
Course Reserves: Format

Use the information from title page of the book.  If the book does not have a title page, then use the cover.

The title field is the only required field for Course Reserves bib records.  But we want to add as much information as possible to help students and staff find the correct materials.

Title:  Capitalize only the first word of the title, the rest in lower case except for proper nouns.  Separate the subtitle from the title proper with <space><colon><space>. End the title field with a period.



Sex & lifestyle : love better, live well, look good.
Author: Follow the same format as other authors in our catalog. If the author is listed in our catalog, enter it exactly as our catalog has it, including dates.  If not, then enter <Last name><comma><First name and middle Initial, if any>. Do not enter any titles such as editor, DR., etc. End this field with a period, unless there is no death date.  If there is no author, leave the field blank; do not enter “no author.”


Kafka, Franz, 1883-1924.


De Riencourt, Amaury, 1918-


Walsh, Mike.
Edition: Use this field if there is an edition statement on the title page. For the new custom editions for City College we have developed a new standard entry of  <CCSF custom ed.>  The period at the end of <ed.> will end the field.



4th ed.       Rev. ed.       New ed.        CCSF custom ed.
Added title: Use this field to enter an alternate title: if the instructor has typed it wrong on the syllabus, or if the students consistently ask for it incorrectly (a good example would be a lab manual or study guide). Follow the title format.



Study guide for Windows XP.
Added author: If more than one author is listed on the title page we can use this field to add more. Follow the same format as the author field above.

Owner: In item record only of a personal copy.  This is the person who actually owns the item, not added instructors who also use it. Follow the same format as the Instructor field in the Course Record: <Last name, First name><period>  Add the CCSF mailbox in the field, leaving spaces fro ease of reading by mailroom staff.



Lovelace, Linda.  R-414

Notes: Each record has a note field.  These notes do not display in the OPAC, but are visible in staff mode.  Each note must be appropriate to the record level.

Course Reserves: Examples of Bib records

1) Personal copy provided by Linda Lovelace for SOC 25, no author, no edition, no course note.

Title:
My life, my story.
Author:
Edition:

Notes:

Owner:  Lovelace, Linda.  L-506
Item Record Notes: Contains five articles in a manila folder.
2) Personal copy of an edition not owned by the library: Instructor Bill Clinton, course SOC 25:

Title:
Sex and power in history.
Author:  De Riencourt, Amaury, 1918-
Edition:  6th ed.
Notes:

Owner:  Clinton, Bill.  R-414.
Item Record Notes: OK to checkout with the workbook.  sm.

Libray Use Only: this is a field to be set in the Item Record.  Do not type it into the title or note fields.
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