fully cataloged. The 099 local call number field is also 
required for fiction books; i.e., 099  Fiction 

 245 field: The 245 first indicator is 1 if there is a 1XX field (main author or 
corporate name) used and 0 if no 1XX is used. The second indicator is the 
nonfiling value that indicates the number of spaces to be skipped when the title 
begins with an initial article like “a”, “an”, “the”, or “el”.   

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 

 Note: Some categories of books get special treatment and contain unique 099 call 
number, 500 note, and 655 genre fields.  For board books, braille books, lease 
books, paperbacks, and non-magazine serials, see the examples of special 
treatment.  

 
LOCAL POLICY (Fiction Books): The Bibliographic Unit will no longer fully catalog 
fiction books or add OCLC holdings for fiction book records entered after February 1, 
2012 (OPAC Committee recommendation approved by Administrative Council 
December 2, 2011). Jurisdiction staff will be responsible for putting in records, 
preferably full-level vendor records. Jurisdiction staff will edit each vendor/Z39.50 
record; take out unneeded information; and make sure it matches local Cataloging Input 
Standards Manual requirements. Short vendor records and short records input by staff 
will be edited to meet the minimum requirements in the Input Standards Manual. 
Catalogers need to check headings for names, subjects, and series. The policy for fiction 
books applies to all fiction books, both adult and juvenile. 
 
LOCAL POLICY (Paging): Per the Reference Committee (February 15, 2012), 
cataloging staff will add the paging (last numbered page of a book) in the 300 field for 
book records as a required field. Exception: staff will accept the pagination in a vendor 
record to save time. 
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LOCAL POLICY (Non-Magazine Serials): Per the OPAC Committee (4/24/2013 
meeting), as of 5/1/2013, catalogers who add serial records (excluding magazines) to the 
catalog are expected to make the following changes based on the new local policy: 

1. Change the LEADER Bibliographic Level (position 7) code from “s – Serial” to 
“m – Monograph/item” in serial records. 

2. Remove the Date 1 information from the 008 fixed field so the starting date does 
not display in the OPAC next to the format icon.  

3. Make sure the new 008 fixed field for Books is coded correctly for Audience and 
Literary Form. (Changing LDR coding causes the 008 field coding to change 
based on the new format of Books, resulting in several fields missing data.) 

Serials are titles published on an ongoing basis for an indefinite time period. i.e., intended 
to be published forever. Examples include: travel books like Fodor’s California, law 
books like Nolo’s How to do your own divorce in California, and test books like 
Kaplan’s ASVAB. 
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Example of a Bibliographic Record for a Book: Minimum Information 
 

 
 
This is an example of a minimal (short) record for a nonfiction book with only the 
required fields.  The LDR Bibliographic level is coded “i – ISBD punctuation included” 
and the 040 subfield e is coded “rda” to show this record was created based on the RDA 
cataloging rules. The 008 fixed field has the required coded information for date (single 
1952), literary form (0 for nonfiction), and language (eng for English). The authorized 
form of the name is used in the 100 author field. The series as it appears on the book is 
listed in the 490 field, and the authorized form of the series is entered in the 830 field in 
this example.   
 
In the 300 physical description field of RDA records, enter the number of pages followed 
by a space and “pages”. For RDA records, you can enter “1 volume (unpaged)” or “1 
volume” if unpaged. If more than one volume exists, enter the number of volumes in the 
300 physical description field; e.g., “2 volumes” or use “volumes” if number of volumes 
is unknown or may change. Information such as the paging can help patrons find books 
with a specific number of pages, such as a student looking for a book with more than 100 
pages that is a biography.  
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Example of a Bibliographic Record for a Book: Full Information  
 

 
 
This is an example of a brief record for a nonfiction book with more than just the 
required fields.  For example, the 300 subfield b indicates the book is illustrated. The 500 
note includes publication history. A 655 genre heading was added. The editor of the book 
listed in the statement of responsibility (245 subfield c) has been added in a searchable 
700 added author field.   
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Example of a Bibliographic Record for a Book: Three Novels in One 
Book 
 

 
 
The required 099 Fiction field is included for this fiction book. This record shows an 
example of the 505 contents field and the optional 655 genre field. The 740 title added 
entry (analytic) field is optional; i.e., it’s used to list each unique title when there is more 
than one title in a work. When there are no initial articles, the 740 indicators are 02. 
 
Another option is to enter the contents in a 505 enhanced contents note (indicators both 
0) so the individual titles are searchable by title without needing to add individual 740 
fields; e.g., 505 00 ‡tRomance after forty --‡tWild Tahitian getaway --‡tMystery date. 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 10/9/2013  
Cataloging Input Standards for Entering Bibliographic Records in Polaris 
 

15

Example of a Bibliographic Record for a Board Book 
 

 
 
A separate template for board books is available. The 500 note says “On board pages” 
and the record has a 655 genre heading for “Board books.” Staff could add the 250 
edition statement “Board book edition” in brackets to help distinguish this version from a 
regular print or other edition.  
 
Library jurisdictions that want nonfiction board books fully cataloged can add a 908 CAT 
NOTE field for books; e.g., 908_ _ |dMAT TYPE:a|eCAT NOTE:p  
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Example of a Bibliographic Record for a Lease Book 
 

 
 
If no bibliographic record can be found for a new lease book, staff can enter a new lease 
book record that also includes these two fields: 
 
099__LEASE 
500__Temporary. 
 
There should not be a “908_ _ |dMAT TYPE:a|eCAT NOTE:p” field added when only 
lease item records are attached. When a permanent copy is added to a fiction lease book 
record, staff should change the 099 to say Fiction; remove the 500 Temporary note; and 
do any other editing needed to meet Input Standards requirements/patron needs. The 
“908_ _ |dMAT TYPE:a|eCAT NOTE:p” field is only added by the first jurisdiction that 
adds a permanent copy to a nonfiction lease book record.  
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Example of a Bibliographic Record for a Paperback  

 
 
Some library jurisdictions add temporary bibliographic records for inexpensive 
paperbacks that are not intended to be permanently held items. In this case, if no existing 
bibliographic record is found in the catalog, then a short record is added. Staff have the 
option to add another genre heading if helpful to patrons; e.g., the 655 genre heading for 
“Fantasy fiction” was added in this example. 
 
This is also a kid’s book so the 008 Target audience code is “j” so it will be indexed as a 
Juvenile format. 
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Example of a Bibliographic Record of a Non-Magazine Serial Before & 
After Local Changes: 
 
Before Local Changes to Serial: 
 

 
 
Fodor’s California is an example of a travel book published annually.  

Per the national cataloging rules, publications like this intended to be published 
indefinitely are cataloged as serials, using a format with unique fixed field coding in the 
MARC record.   
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You can identify this as a serial by looking at the LDR Bibliographic Level (position 7) 
field that is coded “s – Serial”: 
 

 
 
Other clues that a record is a serial include the presence of: 

 range of dates in the 008 field, often with the second date being “9999” 
 022 ISSN field  
 300 physical description field that lists volumes rather than pages 
 other fields like the 310 current publication frequency; 362 dates of publication 

field; etc. 
 

The 008 field for a serial looks like the following: 
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After Local Changes to Serial: 
 

 
 
Note: Make the LDR Bibliographic level code change first. In Polaris, double-click on 
the LDR or 008 field in the bibliographic record to make the changes to the fixed fields.  
 
Staff can make these changes before or after a new Z39.50 or SkyRiver serial record has 
been saved or imported into Polaris. Polaris serial bibliographic templates are available 
for jurisdiction staff to use to create a short record; however, Bibliographic Unit staff will 
usually fully catalog serials because of the more complex cataloging rules and unique 
MARC fields used for this format. 
 
For this example, the cataloger adding the non-magazine serial record changed the 
LEADER Bibliographic Level (position 7) code from “s – Serial” to “m – 
Monograph/item” in the serial record. Changing LDR coding causes the 008 field coding 
to change based on the new format of Books, resulting in several fields missing data. 
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Example 008 field after change Leader Bibliographic level code: 
 

 
In this example, staff need to delete the Date 1 data, change the Audience code if needed, 
and change the Literary form code, usually to “0 – Not fiction”. 
 
008 field after edits: 
 

 
 
Note: The Bibliographic Unit will also correct or add missing codes for fields like the 
Biography (position 34) field when the record is fully cataloged to meet the local serial 
policy. 
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Book on CD template with examples 

 

Book on CD Template 
 

 
Chief source of information: disc and label. Sources for title in order of preference: disc 
surface, container, accompanying material.  
 
Instructions for Fixed Fields: 
Leader: Type of Record (06) = i – Nonmusical sound recording 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = s – Sound recording 
007: Specific material designation (01) = d – Sound disc 
007: Groove width/groove pitch (05) = n – Not applicable 
008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
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Instructions for Variable Fields:  

 Required fields: 010 LCCN, 020 ISBN, 024/028 other numbers, 040 subfield e 
description conventions (for RDA records),100/110 author, 245 title, 250 edition, 
260 imprint, 300 description, 336 content/337 media/338 carrier (for RDA 
records), 490/8XX series, and 599 data entry. 

 The 245 first indicator is 1 if there is a 1XX field (main author or corporate name) 
used and 0 if no 1XX is used. The second indicator is the nonfiling value that 
indicates the number of spaces to be skipped when the title begins with an initial 
article like “a”, “an”, “the”, or “el”.  

 300 field: Replace n with the number of discs followed by the length/duration of 
the work in parentheses. If there is only 1 CD, remove the “s” from the end of 
“CDs”. 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Book on CD 
 

 
 

The publisher number is entered exactly as it appears on the item in the 028 field. The 
indicators for books on CD publisher numbers are usually 02.  If there is only 1 CD, 
remove the “s” from the end of “CDs” in the 300 physical description field. Bibliographic 
records for CDs typically have a 500 note that says “Compact disc” or “Compact discs.” 
The 511 note is used for the participant or performer. The first indicator is 1 for a cast 
list, while the first indicator of 0 is typically used for a narrator. Enter two 655 genre 
headings in every book on CD record: “Audiobooks” and “Books on CD”. For this RDA 
record example, the 336 content/337 media/338 carrier fields are used instead of the 245 
|h GMD field. 
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Example of a Bibliographic Record for a Book on CD: MP3 Format 
 

 
 
MPEG-1 Audio Layer 3: a digital audio encoding format commonly used for consumer 
audio storage, as well as a de facto standard encoding for the transfer and playback of 
music on digital audio players. 

In this example, the container states: "Listen anytime with your MP3 player, or on a 
computer or DVD player". This note can be put in a 500 note field but prefer the MP3 
format information be recorded in a 538 system requirements note field. 

Examples of notes you can use in bibliographic records for MP3s: 

538   Playable on MP3 players. 
538   CD/MP3 player or PC with MP3 capable software. 
500   Compact disc, MP3 format. 
538   Requires MP3 software. 
 
Enter the following genre heading: 655 _7 MP3 (Audio coding standard).|2lcgft 
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Book on CD with Book template with example 

 

Book on CD with Book Template
 

 
 
Chief source of information: disc and label. Sources for title in order of preference: disc 
surface, container, accompanying material.  
 
Instructions for Fixed Fields: 
Leader: Type of Record (06) = i – Nonmusical sound recording 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

006: Target audience (05) = # - Unknown OR j – Juvenile OR d – Adolescent OR  
006: Literary form (16) = 0 – Not fiction OR 1 – Fiction OR… 
007: Category of material (00) = s – Sound recording 
007: Specific material designation (01) = d – Sound disc 
007: Groove width/groove pitch (05) = n – Not applicable 
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008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR p – Date of distribution/release/issue and 
production/recording date OR t – Publication date and copyright date OR b – No 
dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22) = # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields:  

 Required fields: 010 LCCN, 020 ISBN, 024/028 other numbers, 040 subfield e 
description conventions (for RDA records), 100/110 author, 245 title, 250 edition, 
260 imprint, 300 description, 336 content/337 media/338 carrier (for RDA 
records), 490/8XX series, and 599 data entry. 

 024 field: Enter other standard numbers in a 024 field without spaces or hyphens. 
A UPC (Universal Product Code) number is entered in the 024 field with a first 
indicator of 1, while an EAN (International Article Number) is entered in a 024 
field with a first indicator of 3.   

 028 field: Enter the publisher number exactly as it appears on the item in the 028 
field. The indicators for books on CD publisher numbers are usually 02. 

 245 field: The 245 first indicator is 1 if there is a 1XX field (main author or 
corporate name) used and 0 if no 1XX is used. The second indicator is the 
nonfiling value that indicates the number of spaces to be skipped when the title 
begins with an initial article like “a”, “an”, “the”, or “el”.  

 300 field: Replace n with the number of discs followed by the length/duration of 
the work in parentheses. If there is only 1 CD, remove the “s” from the end of 
“CDs”. The accompanying book is described in subfield e, preceded by a plus 
sign. 

 336 content/337 media/338 carrier fields: For RDA records, the 336/337/338 
fields are included for all formats described and can be repeated. 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Book on CD with Book 
 

 
 

This is an example of a CD with an accompanying book. You can enter information 
about the accompanying material in note fields. It is helpful to add a note field describing 
the imprint (publication) information of the book if it is different from the imprint 
information for the book on CD. Bibliographic records for CDs typically have a 500 note 
that says “Compact disc” or “Compact discs.” The 511 note is used for the participant or 
performer; the first indicator is 1 for a cast list, while the first indicator of 0 is typically 
used for a narrator.  
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Book on Tape template with example 

 

Book on Tape Template
 

 
Chief source of information: cassette and label. Sources for title in order of preference: 
label/ cassette, container, accompanying material.  
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = i – Nonmusical sound recording 
Leader: Bibliographic Level (07) = m – Monograph/item  
 
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = s – Sound recording 
007: Specific material designation (01) = s – Sound cassette 
008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR p – Date of distribution/release/issue and 
production/recording date OR t – Publication date and copyright date OR b – No 
dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
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008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields:  

 Required fields: 010 LCCN, 020 ISBN, 024/028 other numbers, 040 subfield e 
description conventions (for RDA records), 100/110 author, 245 title, 250 edition, 
260 imprint, 300 description, 336 content/337 media/338 carrier (for RDA 
records), 490/8XX series, and 599 data entry. 

 024 field: Enter other standard numbers in a 024 field without spaces or hyphens. 
A UPC (Universal Product Code) number is entered in the 024 field with a first 
indicator of 1, while an EAN (International Article Number) is entered in a 024 
field with a first indicator of 3.   

 028 field: Enter the publisher number exactly as it appears on the item in the 028 
field. The indicators for books on CD publisher numbers are usually 02. 

 The 245 first indicator is 1 if there is a 1XX field (main author or corporate name) 
used and 0 if no 1XX is used. The second indicator is the nonfiling value that 
indicates the number of spaces to be skipped when the title begins with an initial 
article like “a”, “an”, “the”, or “el”.   

 300 field: Replace n with the number of cassettes followed by the length/duration 
of the work in parentheses. If there is only 1 cassette, remove the “s” from the end 
of “cassettes”.  

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Book on Tape 
 

 
 

Enter a 655 genre heading for “Audiobooks”.  You can enter the names of additional 
people that contributed to this cassette such as performers in 700 fields, and enter group 
names in 710 fields. The 520 summary field is optional. The 650 subject was copied from 
the book record and pasted into this record. The correct form of the series statement is 
listed in the 800 series added entry personal name/title field. 
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Braille Book template with example 
 

Braille Book Template 
 

 
 
Chief source of information: title page and verso (if no t.p. or verso is found, use cover or 
colophon if it has the most title and publication information) 
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = a – Language material 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Form of item (23): f - Braille 
008: Literary form (33): 0 – Not fiction OR 1 - Fiction 
008: Language (35-37): Enter 3-letter code if not default eng 
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Instructions for Variable Fields:  
 Required fields: 010 LCCN, 020 ISBN, 040 subfield e description conventions 

(for RDA records), 040 subfield e description conventions (for RDA records), 
100/110 author, 245 title, 250 edition, 260 imprint, 336 content/337 media/338 
carrier (for RDA records), 490/8XX series, 599 data entry (for non-vendor 
records), and the 908 field if you want the book fully cataloged. 

 245 field: The 245 first indicator is 1 if there is a 1XX field (main author or 
corporate name) used and 0 if no 1XX is used. The second indicator is the 
nonfiling value that indicates the number of spaces to be skipped when the title 
begins with an initial article like “a”, “an”, “the”, or “el”.  

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Braille Book 
 

 
 
This example shows a 500 note “In Braille and English”; and a 655 genre heading 
“Braille books.”  520 summary fields are optional, but a summary note is usually added 
to a record for a fiction children’s book. The summary and fiction subjects were copied 
from the record for the regular print edition of the book into this record. There is not a 
908 CAT NOTE field in this book record example because it is fiction. 
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Cassette with book template example 

 

Cassette with Book Template 
 

 
 
Description: This is a nonmusical sound cassette with an accompanying book. 
 
Chief source of information: cassette and label. Sources for title in order of preference: 
label/ cassette, container, accompanying material.  
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = i 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

006: Target audience (05) = # - Unknown OR j – Juvenile OR d – Adolescent OR  
006: Literary form (16) = 0 – Not fiction OR 1 – Fiction OR… 
007: Category of material (00) = s – Sound recording 
007: Specific material designation (01) = s – Sound cassette 
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008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR p – Date of distribution/release/issue and 
production/recording date OR t – Publication date and copyright date OR b – No 
dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22) = # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields:  

 Required fields: 010 LCCN, 020 ISBN, 024/028 other numbers, 040 subfield e 
description conventions (for RDA records), 100/110 author, 245 title, 250 edition, 
260 imprint, 300 description, 336 content/337 media/338 carrier (for RDA 
records), 490/8XX series, and 599 data entry. 

 024 field: Enter other standard numbers in a 024 field without spaces or hyphens. 
A UPC (Universal Product Code) number is entered in the 024 field with a first 
indicator of 1, while an EAN (International Article Number) is entered in a 024 
field with a first indicator of 3.   

 028 field: Enter the publisher number exactly as it appears on the item in the 028 
field. The indicators for books on tape publisher numbers are usually 02. 

 The 245 first indicator is 1 if there is a 1XX field (main author or corporate name) 
used and 0 if no 1XX is used. The second indicator is the nonfiling value that 
indicates the number of spaces to be skipped when the title begins with an initial 
article like “a”, “an”, “the”, or “el”.  

 300 field: Replace n with the number of cassettes followed by the length/duration 
of the work in parentheses. If there is only 1 cassette, remove the “s” from the end 
of “cassettes”.  

 336 content/337 media/338 carrier fields: For RDA records, the 336/337/338 
fields are included for all formats described and can be repeated. 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Juvenile Cassette with Book 
 

 
 
The 006 field is added for the accompanying book. The 245 title field has a second 
indicator of 0 because there are no initial articles to skip in this title.  The 511 note is used 
for the participant or performer. The first indicator is 1 for a cast list, while the first 
indicator of 0 is typically used for a narrator.  You can enter information about the 
accompanying material in 500 note fields. Enter a genre heading for “Audiobooks” in the 
655 field. You have the option to enter the names of people that contributed to this 
cassette such as performers in 700 fields and enter group names in 710 fields. 
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CD-ROM template with example 

 

CD-ROM Template 
 

 
 
Chief source of information: resource itself; e.g., title screen. Sources for title in order of 
preference: Disc surface (label), container, accompanying material.  
 
Instructions for Fixed Fields: 
Leader: Type of Record (06) = m – Computer file 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = c – Electronic resource 
007: Specific material designation (01) = o – Optical disc 
008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22) = # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
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Instructions for Variable Fields: 
 Required fields: 010 LCCN, 020 ISBN, 024/028 other numbers, 040 subfield e 

description conventions (for RDA records), 100/110 author, 245 title, 250 edition, 
260 imprint, 300 description, 336 content/337 media/338 carrier (for RDA 
records), 490/8XX series, and 599 data entry.  

 The 245 first indicator is 1 if there is a 1XX field (main author or corporate name) 
used and 0 if no 1XX is used. The second indicator is the nonfiling value that 
indicates the number of spaces to be skipped when the title begins with an initial 
article like “a”, “an”, “the”, or “el”.  

 300 field: If more than 1 CD-ROM, change number and add “s” to end of “CD-
ROM” 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a CD-ROM 
 

 
 
System requirement information can be entered in a NOTE field or placed in a 538 
System Details Note field. This optional information can include computer 
requirements (e.g., computer manufacturer and model, memory requirements or 
operating system), peripheral requirements (e.g., number of disk or drum units, 
number of tape drives, number of terminals, or other peripheral devices, support 
software or related equipment) or software programming language. Enter genre 
heading “655_7CD-ROMs.|2lcgft” in a 655 field. Enter the names of people that 
contributed to this work in 700 fields, and enter group names in 710 corporate name 
fields. 
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DVD with examples 
 

DVD Template 
 

 
 

Chief source of information: resource itself; e.g., title frames. 2nd choice: container/disc 
surface.  If information is not available from the chief source, take it from the following 
sources (in this order of preference): accompanying textual material, container, other 
sources. Sources for title in order of preference: title frames, container/disc surface.  
Local preference for title: container title. 
 
Instructions for Fixed Fields: 
Leader: Type of Record (06) = g – Projected medium 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = v – Videorecording 
007: Specific material designation (01) = d – Videodisc 
007: Videorecording format (04) = v – DVD 
 



Revised 10/9/2013  
Cataloging Input Standards for Entering Bibliographic Records in Polaris 
 

42

008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR p – Date of distribution/release/issue and 
production/recording date OR t – Publication date and copyright date OR b – No 
dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields: 

 Required fields: 020 ISBN (If no ISBN found, enter the 024 other standard 
identifier number; If no standard identifier number is available, enter the 028 
publisher number), 040 subfield e description conventions (for RDA records), 245 
title, 250 edition, 260 imprint, 300 description, 336 content/337 media/338 carrier 
(for RDA records), 490/8XX series, 599 data entry (for non-vendor records), and 
the 908 field.   

 024 field: Enter other standard numbers in a 024 field without spaces or hyphens. 
A UPC (Universal Product Code) number is entered in the 024 field with a first 
indicator of 1, while an EAN (International Article Number) is entered in a 024 
field with a first indicator of 3.   

 028 field: Enter the publisher number exactly as it appears on the item in the 028 
field. 

 245 field: The 245 first indicator is 1 if there is a 130 field (uniform title) used 
and 0 if no 1XX is used. The second indicator is the nonfiling value that indicates 
the number of spaces to be skipped when the title begins with an initial article like 
“a”, “an”, “the”, or “el”.  

 250: Enter edition or version information such as Widescreen version; Director’s 
cut; Unrated full screen edition; Colorized; Digitally remastered. (This 
information may also appear in a 500 or a 538 note in fully cataloged records.)  

 300 field: default information supplied; change the number of DVDs if there is 
more than one videodisc; change “color” to “black & white” if the motion picture 
is in black and white or use “color & black & white” if it contains both. You can 
enter information about accompanying material in subfield e preceded by a “+” 
symbol. 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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LOCAL POLICY (TV Program/Movie Titles): Based on OPAC Committee feedback on 
August 28, 2002, the Bibliographic Unit will generally enter the individual episode titles 
of TV programs in the 245 title field (for 3 or less episodes) and the authorized name of 
the TV program in a 730 uniform title field. Individual episodes are also often listed in 
740 fields if they are not listed individually in subfield t of enhanced 505 content note 
fields. However, if there are more than 3 TV episode titles, the individual episode titles 
go in a 505 contents note and a set title is used in the 245 title field. Also enter the main 
title for a movie without qualifying names at the beginning. For example, enter “Psycho” 
rather than “Alfred Hitchcock’s Psycho” in the 245 title field.  
Exceptions: If a jurisdiction decides to keep a set together or do individual records that do 
not follow the local policy, staff will notify the Supervising Cataloger who will add a 
note to the bibliographic records; e.g., “Some copies may be cataloged separately” or “as 
a set” (Cataloging Committee, June 6, 2012). 
 
LOCAL POLICY (TV Programs/Movie Sets) : On 8/12/2009, the Reference Committee 
supported the Cataloging Committee recommendations to follow two cataloging 
practices: 
1. Catalog TV programs at the season level whenever possible.  
2. Catalog movie sets as individual movies with one movie on each bibliographic record. 
 
LOCAL POLICY (Holdings): As of November 8, 2010, the Bibliographic Unit no longer 
maintains OCLC holdings for DVDs/blu-rays owned by Lompoc, San Luis Obispo, and 
Santa Barbara jurisdictions, because these jurisdictions do not loan these materials 
outside of the Black Gold Cooperative Library System.
 
LOCAL POLICY (Genre Headings): As of February 2012, the Bibliographic Unit will 
not add 655 genre headings to existing OCLC records for DVDs/blu-rays, but will keep 
them if they are in the record. 
 
LOCAL POLICY (Separate Records): The Reference & Adult Services Committee 
decided at the 5/9/2012 meeting that catalogers will provide a separate bibliographic 
record for a DVD/blu-ray with the same title for these versions: 
• Full screen 
• Widescreen. If both full screen and widescreen versions are on one DVD, they will 
be added to the widescreen record as the default (local exception to the national 
cataloging rules) 
• Special features with a separate disk should have their own record 
• Director’s cut 
• A different number of disks 
• 3D 
• Unrated 
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LOCAL POLICY (DVD/Blu-ray Sets): As of October 1, 2012, all library jurisdictions 
should be using the “DVD5” Material type for sets of DVDs/blu-rays with 5 or more 
discs, and the Loan period should be 3 weeks (per Administrative Council, 8/24/2012). 
As of January 9, 2013, the DVD5 policy was changed to include any DVD/blu-ray title 
with content on 5 or more sides, instead of basing it only on the number of discs (per 
ATS Operations Committee). 
 
LOCAL POLICY (Blu-rays): The Bibliographic Unit will no longer fully catalog blu-
rays, per the Cataloging Summit held January 16, 2013.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised 10/9/2013  
Cataloging Input Standards for Entering Bibliographic Records in Polaris 
 

45

Example of a Bibliographic Record for a DVD 
 

 
 
Unique numbers (020, 024, 028 fields), title, distributor, director or primary actor), 
edition statements, and language note information helps the Bibliographic Unit find the 
correct full OCLC record to overlay the short bibliographic record in the local catalog. 
It’s important to use the default Leader and 007 field for DVDs and verify the language 
code (if you have a non-English language DVD) listed in the 008 fixed field so that 
indexing will work correctly. 
 
You can enter languages (including dubbing), languages of subtitles, and closed 
captioned/described audio information in 546 fields. You have the option to enter genre 
headings. According to Library of Congress practice, a videorecording that is 40 minutes 
or longer should get a 655 for “Feature films”, while a videorecording less than 40 
minutes should get a 655 for “Short films”. Depending on the type of videorecording, one 
of the following four genre headings will also be assigned: Fiction films, Nonfiction 
films, Fiction television programs, or Nonfiction television programs. A closed captioned 
film will get a 655 for “Films for the hearing impaired” while a closed captioned TV 
program will get a 655 for “Television programs for the hearing impaired.” Local 
practice is to use a 655 for “Video recordings for the hearing impaired.” rather than 
distinguishing between films and television programs for the hearing impaired. 
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Example of a Bibliographic Record for 2 TV Program Episodes on DVD 
 

 
 
In this example, you have 3 or less TV episodes and no unique set title, so you would list 
all the individual episode titles in the 245 title field and the name of the TV program is 
entered in the 490/8XX series field or the 730 uniform title field. The first individual 
episode title is listed in subfield a, and then the rest are listed in subfield b. Each episode 
title in the 245 field is separated by space semi-colon space.  When the Bibliographic 
Unit replaces the short record with a full record, the name of the TV program will be 
placed in a 730 0_field. (The first indicator is a zero and the second indicator is blank.) 
Staff have the option to enter the name of the TV program (using the authorized form) in 
the 730 0_field if they feel comfortable doing so. See example below. 
 
Note: The 008 has the audience coded as “j-Juvenile” for this children’s DVD. 
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Example of a Bibliographic Record for 4 TV Program Episodes on DVD 
 

 
 
In this example, the DVD has 4 episodes of the TV program “Dora the Explorer” but 
has a unique title for the set “Summer explorer” which is used in the 245 title field. 
The TV program name is in the 730 uniform title field, and individual episode titles 
are listed in the 505 contents note and in 740 added title analytic fields.   
 
The note fields listing the languages and special features help the Bibliographic Unit 
identify which version of the DVD is owned by the library jurisdiction. 
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Ebook template with example 
 

EBOOK Template 
 

 
 
Chief source of information: the resource itself; e.g., title screen(s). If not available, take 
the information from the following sources (in this order of preference): printed or online 
documentation or other accompanying material (e.g., publisher’s letter, “about” file, 
publisher’s web page about it); information printed on a container issued by the 
publisher. 
 
Instructions for Fixed Fields: 
Leader: Type of Record (06) = a – Language material 
Leader: Bibliographic level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

006: Form of material (00) = m – Computer file/Electronic resource 
006: Type of computer file (09) = d - Document 
007: Category of material (00) = c – Electronic resource 
007: Specific material designation (01) = r – Remote 
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008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22) = # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Form of item (23) = o – Online 
008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields: 

 Required fields: 010 LCCN, 020 ISBN, 024/028 other numbers, 040 subfield e 
description conventions (for RDA records), 100/110 author, 245 title, 250 edition, 
260 imprint, 300 description, 336 content/337 media/338 carrier (for RDA 
records), 490/8XX series, and 599 data entry.  

 The 245 first indicator is 1 if there is a 1XX field (main author or corporate name) 
used and 0 if no 1XX is used. The second indicator is the nonfiling value that 
indicates the number of spaces to be skipped when the title begins with an initial 
article like “a”, “an”, “the”, or “el”.  

 300 field: Enter the paging as you would for a book or use the optional default 
phrasing “1 online resource”. 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 

 
The Bibliographic Unit usually adds bibliographic records for electronic books into 
Polaris. To display as an eBook format, 006 and 007 fields have to be coded correctly; 
008 Form of item code is “o - Online”; the 099 EBOOK field is added; and a 655 genre 
heading for “Electronic books” is added if needed. The 856 field also should include a 
subfield y field that says “Click here to download this eBook”. 
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Example of a Bibliographic Record for an E-book 
 

 
 
Examples of other 300 physical description fields that might apply: 
 
1 electronic text :|bHTML file. 
69 pages :|bdigital, PDF file. 
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Kit with example 
 

Kit Template 
 

 
 
Description:  
A kit includes 2 or more material types, all equal or designed to be used together and 
often packaged together in a container, for educational purposes. 
 
Chief source of information:  Use the chief source of the predominant format, if there is 
one. If not, use the container (if available). 
 
Instructions for Fixed Fields: 
Leader: Type of Record (06) = o - Kit 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

Add 006 and 007 fields for materials that require them. 
008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
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008: Target audience (22) = # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields: 

 Required fields: 020 ISBN, 024 other standard identifier number, 028 publisher 
number, 040 subfield e description conventions (for RDA records), 100 personal 
author or 110 corporate name, 245 title, 250 edition, 260 imprint, 300 description, 
336 content/337 media/338 carrier (for RDA records), 490/8XX series and 599 
data entry.   

 245 field: The 245 first indicator is 1 if there is a 1XX field (main author or 
corporate name) used and 0 if no 1XX is used. The second indicator is the 
nonfiling value that indicates the number of spaces to be skipped when the title 
begins with an initial article like “a”, “an”, “the”, or “el”. Enter the title of the 
item in the 245 title field as it appears on the chief source of information for that 
format. For kits without a predominant format, you can use the container title.  

 250 field: Enter edition or version information if applicable. 
 300 field: Give the extent of each part or group of parts belonging to each type of 

materials, separated by commas. Example: 300__1 book (50 pages), 2 CDs 
(digital ; 4 ¾ in.), 1 videocassette (sound, color ; ½ in.) ;|cin container. 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Kit 
 

 
 
The physical description, notes, and genre headings may vary depending on the formats 
included in the kit. “Kits” is usually entered as a default local genre heading in the 655 
field.  Other genre headings can be entered based on what is included in the kit. Enter 
5XX notes if needed to describe the components of the kit such as different dates, 
languages, or titles. 
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Magazines 
 
LOCAL POLICY: Use one bibliographic record per year for each magazine title.   
 
Historical background: 
From 2002-2007, EBSCO provided a file of most of the full MARC bibliographic records 
for magazines. In 2008, the Bibliographic Unit became responsible for providing all 
magazine records.  The Supervising Cataloger usually adds the next year’s magazine 
titles by September each year based on subscription lists sent by the jurisdictions. 
 
Do NOT create a short bibliographic record for new magazine title. Instead, send a 
request to the Bibliographic Unit to add new magazine titles.  
 
Information Needed by the Bibliographic Unit to Add New Magazine Titles: 
 
An issue of the magazine or a photocopy of the title page, cover, and other pages is 
helpful with: 

 title 
 alternate titles 
 ISSN 
 name of issuing body (organization responsible for doing the magazine) 
 publication information 
 frequency/volume information 
 

Fixed Fields: 
Leader: Bibliographic Level (07) = s – Serial 
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

008: Type of serial (21): p – Periodical 
008: Type of date (06): Type of date/Publication status = c – Continuing resource 
currently published OR d – Continuing resource ceased published OR u – 
Continuing resource status unknown OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Language (35-37): Enter 3-letter code if not default eng 
 
Variable Fields: 
The Bibliographic Unit will either copy an existing bibliographic record or load a 
SkyRiver record and add/edit the following local information to magazine records: 

 099 field: add field with “MAGAZINE” in subfield a 
 245 field: add the term “[magazine]” and the current year after the main title 
 655 fields: add the Library of Congress genre heading “Periodicals” and the local 

genre heading “Magazines.” 
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Music Cassette with example 

 

Music Cassette Template 
 

 
 
Chief source of information: cassette and label. Sources for title in order of preference: 
cassette/ label, accompanying textual material, container, other sources.  
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = j – Musical sound recording 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = s – Sound recording 
007: Specific material designation (01) = s – Sound cassette 
008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR p – Date of distribution/release/issue and 
production/recording date OR t – Publication date and copyright date OR b – No 
dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
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Instructions for Variable Fields:  
 Required fields: 020 ISBN, 024/028 other numbers, 040 subfield e description 

conventions (for RDA records), 100/110 author, 245 title, 250 edition, 260 
imprint, 300 description, 336 content/337 media/338 carrier (for RDA records), 
490/8XX series, and 599 data entry. 

 024 field: Enter other standard numbers in a 024 field without spaces or hyphens. 
A UPC (Universal Product Code) number is entered in the 024 field with a first 
indicator of 1, while an EAN (International Article Number) is entered in a 024 
field with a first indicator of 3.   

 028 field: Enter the publisher number exactly as it appears on the item in the 028 
field. The indicators for music publisher numbers are usually 02. 

 100/110 field: Enter the 100 personal name or 110 group name when there is a 
single performer/group or composer responsible for the creative content of the 
music cassette. 

 245 field: The 245 first indicator is 1 if there is a 1XX field (main author or 
corporate name) used and 0 if no 1XX is used. The second indicator is the 
nonfiling value that indicates the number of spaces to be skipped when the title 
begins with an initial article like “a”, “an”, “the”, or “el”.  

 300 field: Replace n with the number of cassettes followed by the length/duration 
of the work in parentheses. If there is only 1 cassette, remove the “s” from the end 
of “cassettes”.  

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Music Cassette 
 

 
 
The 008 fixed field Target Audience was changed to “j - Juvenile” and the Language 
code was changed to “spa”. In the 505 contents field, you have the option to enter the 
titles of songs or other musical works in the contents note. Use established 
abbreviations for captions and separate entries with space, dash space. Capitalize only 
the first word of the song and any proper names.  The 511 note is used for the 
participant or performer. The first indicator is 1 for a cast list while the first indicator 
of 0 is for participants like narrators or voices. You have the option to enter the names 
of people that contributed to this cassette such as performers in 700 fields and enter 
group names in 710 fields. 
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Music CD with example 

 

Music CD Template 
 

 
 
Chief source of information: Disc surface and label.  Sources for title in order of 
preference: disc surface, accompanying textual material, container, other sources.  
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = j – Musical sound recording 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = s – Sound recording 
008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR p – Date of distribution/release/issue and 
production/recording date OR t – Publication date and copyright date OR b – No 
dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
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Instructions for Variable Fields:  
 Required fields:  020 ISBN, 024/028 other numbers, 040 subfield e description 

conventions (for RDA records), 100/110 author, 245 title, 250 edition, 260 
imprint, 300 description, 336 content/337 media/338 carrier (for RDA records), 
490/8XX series, and 599 data entry. 

 024 field: Enter other standard numbers in a 024 field without spaces or hyphens. 
A UPC (Universal Product Code) number is entered in the 024 field with a first 
indicator of 1, while an EAN (International Article Number) is entered in a 024 
field with a first indicator of 3.   

 028 field: Enter the publisher number exactly as it appears on the item in the 028 
field. The indicators for CD publisher numbers are usually 02. 

 100/110 field: Enter the 100 personal name or 110 group name when there is a 
single performer/group or composer responsible for the creative content of the 
music CD. 

 245 field: The 245 first indicator is 1 if there is a 1XX field (main author or 
corporate name) used and 0 if no 1XX is used. The second indicator is the 
nonfiling value that indicates the number of spaces to be skipped when the title 
begins with an initial article like “a”, “an”, “the”, or “el”.  

 300 field: Replace n with the number of CDs followed by the length/duration of 
the work in parentheses. If there is only 1 CD, remove the “s” from the end of 
“CDs”.  

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Music CD 
 

 
 
The 245 title field has a second nonfiling indicator of 4 because there is an initial article 
of “The” plus the space to skip in this title.  As a standard cataloging practice, 
bibliographic records for CDs include a 500 note with “Compact disc.” or “Compact 
discs.”  You can enter the titles of songs or other musical works in the 505 contents note. 
Use established abbreviations for captions and separate entries with space dash space.  
Capitalize only the first word of the song/work and any proper names.  The 511 note field 
is used for the participant or performer. The first indicator is 1 for a cast list while the 
first indicator of 0 is for participants like narrators or voices. In the 655 field, enter local 
genre heading “Music CDs”. You have the option to enter the names of people that 
contributed to this CD such as performers in 700 fields and enter group names in 710 
fields. 
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Score with example 

 

Score Template  
 

 
 

Chief source of information: If the title page consists of a list of titles including the title 
of the item being cataloged, use whichever page provides the fullest information: “list” 
title page, the cover, or the caption. In all other cases, use the title page or title page 
substitute as you would for books. If the information is not available from the chief 
source, take it from the following sources (in this order of preference): caption, cover, 
colophon, other preliminary pages, other sources. 
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = c – Notated music 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
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Instructions for Variable Fields:  
 Required fields: 010 LCCN, 020 ISBN, 040 subfield e description conventions 

(for RDA records), 100/110 author, 245 title, 250 edition, 260 imprint, 336 
content/337 media/338 carrier (for RDA records), 490/8XX series, 599 data entry 
(for non-vendor records), and the 908 field. 

 245 field: The 245 first indicator is 1 if there is a 1XX field (main author or 
corporate name) used and 0 if no 1XX is used. The second indicator is the 
nonfiling value that indicates the number of spaces to be skipped when the title 
begins with an initial article like “a”, “an”, “the”, or “el”.  

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Score 

 
 
In this example, the music publisher number was added to the bibliographic record in a 
028 field with indicators 32.  In most cases, you will enter the number of pages of music 
in the 300 physical description field (when you have multiple songs or works bound 
together) followed by a space and “pages of music”. If unpaged, can enter “1 score 
(unpaged)” or “1 volume” If more than one volume exists, you can enter the number of 
volumes in the 300 physical description field; e.g., “2 volumes” or use “volumes” if 
number of volumes is unknown or may change. The songs are listed in the 505 contents 
note, an optional field. The 650 subject is also an optional field. The default genre 
heading has the term “Scores” in the 655 field. You can enter the company that published 
the score in a 710 field. 
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Video game template with example 
 
VIDEO GAME Template 
 

 
 
Chief source of information: resource itself; e.g., title screen(s). Sources for title in order 
of preference: Disc surface (label), container, accompanying material. 
 
 Instructions for Fixed Fields: 
Leader: Type of Record (06) = m – Computer file 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = c – Electronic resource 
007: Specific material designation (01) = o – Optical disc 
008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR t – Publication date and copyright date OR r - 
Reprint/reissue date and original date OR b – No dates given OR… 
008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22) = # - Unknown OR j – Juvenile OR d – Adolescent OR … 
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008: Language (35-37): Enter 3-letter code if not default eng 
 
Instructions for Variable Fields: 

 Required fields: 010 LCCN, 020 ISBN, 024/028 other numbers, 040 subfield e 
description conventions (for RDA records), 100/110 author, 245 title, 250 edition, 
260 imprint, 300 description, 336 content/337 media/338 carrier (for RDA 
records), 490/8XX series, and 599 data entry.  

 The 245 first indicator is 1 if there is a 1XX field (main author or corporate name) 
used and 0 if no 1XX is used. The second indicator is the nonfiling value that 
indicates the number of spaces to be skipped when the title begins with an initial 
article like “a”, “an”, “the”, or “el”.  

 300 field: If more than 1 CD-ROM, change number and add “s” to end of “CD-
ROM” 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 
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Example of a Bibliographic Record for a Video Game 
 

 
 
You can enter the game platform in the 250 edition field as well as in the 538 field. Genre 
headings for “Video games” and “CD-ROMs” are default genre headings but other 
genres specific to the platform or type of computer games can be added. Examples: 
655_0Nintendo Wii video games. 
655_7Xbox video games.|2local 
655_7PlayStation 3 video games.|2local 
655_0Computer war games. 
655_0Computer adventure games. 
 
For games, you typically enter the number of players in a note field. The ESRB 
(Entertainment Software Rating Board) rating is entered in the 521 field. The target 
audience is coded in the 008 field. You have the option to add subjects with the 
“|vComputer games” subdivision. 
 
 
 
 
 
 
 
 
 



Revised 10/9/2013  
Cataloging Input Standards for Entering Bibliographic Records in Polaris 
 

67

Videocassette with examples 

 

Videocassette Template  
 

 
 
Chief source of information: in this order of preference, use item itself (e.g., the title 
frames), cassette/label, accompanying textual material, container box, other sources. 
Source of title information: title frames, cassette/label. Local preference for title: 
container title. 
 
Instructions for Fixed Fields:  
Leader: Type of Record (06) = g – Projected medium 
Leader: Bibliographic Level (07) = m – Monograph/item  
Leader: Descriptive cataloging form (18) 

a – AACR2 R [for records created based on Anglo-American Cataloguing Rules, 
2nd ed.] OR… 
i – ISBD punctuation used [for records created based on Resource Description 
& Access rules] 

007: Category of material (00) = v – Videorecording 
007: Specific material designation (01) = f – Videocassette 
008: Type of date (06): Type of date/Publication status = s – Single known 
date/probable date OR p – Date of distribution/release/issue and 
production/recording date OR t – Publication date and copyright date OR b – No 
dates given OR… 
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008: Date 1 (07-10): [Enter year, based on type of date.] 
008: Date 2 (11-14): [Enter year, if applicable, based on type of date] 
008: Target audience (22): # - Unknown OR j – Juvenile OR d – Adolescent OR … 
008: Language (35-37): Enter 3-letter code if not default eng 
Instructions for Variable Fields: 

 Required fields: 020 ISBN, 024 other standard identifier number, 028 publisher 
number, 040 subfield e description conventions (for RDA records), 245 title, 250 
edition, 260 imprint, 300 description, 336 content/337 media/338 carrier (for 
RDA records), 490/8XX series and 599 data entry.   

 024 field: Enter other standard numbers in a 024 field without spaces or hyphens. 
A UPC (Universal Product Code) number is entered in the 024 field with a first 
indicator of 1, while an EAN (International Article Number) is entered in a 024 
field with a first indicator of 3.   

 028 field: Enter the publisher number exactly as it appears on the item in the 028 
field. 

 245 field: The 245 first indicator is 1 if there is a 130 field (uniform title) used 
and 0 if no 1XX is used. The second indicator is the nonfiling value that indicates 
the number of spaces to be skipped when the title begins with an initial article like 
“a”, “an”, “the”, or “el”.   

 250: Enter edition or version information such as Widescreen version; Director’s 
cut; Unrated full screen edition; Colorized; Digitally remastered. (This 
information may also appear in a 500 or a 538 note in fully cataloged records.)  

 300 field: default information supplied; change the number of videocassettes if 
there is more than one cassette, change “color” to “black & white” if the motion 
picture is in black and white or use “color & black & white” if it contains both. 
You can enter information about accompanying material in subfield e preceded by 
a “+” symbol. 

 490/8XX fields: Enter the series statement as instructed in the Series Appendix. 
Enter the series in the 490 field as it appears on the item with a first indicator of 1, 
and the second indicator is blank. Enter the authorized form of the series in the 
appropriate 8XX field without initial articles; e.g., use an 800 field for personal 
name/title series with a first indicator usually a 1 and second indicator blank; use 
an 830 for series title with first indicator blank and second indicator a 0. The 
series number with abbreviated caption (if exists) goes in subfield v preceded by a 
semi-colon. 

 
LOCAL POLICY (TV Program/Movie Titles): Based on OPAC Committee feedback on 
August 28, 2002, the Bibliographic Unit will generally enter the individual episode titles 
of TV programs in the 245 title field (for 3 or less episodes) and the authorized name of 
the TV program in a 730 uniform title field. Individual episodes are also often listed in 
740 fields if they are not listed individually in subfield t of enhanced 505 content note 
fields. However, if there are more than 3 TV episode titles, the individual episode titles 
go in a 505 contents note and a set title is used in the 245 title field. Also, the main title 
for a movie is entered without qualifying names at the beginning. For example, enter 
“Psycho” rather than “Alfred Hitchcock’s Psycho” in the 245 title field.  
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LOCAL POLICY (TV Programs/Movie Sets): On 8/12/2009, the Reference Committee 
supported the Cataloging Committee recommendations to follow two cataloging 
practices: 
1. Catalog TV programs at the season level whenever possible.  
2. Catalog movie sets as individual movies with one movie on each bibliographic record.

 
Example of a Bibliographic Record for a Fiction Video 

 

 
 

This record shows an example of a video with subtitles and the specific version. 
 

You can code the type of visual material (videorecording) and the technique (animation, 
live, etc.) in the 008 fixed field.  The Spanish name of this video was entered in a 246 
field. This record includes some extra information that not all library jurisdiction staff 
may add such as the note about the movie being based on a novel. Language information 
in the 250 and 546 fields are helpful in distinguishing this version of the movie from 
other versions. All video records usually have a 538 note stating this is in VHS format 
because that is the only videocassette format libraries add in the Black Gold System. 
Enter cast/performer names in a 511 field with a first indicator of 1. Enter host or 
narrators’ names in 511 with a first indicator of 0. Enter languages (including dubbing), 
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languages of subtitles, and closed captioned/described audio information in 546 fields.  
 
You can also add valid Library of Congress subject headings, genre headings, 
performers, and name entries to help patrons find the movie. For drama, add subdivision 
“|vDrama.” at the end of every subject added. According to Library of Congress practice, 
a videorecording that is 40 minutes or longer should get a 655 for “Feature films”, while 
a videorecording less than 40 minutes should get a 655 for “Short films”. Depending on 
the type of videorecording, one of the following four genre headings will also be 
assigned: Fiction films, Nonfiction films, Fiction television programs, or Nonfiction 
television programs. A closed captioned film will get a 655 for “Films for the hearing 
impaired” while a closed captioned TV program will get a 655 for “Television programs 
for the hearing impaired.” Local practice is to use a 655 “Video recordings for the 
hearing impaired” for both films and TV programs. 
 
You can enter director, main actor(s), narrators, etc. in 700 added author field(s) to help 
distinguish between versions of the same titled movie. Production companies or 
publishers/distributors can be entered in 710 added corporate name fields. 
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Example of a Bibliographic Record for a Nonfiction Video 
 

 
 
This record shows an example of a video with an added title entry in the 246 field. 
The accompanying material information was added at the end of the 300 physical 
description field. You can add valid Library of Congress subject headings and genre 
headings.  Based on the “Microsoft Access” subject, the call number was taken from 
the local list “Dewey 23 Call Numbers for Specific Subjects Preferred by Black Gold 
Cooperative Library System.” 

 


