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Introduction 
The Minerva consortium implemented RDA cataloging rules on January 1, 2014. Effective on that date, 
all new bibliographical records added to the Minerva catalog, whether original or imported, were 
required to comply with the new rules. Catalogers finding records to which their library has an item 
attached AFTER January 1, 2014 should take the time to bring the record up to current RDA standards. 

 
Some of the rule changes are major, and others are minor. Many cataloging factors did not see any 
changes whatsoever. However, anyone creating bib records in Minerva is expected to understand 
and employ RDA exclusively. This guide is not intended to replace the actual RDA Toolkit, access to 
which is currently available only by online subscription, nor is it intended to replace actual cataloging 
training. Rather, the goal of the following manual is to provide guidelines for RDA cataloging 
specifically in Minerva. 

 
These guidelines outline and explain the RDA “core elements” that are required for acceptable 
bibliographic records, and also provide Minerva policies regarding certain optional elements. The 
guide does not replace the “Acceptable Cataloging for Minerva Libraries” document (Acceptable 
Cataloging for Minerva Libraries) and will be periodically updated in order to reflect rule changes. Lead 
catalogers at each Minerva Library are responsible for their staff knowing about updates and rule 
changes. 

 
The Minerva Cataloging Permissions Policy is in effect as approved by the Minerva Executive Council 
on 11/20/2024.  Minerva Cataloging Permissions Policy . 

 
Prior to January  2014, we were allowing bib records that used both AACR2 and RDA, and in some 
instances, a combination of both. After 01/01/2014, these “hybrids” were no longer acceptable. 
[Catalogers have a shared responsibility to update existing records to the best of their ability to meet 
the RDA requirements.] 

 
Numerous new MARC fields have been created since 2014 in order to accommodate new and 
modified cataloging practices. Catalogers are required to use these new fields along with both existing 
and new choices of indicators and subfield codes. Where these elements are required they may not 
be omitted. If a cataloger is unsure of what indicator or subfield code is appropriate, they must take 
steps to find the answer. Blanks where indicators should be used are NOT acceptable. Please note 
that examples in this text with the character # in indicator spaces mean that a numerical indicator is 
not used in that space. While working on records in Sierra, use of the right click function in Sierra for 
MARC Tag Info is encouraged. 

 
Questions and suggestions for policy changes should be directed to the Minerva Cataloging Standards 
Committee (MCSC) via email at:  minerva.cataloging@gmail.com 

 
For MCSC current membership information:  Minerva Cataloging Standards Committee​
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RDA Vocabulary 

MARC field indicators with # designations or blue boxes in this document shall stand 
for a “blank” in the actual bib record [see examples below]. 

 

 
 

Other reference resources outside of Minerva often use underscore markings for blank 

indicator spaces   
 
Resource Description and Access (RDA) is a standard for descriptive cataloging providing instructions and 
guidelines on formulating bibliographic data. Intended for use by libraries and other cultural organizations 
such as museums and archives, RDA is the successor to Anglo-American Cataloguing Rules, Second Edition 
(AACR2). Additional examples of records and MARC fields related to RDA cataloging can be found: RDA 
examples from RDA toolkit 
 

What is a “Resource”?  A resource can be tangible or intangible, and can be all of 4 things: 
 

●​ Work 
●​ Expression 
●​ Manifestation 
●​ Item 

WORK: a work is a distinct intellectual or artistic creation. Examples: the original book “War and 
Peace” by Tolstoy, or the painting “Starry Night” by Van Gogh. 

 
EXPRESSION: the intellectual or artistic realization of a work in the form of alpha-numeric, musical or 
choreographic notation, sound, image, object, etc., or any combination of such forms. Examples: a 
movie of “War and Peace”, or a drawing of “Starry Night” by another person. 

 
MANIFESTATION: the physical embodiment of an expression of a work, such as a print book, ebook, 
dvd, compact disc, online, etc. Examples: “War and Peace” in ebook format; a digital image of “Starry 
Night”. 

 
ITEM: a single exemplar or instance of a manifestation. Examples: a copy of War and Peace owned by 
a library or an individual; the original painting, or a framed reproduction.​
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Core Elements (REQUIRED) 
 

MARC LEADER: The MARC leader’s “cat form” must be coded “i” in RDA records. 

 
Expanded 

 
​
MARC 040: this field is a core element, used for entering “cataloging agency” data, must include an |e 
subfield coded “rda” (|erda) 

 

If you are creating an original bib record, insert an 040 field with your library's organization MARC 
code (https://www.loc.gov/marc/organizations/org-search.php) and the |erda subfield. If your library 
does not have one of these organization codes, use “Me” for Maine. Example: 040 Me|erda 

 
 

IDENTIFIER (02X): the identifier for the manifestation is a required Core Element, and serves to 
differentiate a manifestation from other manifestations. Only the identifier number is to be included - 
no phrases in parentheses are allowed. 

 
●​ If there is more than one identifier on a resource, use one that is internationally recognized, 

usually the ISBN (MARC 020), or the ISSN (MARC 022 for serials) 

●​ Only one identifier is required in RDA; other identifiers are optional, but in bib records where 

more than one manifestation is attached, as in the case of paperbacks attached to hardcover 

bibs or trade edition audiobooks attached to library edition bibs, Minerva catalogers should 

also include other identifying numbers including UPC numbers (024), other publisher’s 

numbers (028), or other relevant ISBNs. 

●​ The first MARC 020 field is the ISBN used in Sierra to link the image that appears in the OPAC. 

 

NOT 
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CREATOR (1XX): the main entry is a required Core Element. The creator is the entity that has the principal 
responsibility for the creation of a work. If more than 1 creator is responsible for the work, only the 
principal creator named first is required by RDA. If the cataloger deems that any additional creators are 
important enough to be access points, they should be entered in 7XX fields. 

●​ RDA requires the use of a “relationship designator” following the authorized version of the 

creator’s name. This element is presented in the subfield “e”. 

Example: “100 1# Kulin, Ayse,|eauthor.” 

 

●​ Relationship designators should also be used with 7XX added access points. 

●​ Consult https://www.loc.gov/marc/annmarcrdarelators.html for a list of standard relationship 
designators.​
 

TITLE PROPER (245): refer to  https://www.loc.gov/marc/bibliographic/bd20x24x.html for details 
regarding the title proper. 

●​ Capitalization: continue the current practice of capitalizing the first word of the title and 

proper nouns only 

●​ Errors: don’t correct intentional misspellings in the 245. Transcribe the title as found on the 

source; add a 246 3# field for the “correct” title to help patrons find the item 

 

●​ Numbers: transcribe numbers as found 
 

OTHER TITLE INFORMATION found in the 245 field: subtitles and other title elements, in conjunction 
with and subordinate to the Title Proper, are core elements. Use MARC 245 subfield|b. 

 
 

STATEMENT OF RESPONSIBILITY (245|c): A statement of responsibility (SOR) relating to the Title 
Proper if present on the resource is a core element. If more than one entity is given in the SOR, only 
the first named contributor is required and the others are optional. Transcribe as given. 

●​ Minerva will continue to follow the “rule of 3” from AACR2, which is optional in RDA. If 

appropriate, provide the first 3 names in the 245 field, followed by [and others]. Note that 

Latin abbreviations such as “et. al.” and “etc.” are not used in RDA. Provide 7XX field access 

points for any other responsible entities named after the primary one. 
 

EDITION (250): an edition statement is a core element if one appears on the resource. This can be 
expressed as “edition, issue, revised, update” and so on. Transcribe as given. 

●​ If an edition statement is not found on the item, but it is known that the item is a new and/or 

revised version of an earlier work, this may be expressed in a MARC 250 in brackets, for 

example [2nd revised edition]. 

●​ Large print editions of printed books may designated as such, for example “250 ## [large print 

edition]”. 
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PUBLICATION AREA (264): The place of publication, name of publisher, and date of publication are core 
elements for cataloging published resources. The MARC 260 field has been made obsolete, and has been 
replaced by MARC 264 which is repeatable. New indicators and subfields have also been created for use in 
the 264 field and they are required. Blank spaces where these codes should be used are not acceptable. 
Abbreviations are not used unless they appear on the resource. 

The publication area provides specific and detailed information in a prescribed structure and in a 
defined sequence: 

●​ The 264 field is the primary publication statement. Hint: With the cursor on the 264, use the 
right click function in Sierra and select “Marc Tag info”. This will display the options for 
indicators and subfield codes. 

●​ Supply the publication place, publisher’s name, and publication date in 264#1. If any of these 
factors are not found on the resource, state this in brackets, “[Place of publication not found]”. 

o​ If no place of publication is present, enter it in brackets if it is probable 
o​ If no place of publication can be named, enter another 264 with the place of distribution 
o​ If no place of publication and distribution is known, enter another 264 with place of 

manufacturer or printer 
▪​ The same procedure applies regarding name of publisher, etc. 

●​ The order of preference for 264 fields is 
1.​ Publisher name, first place of publication, date 
2.​ Distributor’s name, first place of distribution, date 
3.​ Manufacturer’s name, place, date 
4.​ If none of the above information is available, state “[Publisher not identified]” 

For more detailed information about the Publication Area, consult MARC documentation at 
http://www.loc.gov/marc/bibliographic/bd264.html 

 
●​ DATE OF PUBLICATION (264|c): Core element. If no publication date is given, but a copyright 

date is available and you are able to infer that the dates match, place that date in the 264#1 
subfield “c” in brackets, [2012]. It is no longer necessary to add a second 264#4 providing the 
copyright date. However if the [probable] publication date and the copyright dates differ, add 
the 264#4 field and include the copyright symbol. 
Example: 264 # 4 |c©2012. 
 
Follow the same sequence as above if the publication date is not known. 

●​ If no date at all is available it is acceptable to use [probable] 
●​ If the date is given in Roman numerals, change it to Arabic numerals 

 
●​ DATE TYPE (008): When more than one 264 is present, the 008 “date type” field should be 

coded “t” or “r” as appropriate, and the dates in the 264#1 and 264#4 should be entered in 
“date one” and “date two”. 

●​  
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Physical description 
●​ EXTENT (300): extent is a core element if the resource is complete or if the total extent is known, and 

is recorded in MARC field 300. Extent is the number and type of units that make up a resource, 

including pages, plates, volumes, sheets, etc. Subfield code “|a is” assumed. 

●​ Do not abbreviate. 

●​ If the entire book has no page numbers, use the term “1 volume (unpaged)”. If there is an 

unnumbered sequence of pages in an otherwise paginated book (plates, for example), use the 

term “unnumbered pages” (i.e., 176 pages, 10 unnumbered pages of plates) 

●​ Extent is not recorded in ebook records. 

 

●​ SPECIFIC MATERIAL DESIGNATION (300): the format of the storage medium and housing of the carrier 

is a core element. Do not abbreviate except for time terms (hr., min., sec.). 

 
●​ ILLUSTRATIVE CONTENT (300|b): in RDA, illustrative content is a core element for resources intended 

for children. In Minerva, continue to include information about illustrations in all resources in the 

300## |b subfield, using descriptive terms such as plates, maps, etc. Note if the content is in color 

rather than black and white. 

 
●​ DIMENSIONS (300|c): the measurement of the carrier is a core element, using the 300##|c subfield. 

●​ Measure in centimeters, but use inches when describing discs and audio carriers. 

●​ Do not abbreviate anything except for “in .” for inches and “cm” for centimeters (this is considered 

a symbol rather than an abbreviation and should have no period  unless there is a 490 series 

statement and then the cm is followed by a period). 

 
●​ ACCOMPANYING MATERIAL (300|e): record information regarding significant accompanying materials 

in MARC 300 using the +|e subfield. When copy cataloging, verify in your item before accepting.​
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Content, Media, and Carrier 
Reference Minerva document:  RDA physical description fields by material type 
CONTENT (336): the new MARC field 336 for describing content is a core element. This field categorizes the 
fundamental form of communication in which content is expressed --or in other words, the manifestation 
of the expression of the work, such as “text, spoken word, etc.” 

●​ A complete list of the terms that may be used to describe content is found at 

http://www.loc.gov/standards/valuelist/rdacontent.html. 
●​ Content term is recorded in the 336 followed by subfield “|2rdacontent” 

●​ When copy cataloging, some 336 fields will include a |b subfield, as in 

“336##text|btxt|2rdacontent”. This is optional; in Minerva you may accept as found. 

●​ This field is repeatable and may be used to describe significant accompanying material. 

●​ MEDIA TYPE (337): the new MARC field 337 describes the type of intermediation device required to 

view, play, run, etc., the content of the resource, and is a core element. Go to 

http://www.loc.gov/standards/valuelist/rdamedia.html for the complete list of terms. 

●​ The |2 subfield “rdamedia” is required. 

●​ The |b subfield is optional. 

●​ The 337 field is repeatable. 

CARRIER TYPE (338): MARC field 338 is a core element, and it categorizes the format of the storage 

medium and housing of the carrier used to convey the content of the resource. The list of terms is 

found at http://www.loc.gov/standards/valuelist/rdacarrier.html. 
●​ The |2 subfield “rdacarrier” is required. 

●​ The |b subfield is optional. 

●​ The 338 field is repeatable. 

●​ PHYSICAL MEDIUM (340): although it is not a core element, Minerva catalogers may opt to use the 

340 field to record the “font” size of printed text when describing Large Print books. Do not use a 

GMD for this information. 

●​ Enter this in the record as “340##|nlarge print|2rda” 

●​ The n and 2 subfields are required. 

Series (490): A series statement providing the Title Proper, numbering within series, and Title Proper and 
numbering of a subseries when present is a core element. Use MARC 490 for the series statement. 

●​ The field must have the first  indicator “0” if the series will not be traced. However, if the series 

has an authority record, use the 1st indicator “1” and enter an appropriate  800 or 830 field. 

●​ See Series Cheat Sheet on the Maine InfoNet Cataloging Rules and Instruction page 

●​ Make a 500 note regarding a series title if it is taken from outside your resource (such as found 

only on the author’s website but not in your item and there is no authority record). 

●​ If a series title and/or number are not present on the first volume, you may add that 

information in [brackets] (optional). 

●​ Remember that MARC field 440 for series information is obsolete. Do not use this field, and if 

you find it in a record that you are importing, it should be updated to 490 according to current 

usage rules. 
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Order of Notes (5XX) 

The order in which 5XX notes appear in the bib record is not prescribed by RDA. Because MARC 
has not changed, Minerva catalogers will continue to follow the order detailed in AACR2.“Make 
notes as set out in the following (AACR2) sub rules and in the order given there. However, 
give a particular note first when it has been decided that note is of primary importance” 
(source: Order of Notes, Does it Make a Difference?) 

 

 

 
BOOKS- ORDER OF NOTES 

500 – – Nature, scope or artistic form  

546 – – Language of item and/or translation or adaptation  

500 – – Source of title proper  

500 – – Variations in title  

500 – – Parallel titles and other title information  

500 – – Statements of responsibility  

500 – – Edition and history  

500 – – Publication, distribution, etc. 

500 – – Physical description  

500 – – Accompanying material  

500 – – Series. Make notes on series data that cannot be given in the series area  

502 – – Dissertations 

521 – – Audience 

0 Reading grade level​
1 Interest age level​
2 Interest grade level  

500 – – Other formats  

520 – – Summary  

504 – – Informal contents (bibliography pagination and index note) 

505 – – Contents  

500 – – Numbers  

590 – – Copy being described, library holdings, and restrictions on use  

501 – – “With” notes  
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SOUND RECORDINGS – ORDER OF NOTES 

500 – – Nature or artistic form and medium of performance. Make notes on the form of a literary work or the type 

of musical or other work unless it is apparent from the rest of the description. 

546 – – Language. 

500 – – Source of title proper. 

500 – – Variations in title. 

500 – – Parallel title and other title information. 

500 – – Statements of responsibility. 

500 – – Edition and history. 

500 – – Publication, distribution, etc. 

500 – – Physical description (physical details not included in physical description area) 

500 – – Accompanying material. 

500 – – Series (data that can not be given in series area) 

502 – – Dissertation (if the item being described is a dissertation). 

521 – – Intended audience​
0 Reading grade level​
1 Interest age level​
2 Interest grade level​
3 Special audience characteristics​
4 Motivation/interest level 

500 – – Other formats (Issued also as … ) 

520 – – Summary 

505 – – Contents​
0 Contents​
1 Incomplete contents​
2 Partial contents 

500 – – Publishers’ numbers 

590 – – Copy being described, library’s holdings, and restrictions on use. 

501 – – “With” notes. 
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VIDEO RECORDINGS – ORDER OF NOTES 

500 – – Nature or form – “Make notes on the nature or form of a motion picture or video recording unless it is 

apparent from the rest of the description.” 

546 – – Language 

500 – – Source of title proper 

500 – – Variations in title 

500 – – Parallel titles and other title information 

Statements of responsibility 
511 – – Cast – List players, performers, narrators and/or presenters. 

508 – – Credits – List persons (other than the cast) who have contributed to the artistic or technical production. 

500 – – Edition and history. 

500 – – Publication, distribution, etc., and date. 

538 – – Physical description, technical details. 

500 – – Accompanying material 

500 – – Series (data that can not be given in series area) 

502 – – Dissertations. If the item being described is a dissertation. 

521 – – Target audience​
​
0 Reading grade level​
1 Interest age level​
2 Interest grade level​
3 Special audience characteristics​
4 Motivation/interest level 

500 – – Other formats (Issued also on …) 

520 – – Summary, abstract, annotation​
​
0 Subject​
1 Review​
2 Scope and content​
3 Abstract 

505 – – Contents​
0 Contents​
1 Incomplete contents​
2 Partial contents 

500 – – Unedited material and news film. 

500 – – Numbers (other than ISBN or ISSN) 

590 – – Copy being described, library’s holdings and restrictions on use. 

501 – – “With” notes 
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ELECTRONIC RESOURCES – ORDER OF NOTES (formerly computer files) 

 

500 – – Nature and scope.​
System requirements 

 (538) (required)​
Mode of access 

546 – – Language and script. 

500 – – Source of title proper (required) 

500 – – Variations in title. 

500 – – Parallel titles and other title information. 

500 – – Statements of responsibility. 

500 – – Edition and history. 

500 – – Type and extent of resource (File characteristics) 

500 – – Publication, distribution, etc. 

500 – – Physical description. 

500 – – Accompanying material. 

500 – – Series (data that cannot be given in the series area) 

502 – – Dissertations (if item is a dissertation) 

521 – – Audience​
0 Reading grade level​
1 Interest age level​
2 Interest grade level​
3 Special audience characteristics​
4 Motivation/interest level 

500 – – Other formats (Data issued also in … , issued also for … ) 

520 – – Summary 

505 – – Contents​
0 Contents​
1 Incomplete contents​
2 Partial contents 

500 – – Numbers (other than ISBN or ISSN) 

590 – – Copy being described, library’s holdings, and restrictions. 

501 – – “With” notes. 

500 – – Item described. For remote access resources, always give the date on which the resource was viewed for 

description. (Description based on contents viewed Sept. 16, 2000) 
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Checklist for importing/editing bibliographic records into the Minerva catalog  
Records imported into the Minerva catalog from an outside source must be carefully reviewed to see if they 
meet RDA requirements and acceptable minerva cataloging standards. If a record does not include RDA 
specific fields you will need to add missing fields. 

●​ If no matches comes up in Minerva after searching ISBN, title, & author then import 
○​ Warning:  SKYRIVER records come in with extra spaces- be sure to REMOVE all extra spaces. 

●​ Double click “Location” in the fixed fields and enter your library’s 3 letter code. Click OK? 

●​ Correct the initials for the INPUT LIBR field if your library has a unique code.  Otherwise use “ - “ 

●​ Is the material type in the fixed fields correct? Double click in the MAT TYPE box to see a complete list. 

●​ Is the language correct (must match 008 entry) in the fixed fields? 

●​ Is the SKIP field correct for non-filing characters? (a, an, the) Research non-filing characters in other 

languages. 

●​ Is the BIB CODE 3 set to “0” for pre-publication items not in hand? Otherwise it should be “ - “ 

●​ Expand the MARC Leader. 

○​  Is the “CAT FORM” coded “i”? 

○​  Is the “CHAR ENC” blank? 

○​ If the item is a serial is the BIB LEVL set to “s”? Double click to get a complete list. 

○​ Is the ENC LEVL set to pre-pub if appropriate? (8) 

○​ Is the ENC LEVL changed to “complete” (no number) if the item is now in hand? 

●​ Verify, using WorldCat, the 001 number and change the 003 to OCoLC. 

●​ Retain the 003 as imported if no OCLC# can be found (examples: SKY, DLC). 

●​ Is an 006 field present for appropriate types of non-print material? 

●​ Is the 007 field present for the appropriate type of non-print material? 

●​ Is 008 complete? 

○​  language code and country code (should match the FIXED FIELDS entries) 

○​ Date entered?  IF this is original cataloging it should match the CAT DATE in the fixed field.  If 

you imported it leave the date as it came in 

○​ illustrations? Other non-text information (maps, charts, etc.) 

○​ Look over all the other parts of the 008 

○​ If the item is a continuing resource are there 2 dates present and is the 2nd date “9999”? 

●​ The LC Card # (010) often has extra spaces in front of the number, if they are there, please retain. 

●​ When importing/original cataloging keep only the 020 ISBNs from the item in hand, delete all others. If 

editing a record do NOT delete other ISBNs without checking with other libraries on the record. 

●​ If a 040 field is present, does it include subfield “|erda”?  If no 040 is present the minimum is Me|erda 

●​ Have you deleted 019 and 049 fields? (they should show red) 
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●​ Have you removed or changed the 09x fields that import? To retain the CALL #  in the record, change 

the 09x to 082 and/or 050, save, then change the MARC TAG code from “c” to “y”, then save again. 

●​ Does the 1XX include the relationship designator in subfield |e? Have you verified? 

●​ If the record has extra descriptors (Best-selling author, etc.) in the 245 field, have you removed them? 

●​ Minerva follows the “rule of three” for authors in the 245 - add “and others” and list them in 700 #1 

entries 

●​ Is there a 250 edition statement and does it match your item? If not, be sure you have the correct bib! 

●​ Did you delete a 263 field if it exists? (Expected Publication Date) 

●​ Is the publisher information described in a 264 #1 field instead of a 260?  260 is now obsolete. 

●​ In the 264 #1 field there is no © symbol used. 

●​ If a 264 #4 field is included it must have the © symbol after the |c. 

●​ Review information and remove abbreviations in the 300? Include a period after cm if 490 present. 

●​ Do the required RDA fields 336 content, 337 media, and 338 carrier fields exist in the record? 

○​ Are they appropriate for the material type? 

●​ Do series statements appear in a 490?  440 is obsolete. 

●​ Examine 5xx notes - review their content and order (see RDA document)  

●​ Is the 520 field in the general range of 50 words and is it free of subjective adjectives (like “Best-selling 

author, superb illustrations, etc.)?  Rewrite or go find a shorter one if it's too long. 

●​ Is the 504 field, if present, giving specific pagination in parentheses for bibliographical references?  

●​ If there are 532 (Accessibility Note) and 546 (Language Note) fields for video recordings are they 

appropriate? 

●​ Are the subject fields verified & NOT duplicated in the record? It is the Minerva standard to use 650 #0 

adult subject headings with |vJuvenile fiction instead of 650 #1 children’s  subject headings with 

|vFiction unless the children’s subject heading is unique and an adult heading of equivalent clarity is not 

available. 

●​ Are the 655 genre fields verified? 

●​ Do the 7XX added entries include a relationship designator (subfield |e”) and verified? 

●​ Do the 8xx fields match what is allowed in the authority record for the series? 800 for author series, 830 

for title series? Check the Series Cheat Sheet for tracing in the authority record. 

●​ Did you add a 929 field for your “initials” (library 3 letter code+first initial+last initial) as the importer of 

the record? If editing a record and there is no 929 field add one.  If one already exists add your 

signature after the last one present separated by a /. 

●​ Verify all fields when done (use upper right icon “Verify” - or do so individually while editing using the 

right click Verify Heading function ). 
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●​ Use the “View Public Display” function to proofread your bib and item record in the OPAC. Make edits 

for spelling, grammar, etc. along with display of information related to spacing, punctuation, 

capitalization, etc. 

 

Suggestions 
 

The following are a few suggestions to help make our lives with RDA just a bit easier. 
 

Set bookmarks in your internet browser that will link you to the Library of Congress 
lists of RDA terms for content, media, and carrier. There are so many that it’s not 
possible to remember them all. 

 
Good examples of RDA records can be found on the Library of Congress website at  
RDA Record Examples. Save, print, or bookmark these examples for ready reference. 
 
Useful editing checklists and other cataloging information can be found at SHARE 
Empowering Libraries. 
 
Basic Cataloging Decisions from the Official RDA Toolkit (updated 5/30/2024) can be 
found here Basic RDA Cataloging Decisions. 
 
Remember, whenever using reference sources outside of MINERVA double check the 
Acceptable Cataloging for Minerva Libraries document and the checklist for importing 
bibs.  

 
Create macros in your cataloging profile for quick and easy entry of essential fields 
like the 336, 337, 338, and 340 fields. This will help make your original cataloging 
efforts a bit more efficient. MACROS Minerva Manual 

If you do any original cataloging, update your bibliographical record templates. 
Depending on what you have for templates, you can update the MARC leader, add 
relationship designators, and add content, media, and carrier fields, so that you won’t 
have to add them in later. Open the Sierra Help Manual and type in templates in the 
Search bar.  

Whenever you are working on a bib record, give it a careful review before saving it. 
You are expected to correct errors and have the ability to do so. 

 

Submitted 
1/11/2014 Updated 
6/14/2014 Updated 
09/2016 Updated 
02/2018 Updated 
emconway 
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http://www.loc.gov/catworkshop/RDA%20training%20materials/SCT%20RDA%20Records%20TG/index.html
https://share.illinoisheartland.org/cataloging/resources
https://share.illinoisheartland.org/cataloging/resources
http://www.loc.gov/aba/rda/mgd/mg-basicCatalogingDecisions.pdf
https://www.maineinfonet.org/wp-content/uploads/2018/05/RDA-February2018-update.pdf
https://www.maineinfonet.org/wp-content/uploads/2024/11/MILLENNIUM-MACROS-Manual-14-05-30.pdf
https://documentation.iii.com/sierrahelp/Default.htm
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Print book (adult fiction) 
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Print book (adult fiction) [continued] 
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Print book (adult nonfiction) 
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Print book (adult nonfiction) [continued] 
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Print book in a series 
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[continued] 

 

Print book in a series [continued] 
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Picture book (children’s) 
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[continued] 

 

Picture book (children’s) [continued] 
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Audio-enabled book (Wonderbook/Vox) 
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[continued] 

 

 

Audio-enabled book (Wonderbook/Vox) [continued] 
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[continued] 

 

 

 

Audio-enabled book (Wonderbook/Vox) [continued] 
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Audio-enabled large print book 
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 [continued] 

 

Audio-enabled large print book [continued] 
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[continued] 

 

 

Audio-enabled large print book [continued] 
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Audio-enabled book graphic novel 
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Audio-enabled book graphic novel [continued] 
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Audiobook on preloaded audio player (Playaway) 

 

 [continued] 

Audiobook on preloaded audio player (Playaway) [continued] 
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Audiobook on preloaded audio player (Playaway) [continued] 
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Audiobook on CD 
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Audiobook on CD [continued] 
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Audiobook on MP3 disc 
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[continued] 

 

Audiobook on MP3 disc [continued] 
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Audio recording (music) on CD 
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[continued] 

Audio recording (music) on CD [continued] 
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[continued] 

 

 

Audio recording (music) on CD [continued] 
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Audio recording (music) on Vinyl 
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[continued] 

 

Audio recording (music) on Vinyl [continued] 
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Graphic novel 
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Graphic novel in a series 
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Graphic novel in a series [continued] 
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Periodical (Serial) 
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Periodical (Serial) [continued] 
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Travel Guide (continuing resource) 
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Travel Guide (continuing resource)[continued] 
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Electronic book (e-book) 
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Electronic audiobook (e-audiobook) 
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Electronic audiobook (e-audiobook) [continued] 
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Electronic journal (serial) 
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Electronic journal (serial) [continued] 
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Video recording DVD 
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[continued] 

Video recording DVD [continued] 
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Video recording DVD series 
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[continued] 

 

Video recording DVD series [continued] 
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Video recording Blu-ray 
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Video recording Blu-ray [continued] 
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Video recording Blu-ray [continued] 
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Video recording DVD/Blu-ray combo pack 

64 



65 

 

[continued] 

Video recording DVD/Blu-ray combo pack [continued] 
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Video recording DVD/Blu-ray combo pack [continued] 
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Video recording 4K 
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Video recording 4K [continued] 
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Video recording 4K [continued] 
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[continued] 

Video recording 4K [continued] 
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Videogame (cartridge/Nintendo) 
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Videogame (cartridge/Nintendo) [continued] 
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Videogame (disc/PS5/Xbox) 
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Videogame (disc/PS5/Xbox) 
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3-D object (library of things)  
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3-D object (Kit) (library of things) 
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3-D object (Kit) (library of things) [continued] 
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3-D object (puzzle/game) (or KIT) 
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3-D object (puzzle/game) (or KIT) [continued] 
79 



80 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kit (mixed objects and books) 
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[continued] 

 

 

 

 

Kit (mixed objects and books)[continued] 
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Kit (mixture of books only) 
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Translation of a book from original language 
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Book in a language other than English 
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[continued] 

 

 

Book in a language other than English [continued] 
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Possible additional records to be added at a later time: 
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Braille book 

 

Music score 

 

Map 

 

Streaming video 

 

Equipment 

 

Archival material 
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