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I. General principles

1.  Treat an item as an added copy when all the information in the bibliographic record applies to the item you are adding.


2.  Treat an item as a new title, when some part of the information in the bibliographic record, is NOT correct for the item in hand.

II For adding items to your collection as added copies:
Look closely at the following information:


a) Title proper, subtitle, and statement of responsibility on the title page.   (245 field)


b) Edition statement on the front or back of the title page, or on the cover if not given on the title page.  (250 field)


c) Publication information as given on the front of the title page, or on the back of the title page if not on the front of the title page. (260 field)


d) Physical description (300 field)  Find the number of pages by looking for the last page that has a number printed on it. (Don't count unnumbered pages)  If the item in hand is only one or two pages different from the bibliographic record, treat as NOT different.


e) ISBN number (020 field).  If the ONLY difference between the bibliographic record and the item in hand is the ISBN number, ADD the new ISBN number with a 020 field and treat as added copy.

f)  If it is not clear to you whether you have a new title or an added copy, treat it as a new title.  

II. For placing personal copies on Reserve:


a) Title proper, subtitle, and statement of responsibility on the title page.   (245 field)


b) Edition statement on the front or back of the title page, or on the cover if not given on the title page.  (250 field)


c) Publication information as given on the front of the title page, or on the back of the title page if not on the front of the title page. (260 field)


d)  If all of these are the same, use the existing Bib in Millennium for the personal copy you are placing on Reserve.  If any of these are different, create a new non-MARC record for your reserve item.

IV. For attaching order records:


a) If you have not obtained the book yet, look at:





- the title (245)




- the author(s) (100/700)




- the edition statement (250) 




- the publication statement (260).  


If any of these are different, create a new non-MARC record for your order.


b) If the basic information matches, but the ISBN number is different, you’ll really need to see the book (pagination, etc.) to decide whether it belongs on this record.  Play it safe and create a new non-MARC record for your order.


c) If you have already obtained the book, through gift or special purchase, then use the same criteria as for adding an item to your collection, Part II above.
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