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Rda cataloging cheat sheet

Other Handy Resources This checklist is basically a summarization of the CONSER Cataloging Manual [CCM] Module 31 which was updated to RDA compliance in 2014. It incorporates the PCC Provider-Neutral e-Resource MARC Record Guide: P-N/RDA and the RDA CONSER Standard RDA Record
(CSR) Metadata Application Profile (MAP). The abbreviations CCM, P-N, and CSR will be used in this document for citations, as well as RDA. The CONSER Cataloging Checklist has also been consulted. CONSER specific practices have been deleted and YUL decisions have been added.
BIBLIOGRAPHIC DECISIONS 1. Determine whether to catalog the resource as a separate bibliographic record or as an analytic added entry on the bibliographic record for a portal website. In general, if the request is to catalog the portal website or cataloging for a portal website already exists, an analytic
added entry is made and a separate bibliographic record is not created. Refer to General Website Policies & Procedures. 4. Granularity. The portal website is normally treated as an updating website (integrated online resource). 2. If the decision is to catalog as a separate bibliographic record, determine
whether to catalog as an online serial or an integrating resource. Refer to General Website Policies & Procedures. 2. Serial or Integrating Resource or Monograph? 3. If the decision is to catalog as a serial, catalog following CCM Module 31 and the Provider-Neutral E-Resource MARC Record Guide: P-
N/RDA version [P-N hereafter]. P-N is similar to but not quite the same as handling of reproductions under AACR2. To simplify: if the entire issue is a digitized image (a PDF including the cover, for example), the description is based on the digitized image of the printed serial. If the issue has only been
partially digitized (no cover, or no title page), use the description of the print cataloging record. In either case, the description will be closer to the printed version’s record than it will be to the digitized website. YUL.: If the website presents the serial in both html and PDF, catalog the serial as an electronic
edition, i.e. base the description on the online serial following CCM & CSR. When in doubt, catalog as an electronic edition. 4. Cataloging standards. Apply the CONSER RDA Standard Guidelines (CSR) to serials (and to IRs where applicable), with the YUL general modifications for serials and the special
YUL applications for e-serials as documented here. The P-N standards were created with a workflow beginning with an OCLC master record created on Connexion and assume that local modifications occur after the record has been downloaded. Since Orbis cataloging begins with the creation of the
record in Voyager, some of the P-N guidelines regarding local modification will not be followed by Orbis catalogers. 5. CCM Module 31 has the option to use a single bibliographic record for both the print and online versions of the serial. YUL does not use this option. See 856 Fields in Original, Copy, and
Batch-Loaded Records for Tangible Resources for situations where 856 is used to link to related works such as finding aids, guides to microform collections, tables of contents, locally digitized textual, graphic, and cartographic resources of printed works held by YUL that we do not catalog separately.
RELATED DOCUMENTATION CONSER Cataloging Manual [CCM] Module 31: Remote Access Online Serials. Module 31 has been updated for RDA & is available on Cataloger's Desktop. Module 31 can also be found on the CONSER Documentation and Updates site in Word format. [Cited as CCM in
the cheat sheet] Provider-Neutral E-Resource MARC Record Guide: P-N/RDA version. [cited as P-N in the cheat sheet]. (Word document) RDA CONSER Standard Record (CSR) Metadata Application Profile [MAP]. [cited as CSR or MAP in this cheat sheet). Link is to the website where CSR and the
following document links may be found: CONSER RDA Cataloging Checklist Working Draft, CONSER RDA Core Elements, and the CONSER MARC 21 to RDA Core Elements. The CONSER Editing Guide [CEG] has not been updated at this writing. Created by Amy Turner, Sept. 15, 2010, last

updated April 19, 2013 Since the RDA test in the fall of 2010, we have accepted RDA copy according to our usual guidelines for copy (see copy cataloging). RDA training for original catalogers was conducted in winter/early spring of 2013. In the spirit of the "hybrid" environment endorsed by OCLC,
either RDA or AACR2 may be used for original cataloging. Replaces to full AACR2 records generally do not involve the sorts of changes that justify changing to RDA. When deriving a new record from an AACR2 record, it may be easiest to continue to use AACR2. Use RDA for "from scratch”

original, records dervied from RDA records, replaces to minimal records, and other cases where it fits into the work being done. As time goes on, we can expect to do a higher and higher percentage of RDA records. In this transition period, the two standards carry equal weight, and references to AACR2
in the documentation should be understood as "AACR2 and/or RDA." The Cataloging and Metadata Services Department has adopted the Bibliographic Standard Record (BSR) as its basic standard, and training covered only the elements required by the BSR. When replacing RDA records, we are
responsible only for those elements, though typos and obvious transcription areas may be corrected elsewhere in the record. DUKE RDA/BSR "Cheat sheet" Fixed field: Type a and Blvl m should be supplied. Use Elv I, Source d, desci. Also fill out Lang, Ctry, Dtst and Dates for all books. Form and
and Mrec will be used in rare cases (microforms, photocopies, Romanized records without linked fields for the non-Roman script). No other fixed field elements are required. 040 NDD $b eng $e rda NDD General notes on description: *More "what you see is what you get." Abbreviate only what is
abbreviated on source. Do not omit the author's titles, etc. in the 245 $c. Do not use Latin abbreviations such as [S.l.] and [sic] (See the rules for more detail). *Use square brackets only for information from outside the resource cataloged. The title page is still the primary source of information, but can be
supplemented from the cover, etc. without the use of brackets. *There are two options for capitalization. | recommend that we follow the old rules. The alternative is to transcribe directly from the source, which can result in disconcerting use of all caps. The 260 is replaced by the 264. Second indicator 1
means publisher, and will be used for most book cataloging. Give only one place of publication, only one publisher, only one date (except for sets, with opening and closing dates). For place of publication, do not add state or country if it is not on the resource. If the publication date is not given explicitly,
it can be inferred from other dates. See RDA 2.8.6.6 and its LC-PCC PS for more details. In the 300 field use only $a. Spell out pages or volumes. 336-338 Use constant data or the OCLC macro. Although multiple instances of each field are possible (e.g. with accompanying material) only one instance
of each is required. Notes are limited to source of title, 502 for unpublished dissertations (with new subfields), and 505. For choice of descriptive access points, there is more room for judgment. The rule of three is gone, and there is theoretically no limit on the number of author entries, but only one is
required. The first author gets the main entry, regardless of the number of co-authors. For form of descriptive access points, including series tracings, continue to follow Duke policy For subject headings, see slides 215-216 in "Basic Subject Cataloging Using LCSH" and use your judgment. The only
effect on call numbers is somewhat less cuttering to title main entry. RDA in general (and the core standard in particular) leaves more room for judgment than AACR2. Keep in mind the long-standing trend at Duke to emphasize access over description. For example, RDA 2.4.1.4 reads “Abridge a
statement of responsibility only if this can be done without loss of essential information.” One of the sorts of information that can be considered optional is information about an institution associated with an author. This is not important to access, and may be omitted. Then in 2.4.1.5 there is another
optional admission “If a single statement of responsibility names more than three persons, families, or corporate bodies performing the same function (or with the same degree of responsibility), omit any but the first of each group of such persons, families, or bodies. Indicate the omission by summarizing
what has been omitted in a language and script preferred by the agency preparing the description ... Example: Roger Colbourne [and six others].” This is equivalent to the AACR2 “rule of three” and the option can be applied. 2.4.1.6 gives instruction for multiple statements of responsibility, for example,
“by X ; edited by Y.” According to the core standard, only the first of these is required, but the cataloger may judge editors and others associated with the work as important to access and add them. In descriptive access points, Duke catalogers are encouraged to go beyond the core requirement of author
main entry, and add access point for additional authors (up to two), editors and other contributors (up to three in any category). Links to more information: BSR for textual monographs that we
used in training: 20RDA%20guidelines/Draft-RDA-BSR-TextualMonos.pdf Latest revision, which | find harder to read because all formats are combined: OCLC policy on RDA: Front page of the RDA Toolkit (no login needed): Examples compiled by Adam Schiff, showing difference between AACR2 and
RDA, with rule citations: € (1st RDA presentaion, available in PDF or Power Point) Some examples from LC: The parent page of the link above, with more links to LC documentation and training materials:
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