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Part I:  General Introduction

The Photograph Archives of the Smithsonian American Art Museum contains over a quarter million photographs, negatives, and slides documenting American art. As a research and study collection, the Archives constitutes a unique visual record of American art, sometimes providing the only visual documentation of an altered, damaged or lost original. Drawing heavily from cataloging standards developed for the Art Inventories database(s), this cataloging manual was initially written for the Peter A. Juley & Son Collection, the largest collection within the Museum’s Photograph Archives--hence most examples relate to Juley materials. The manual  has since been expanded to include standards pertinent to other collections as we begin digitizing and cataloging all the holdings in our archives. Brief collection summaries and histories follow.


 American Sculpture Photograph Study Collection
The American Sculpture Photograph Study Collection contains 2,612 photographs of American sculpture from the late 1890s to 1940; with some printed later.  The prints were originally assembled by the Metropolitan Museum of Art for study purposes from various commercial photographers, in-house staff photographers, and publishers. The collection was a gift to the Photograph Archives in 2004.  This specialized research resource provides in-depth documentation for late nineteenth and early twentieth century sculptors. The collection also includes a number of rare early photographs of outdoor sculpture and public monuments.


Bernie Cleff Collection

The Bernie Cleff Collection is comprised of an estimated 1,300 photonegatives taken by noted Philadelphia freelance photographer Bernie Cleff (b. 1927) documenting sixteen outdoor monuments created by Daniel Chester French. In 1975/76, Cleff was commissioned to photograph Daniel Chester French monuments and models for a major retrospective exhibition of the sculptor’s works. Organized by the National Trust for Historic Preservation, that exhibition was shown at the Metropolitan Museum of Art (Nov. 4, 1976-Jan. 10, 1977), the Smithsonian American Art Museum (then called the National Collection of Fine Arts, Feb. 11-April 17, 1977), Detroit Institute of Arts (June 15-Aug. 28, 1977); and the Fogg Art Museum, Harvard University (Sept. 30-November 30, 1977).  Many of the photographs appear in the catalog published for that exhibition--Michael Richman’s “Daniel Chester French: An American Sculptor,” (New York: NY: Metropolitan Museum of Art for the National Trust for Historic Preservation), 1976.  The Collection was received as a gift from the photographer in 2008.

Library of Congress Copyright Deposit Collection
The Library of Congress Copyright Deposit Collection holds 2,335 photomechanical reproductions documenting the works of approximately 500 American artists.  The large format prints, deposited with the Library of Congress for copyright between 1890 and 1945, represent a broad range of nineteenth and twentieth century American art.  Received in 1987 (through the Library’s gift & exchange transfer program), the collection documents drawings, graphic prints, paintings, and other works of art by late 19th century and early 20th century American artists.  The images are in black-and-white and color; most are mounted on poster-size (22x28 inch) board. Each mount is captioned with artist, date of copyright, and title of art work.
Peter A. Juley & Son Collection
The Peter A. Juley & Son Collection, acquired by the Smithsonian in 1975, is comprised of  126,467 photographic negatives, from which black-and-white archival study prints were made.  Active from 1896 to 1975, the Peter A. Juley & Son firm was a respected fine-art photography studio in New York, serving artists, museums, galleries, art dealers, private collectors, corporations, and conservators.

Peter A. Juley (1862-1937) came to the United States in 1888 from Germany, where he was a telegrapher with the post office.  How he first became interested in photography is not known, but around 1896 he opened a small portrait studio in Cold Spring, New York.  From 1901 to 1906, he worked as a staff photographer for Harper’s Weekly.  Around 1907 he reestablished his photography business in New York City; and, a few years later, his son - Paul Juley (born 1890) became a partner.  The firm was active for nearly eight decades until Paul Juley’s retirement and death in 1975.

The Peter A. Juley & Son Collection documents the works of more than 11,000 American artists, contains 4,500 portraits of artists (from formal poses to candid shots), and about 500 other miscellaneous client photographs, which include gallery exhibition installation shots and building exteriors. Also of note, because of the Juley’s pre-eminence in the field other photographers left their negatives to them to carry on the trade.  Thus part of the collection predates the establishment of the Juley studio.

The Smithsonian American Art Museum acquired the Juley negatives from Paul Juley just before his death in 1975.  With funding from the Getty, black-and-white archival prints were made from the negatives for the American Art Museum and the Getty.   Once printed, the Juley negatives were given to Smithsonian Photographic Services to be placed in their cold storage vaults.  That office, now part of the Smithsonian Institution Archives,  handles all duplication requests.

[Historical note: When the Juley collection was acquired, a database was created to enter basic identification information on each negative.  Information was recorded as written on the negative or envelope sleeve.  Every negative was individually cataloged and each was assigned a unique eight digit number in the computer database.  Up until 1998, the Juley Collection resided on a Honeywell mainframe as a SELGEM file (SELGEM is an acronym for Self-Generating Master, a special programming code written and developed by Smithsonian staff to record basic museum collections data). Nine fields of data were defined for the Juley project: artist, title, date, dimension, media, collection/owner, subject, general notes and Juley control number.  In the 1990s, information on the technical processing of the negatives was entered in a separate Paradox application file and included the Juley control number, film size, type and base, storage site location, condition code/description, and indication of whether a Getty print had been made.  In 1998, these two databases were merged; the data was converted from all upper case letters to mixed case and mapped to a MARC-compatible visual materials format; and then migrated to a larger institutional online accessible database -- the Smithsonian Institution Research Information System.]
Walter Rosenblum Collection

The Walter Roseblum Collection contains 7,400 black & white photographic negatives covering American and European art. The collection came to same as a gift from the photographer in 1975.  An accomplished photographer and teacher, Walter Rosenblum (1919-2006) supplemented his income by doing freelance work for major New York galleries, artists and collectors from 1945 to 1970.  Among Rosenblum’s clients were ACA Galleries, Graham Gallery, Matisse, New Gallery and The Contemporaries. Reflective of the period, the collection is particularly strong in American and European avant-garde, surreal and abstract works. The Collection was digitized in 2007/08 with funding provided by the Smithsonian Collection Care and Preservation Pool funding. Preliminary records based on information recorded on the negative or negative sleeve were created in SIRIS and linked to the digital images in 2009.
Part II:  Computer Applications


 SIRIS

The Photograph Archives database currently resides on the Smithsonian Institution Research Information System (SIRIS), which contains over 1.3  million records for books, archival records, manuscripts, films, photographs and research bibliographies.  SIRIS is centrally administered by the Office of Chief Information Officer (OCIO), with advice from the repositories and persons using the system. SIRIS operates using “off-the-shelf” vendor-supplied software called Horizon, an ILS (integrated library management system) product from the company SIRSI/Dynix.  Records in the SIRIS network utilize MARC formats. 


What is MARC?

MARC (an acronym derived from MAchine‑Readable Cataloging)* is a set of standards for identifying, storing and communicating cataloging information.  MARC tags are standard ways to identify elements of a bibliographic record, such as title, subject, etc., so that those elements can be manipulated by computers and used by others.  For example: information about the creator of a work is entered in field 100; within that field, the creator’s name appears in subfield a; his/her life dates appear in subfield d; and their role (e.g., artist, photographic firm, etc.) appears in subfield e.

Developed over thirty years ago by the Library of Congress, the MARC format is an evolving standard.  Separate formats have been defined for Books (BK), Maps (MP), Music (MU), Serials (SE), Computer Files (CF), Archival & Manuscript Control (AMC), and Visual Materials (VM); and in 1996 an Integrated Format was implemented. 

Each MARC record in SIRIS is comprised of the object data (i.e. bibliographic record); with authorized index terms (separate authority records) and item holdings data.    When you build a MARC record you label the data using tags, indicators and subfield codes.  Additional record leader and directory information is added to enable computer processing.

Indicators:  1 or 2 numeric characters at the beginning of some fields which serve to provide additional information about that field, to assist computer indexing of that field, or to control access or display of a field.

Tags/Fields:  often used interchangeably.  Fields are groups of one or more data elements defined as a unit.  Fields can be either fixed or variable in length.  Tags are labels for fields.  For example: 245 is the tag for the title field.

Subfields:  data elements within fields.  Each subfield is identified by a subfield code which is composed of a delimiter (|) and a single character ‑‑ either alpha or numeric.

*The USMARC bibliographic format is a standard that prescribes how data should be represented and structured so that it can be exchanged between computer systems.  Field summaries and definitions are found in MARC Format for Bibliographic Description (MFBD) published by the Library of Congress.
Sample MARC view of a Peter A. Juley & Son record:
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At the top of the record are the coded leader and fixed length fields (000, 005, 008, 035, 040) which help the computer index and display a record (more on that later).  Within the record, any field that is underlined is an “authority controlled” field.   A separate “authorized heading record” exists for that unique name/term.  
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Note: in record example above, date of photograph is not known, so 008 dates reflect the sitter’s life dates. 
Extended view of same record (with leader and fixed field values prompted)


PART III:  Cataloging Standards

Wherever possible, we follow national standards when entering and updating information. Rules outlined in this cataloging manual generally reflect Anglo-American Cataloguing Rules, Cataloging of Cultural Objects guidelines,  and the Smithsonian Institution Archives and Special Collections Council’s Recommended Standards for Archival Description of Photographs and Photograph Collections.  Name and subject headings are taken from the Smithsonian American Art Museum’s Subject Term Guide, the Library of Congress Name Authority Files and Subject Headings  (NAF and LCSH), and/or the Getty’s Union List of Artist Names (ULAN), Thesaurus of Geographic Names (TGN) and the Art and Architecture Thesaurus (AAT).

Although the Photograph Archives catalog contains a few “Collection and/or Series Level records” which broadly describe groups of photographs as a whole, the bulk of the records in the our Photograph Archives catalog are “Item Level records” – which describe each photograph and its subject content in more detail.  In the MARC field definitions that follow, you’ll see references to those fields that are used only at the Collection/Series Level.

When cataloging, you will be working from the photographic image itself and any supporting documentation that you can locate to update the data content of the record. 

Keep in mind that rules and field usage will vary depending on whether you are cataloging photographic portraits of artists OR photographs of the artist’s art works OR architectural/installation scenes.

· For artist portraits, always catalog the “photograph in hand.”  

· For art works and other images, catalog the art work depicted in the photograph.  

It is important to remember that any change made to an artist’s name or to the title of an art work, requires that you pull and re-label the photo study print in our Photograph Archives and re-file it appropriately per that new data.

This cataloging manual is a work in progress.  Suggestions for additional examples and usage rules are welcome.

PART IV:  Field Definitions and Standards

______________________________________________________________________________
000 (Leader Field)






Bibliographic Record

______________________________________________________________________________

At the top of each bibliographic record is a string of leader values or codes which help the computer index and process our records. 

Extended View Prompt:

Approved Code:


Comments:

RecS



c



Record status.  “c” stands for corrected









entry.





n



Record status.  Use “n” for newly created









 record.

Type



k



Type of record.  Use “k” for nonprojected









 graphic material.

BLvl



m



Bibliographic level.  Use “m” for monograph









 or single item record.

Cntl



blank



Control level.  Leave blank for not under









 archival control.

ELvl



z



Encoding level.  Use ‘z”  for not applicable









 for our materials

CatF



blank



Descriptive cataloging form.  Leave







 blank for Non-ISBN (not cataloged per








International Standards of Bibliographic








Description).

Link



blank

____________________________________________________________________________

005 FIELD




Transaction date field Bibliographic Record
_____________________________________________________________________________

This field appears only in records updated prior to the 2000 migration from NOTIS to Horizon and shows the date and time of the last transaction on the record.   Most Juley records will have a date that starts with 1998, reflecting the original migration date into SIRIS.  Records added and updated since the 2000 migration have this information recorded in the “STATUS” portion of record, rather than an 005 field.

005



Date & Time of Last transaction (system-supplied)

Entered as Year, Month, Day, Time in numeric values

Example:

199402231510470

[Feb. 23, 1994, 3:10:47 pm]

_____________________________________________________________________________

008 FIXED FIELD DATA




Bibliographic Record

_____________________________________________________________________________

Each bibliographic record contains some fixed-length field data in the 008 field, which helps the computer index and process our records.  Within the 008 field, the Date fields shown in bold below are candidates for editing.

Extended View Prompts



Comments
Date





Year, month and day record entered in SIRIS

Dtst





One letter code which identifies “type” of creation date(s) for art work.

Approved values:
s =  Use “s” for single known date.

examples include: 1950, 1925 (?), ca. 1900


r = Use “r” for range dates, when multiple dates are associated with the creation/execution of the art work.

Examples include: 1950/54, ca. 1930-1940

Dates





Earliest or begin year of art work creation.

Dates





Latest or end year of art work creation.

The Date values in the 008 field are strictly formatted to facilitate computer indexing.  (The 260 MARC field is used to record dates in a more readable format for public display).  In the absence of known artistic creation dates, you may enter either “sitter life” dates for portraits or company dates for the photographic firm itself. 
[Historical note: When the Juley database was migrated into SIRIS, if the 260 Display Dates field did not contain a creation date for the art work, the active dates of the Juley firm (1896-1975) were automatically supplied as earliest/latest creation dates in this 008 date field.  Similarly, when the Rosenblum Collection records were created, the active dates of Rosenblum were supplied as the 008 dates.  These dates need to updated when the images get researched and fully cataloged.]
As you edit records, check the 008 dates to see if you can make them more specific:

· If you know when an artist’s portrait was taken or when an art work was created, use that date in the 008 and 260 fields.

· If the artwork is not dated, but you know the artist or sitter’s life dates, use those in the 008 field in place of the broader firm dates.

For help in converting Field 260 display dates to indexing dates in 008, see examples that follow.
Examples:

Single year, example: portrait taken in 1945, enter as: DtSt: s  Dates: 1945  Dates: blank

Multiple dates, example:  painting done between 1930 and 1931, enter as: DTSt: r  Dates: 1930   Dates: 1931

Approximate range of dates is given by reference source:

Date given as: 1920's, enter as: 

DtSt: r    Dates: 1920    Dates: 1929

Date given as: early 1920's, enter as:
DtSt: r    Dates: 1920    Dates: 1925

Date given as: mid 1920's, enter as:     
DtSt: r    Dates: 1922    Dates: 1928

Date given as: late 1920's, enter as:    
DtSt: r    Dates: 1985    Dates: 1929

Date given as early 20th Century, enter as:   
DtSt: r    Dates: 1900    Dates:  1925

Date given as mid-20th Century, enter as:
DtSt: r    Dates: 1925    Dates:  1975

_____________________________________________________________________________

008 FIXED FIELD DATA




Bibliographic Record

___________________________________________________________________________

Field 008 con’t





Extended View Prompts



Comments
Ctry:





Code which identifies place of publication (i.e. where created)

Approved value:







xxu =
default is xxu (state unknown, country U.S.)

Time





Code which identifies running time/length of film.







Approved value:







nnn =
Not applicable for Juley records

Audience




Code which identifies age level the item cataloged is geared towards.

Approved value:







g  =
For general audience, not age-specific. 

Gpub





blank =   Art work cataloged is not a government publication.

VMat





Code which identifies type of visual material.







Approved value:







a =
for Art original.

Tech





Code which identifies technique used to create visual material.

Approved value:







n = 
Not applicable.

Lang





Code which identifies language of material cataloged.







Approved value:







und =
Not applicable for art works.

Mrec





Code which indicates if record content has been modified/romanized.







Approved value:







blank =    not applicable.

Srce





Code which identifies the agency who cataloged the record.

                             




Approved value:







d =
Source of cataloged record is agency other than Library of Congress.
_________________________________________________________________________________________
035 Horizon control number :  Obsolete field.
This was a computer-generated control number comprised of alphabetic and numeric
characters, used when we had pre-Horizon, NOTIS software.
___________________________________________________________________________

040 CATALOGING SOURCE





mandatory field

___________________________________________________________________________

This field is used to enter a code identifying the cataloging agency responsible for the record and

any cataloging standards used.

Subfield

Definition
a


A Library of Congress assigned National Union Catalog (NUC) code



which uniquely identifies the agency who created the cataloging record.




Approved value:




DSI-SPA =  District of Columbia, Smithsonian Institution, Slide & Photo




         Archives

e


A code of term that identifies which national cataloging records were used



for the 
creation of the record.




Approved value




local =  local (not national) standards were used.

Example:  |a DSI-SPA |e local
090 CALL NUMBER FIELD





mandatory field

______________________________________________________________________________

A mandatory field which contains two subfields uniquely identifying this record in the SIRIS
system.  Subfield a is the project code; subfield b is the control number itself.

Subfields:
Comments:
a

Project Code (mandatory subfield).



A three letter code which identifies the project for which the record is being


added.



Approved values:



CLE = Use for Bernie Cleff Collection


JUL  =
Use for Peter A. Juley & Son Collection



LOC =    Use for Library of Congress Copyright Deposit Collection


MET =   Use for American Sculpture Photograph Study Collection, acquired from



   the Metropolitan Museum of Art



ROS =
Use for Walter Rosenblum Collection
b

Control Number (mandatory subfield).



Eight-digit control number  assigned to each negative. 


American Sculpture Photo Study collection numbers always start with the letter S.



Bernie Cleff collection numbers always start with the letter C


Juley Collection numbers always start with the letter J.



Library of Congress numbers always start with the letter L.



Walter Rosenblum numbers always start with the letter R.

Example for American Sculpture Photo Study image: |a MET |b S0000004

Example for Bernie Cleff images: |aCLE |bC0000002

Example for Juley image: |a JUL |b J0003993
Example for Library of Congress image: |a LOC |bL0000495

Example for Walter Rosenblum image: |a ROS |b R0000045

________________________________________________________________________

098 COLLECTION IDENTIFICATION




mandatory field

______________________________________________________________________________

A mandatory field which contains the full name and collection code of the collection being
cataloged.  Subfield a contains the full name.  Subfield b is for the project code.

[Historical note: This field was not previously used for Juley records]
Subfields:
Comments:
a

Collection name (mandatory subfield)



Full name of the collection being cataloged.



Approved values:



American Sculpture Photograph Study Collection



Bernie Cleff Collection



Library of Congress Copyright Deposit Collection



Peter A. Juley & Son Collection



Walter Rosenblum Collection

b

Project Code (mandatory subfield).



A three letter code which identifies the project for which the record is being


added.



Approved values:



CLE 
=   Use for Bernie Cleff Collection



JUL
=   Use for Peter A. Juley & Son Collection



LOC
=   Use for Library of Congress Copyright Deposit Collection



MET
=   Use for American Sculpture Photograph Study Collection, acquired




from the Metropolitan Museum of Art



ROS
=   Use for Walter Rosenblum Collection
_________________________________________________________________________
100/110  ARTIST CREATOR FIELDS



Authority Controlled

100 field:  1φ
|a Individual Name, |c Jr./Sr., Sir, |d Life dates, |e role. |g (qualifier)

110 field:   2φ
|a Firm Name, |bDivision Name,|g (qualifier)
__________________________________________________________________________
These fields are used to record the name of the primary creator of the artwork. 

Only one 1xx field can be entered in the record. 

· Field 100 is used to enter the name of the individual who had primary responsibility for the creation of the work. 

· Field 110 is used if the creator is a company/firm (rather than an individual name).  

General Guidelines

When cataloging a photographic portrait of an artist use the 110 Corporate Creator field to capture the name of the firm who took the photograph.  Individual photographer names (such as DeWitt Ward or Walter Rosenblum) are entered in the 110 field (un-inverted), under the assumption that they were essentially operating on commission as a firm.

When cataloging photographs of art works, the artist who created the art work depicted in the photograph is entered in the 100 field.

The 1xx field is mandatory.  When cataloging images of art works, if the artist is not known or cannot be identified, use the phrase Unknown as the creator in the 100 field. 

The 1xx fields are not repeatable.  If needed, use the Artist 7xx fields (700 or 710) to record additional artists associated with the creation of the art work.  For example, when you have both a firm name and an individual name (i.e, you have a photograph of an artist taken by Paul Juley when he working for the Juley firm) the firm name of Peter A. Juley & Son should be entered in the 110 Corporate Name field and Paul Juley’s name can be added as an extra entry in the 700 added entry field).

THIS IS AN AUTHORITY CONTROLLED FIELD.  If you are adding an artist’s name to the record, search for the artist record.  If a match is found send it to MARC editor, then LINK it to your Bibliographic Record.

If the artist is not already in the Photograph Archives database, adding a 100 directly in the Bibliographic Record  will automatically create a new Authority Record when you save your Bibliographic Record.  Once the Bibliographic Record has been saved you will need to edit the “new” Authority Record, adding appropriate indicator codes and variant names, if any.

Sample Artist Authority Record
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Artist Name Authority Records have the following basic contents:

1. Content designation information for proper identification and indexing of the record in the system. 

LDR (leader values)

008 (fixed-length control data)

2. The preferred form of the name chosen for use: 

in 100 authority field for personal names (corresponding Bib tags are 100, 700 fields)



in 110 authority field for corporate names (corresponding Bib tags are 110, 710 fields)

3. Variations of the preferred name which are tagged as “cross references” appear in:

· 400/410 “see headings”

Example:  In an artist name authority record, 4xx fields are commonly called "see references" because they refer the researcher to see or search under a different name. 

For example, a patron does a browse search for the artist Vinnie Hoxie.

SIRIS browse display comes back:

Hoxie, Vinnie see Ream, Vinnie Hoxie………….24 entries

· 500/510 “see also headings”

Example: In an artist name authority record, 5xx fields direct the researcher to also search under a different but related name in the database.  This field hasn’t been implemented yet for the Photo Archives but could be used to link individuals to their respective firms or link individuals within firms - for example Elmer and Bert Underwood from the photographic firm of Underwood and Underwood.  
With a 500 variant reference added, a search for Underwood, Elmer comes back:

Underwood, Elmer ……………xx entries

See also: Underwood, Bert.……xx  entries

4. Note fields

Additional note fields may appear in Authority records, including 670 (source data

found), 675 (source data not found); 667 (nonpublic note), 670 (public note), etc.

Note: prior to 2008,  the Photograph Archives did not reference variant names.  Variant names should be added retrospectively as names are edited. When appropriate, consult the Art Inventories databases for consistency in assigning names. Consult supervisor prior to entering 5xx see also headings.  
___________________________________________________________________________________________
100 ARTIST FIELD 






Authority Controlled

1φ
|a Name, |c Jr./Sr., Sir, |d Life dates, |e role.|g (attribution qualifier)

______________________________________________________________________________

This field is used to record the preferred form of a personal name.  In the Artist Authority File, all personal names are entered in field 100.  This authority heading can be then be linked to either the 100 or 700 personal name field in a bibliographic record.

Divided into six subfields, the 100 field is also preceded by two "indicator values" which affect indexing of the field.

Indicators:  1φ

1

The first indicator value identifies the "type" of artist's name and affects computer indexing of that name. The following values may be supplied.

0 =
forename.  Use when an artist is known solely by their first name, i.e. Christo or Marisol or Brother Ansem.
1 =
surname.  Use when an artist entered under their last name whether a single surname or hyphenated/compound last name.  Also use for "Unknown" artists.

3 =
family name.  (i.e., Picirilli Brothers)  

φ
The second indicator value is always a blank, as this is an "undefined" indicator for the MARC Visual Materials format. 

Subfield:

Definition:

|a 



Artist Name  (a mandatory subfield)

Always invert the name (enter last name, first name middle name) and follow with a comma.


Ex:  |aJuley, Paul,


Ex:  |aBenton, Thomas Hart,

|c 



Generational qualifier or Titles Associated with name.

Enter any portion of the person's name that indicates generation (Jr., Sr.) or terms designating royal, honorary, religious, noble or occupational status.  Repeat subfield if needed to capture multiple terms. Follow qualifier/term with a comma.


Most common approved values include:

Jr.



Sr.


II




III


Father


Lt.


Miss


Mrs.


Prof.


Rev.


Sir





Ex:  |a Smith, John, |c Jr.,


Ex: |aAntonius,|cBrother,


Ex: |aSmith,|cMiss,


Ex: |aEpstein, Jacob,|cSir,

  



Ex: |aJones, Steve,|cII,

  


Ex: |aSmith, John,|cJr.,|cMrs., 

___________________________________________________________________________                                                                                                                                                      

100 ARTIST FIELD 






Authority Controlled

1φ
|a Name, |c Jr./Sr., Sir, |d Life dates, |e role.|g (attribution qualifier)

____________________________________________________________________________
Field 100 con’t                                                                                                                                                      

Subfield:

Definition:

|d 



Life or active dates.





If your artist is new or if you are assigning dates for the first time, follow the formats cited in our Artist Authority Worksheet Guidelines.


Reminder:

--when only a birth year is known for the artist, and you believe the artist to be still alive, enter the year and follow with ONE space and a comma.


Ex:  1945- ,

--for deceased artists, when only birth year known, precede date with b. (for born) and follow immediately with a comma. 


Ex:  b. 1899,

*if artist was born more than 100 years ago, use b. preceding birth year, unless evidence suggests the artist may still be alive.

--for deceased artists, when only death year known, precede date with d. (for died) and follow immediately with a comma.


Ex.  d. 1957,

|e



Role of artist.

This subfield is used to record the "relator" term which indicates the relationship of the creator to the work.
For the Photograph Archives, only the broad terms listed below are being used.  


Approved values:


architect.


artist. 


photographer.





publisher.
_______________________________________________________________________________                                                                                                                                              

100 ARTIST FIELD 






Authority Controlled

1φ
|a Name, |c Jr./Sr., Sir, |d Life dates, |e role.|g (attribution qualifier)

__________________________________________________________________________

Field 100 con’t
|g


Attribution qualifier.  Phrase used to "qualify" the attribution of the artist.  Always enclose in parentheses.  No ending punctuation is needed.  

Approved values:

Definition:

(attributed to) 

Indicates authorship of work is open to question but there is some authority for the attribution.

 


(formerly attributed to)
Use if the work was previously thought to be by a particular artist but has since been re-attributed.

(possibly by)


Indicates identification is doubtful or unsupported.  Use when the source specifically gives name with a question mark.

(studio of)


Use when reporting source says work was done in the studio of, i.e. , work was possibly executed under the supervision of the artist.

(copy after)


Indicates that the work is done in the style of or after another artist's work. Includes "school of" works, since "school of" is a term often used to identify national original, artistic tendency or adherence to a particular movement and/or is used when artist is unknown, but stylistic influence is apparent.










This role may also be used in association with copy prints










or negatives.  [still need to clarify rules here, but see for










example, see Juley record J000494, for a print










made after the Haeseler Studio photograph].

The following terms or abbreviations may appear in connection with an artist's name, but should not be entered as part of the name:



fecit (Latin for made by)



pinxt (Latin for painted by)



sc. or scul. (sculpted by)



ANA (Associate National Academician)



CA (Cowboy Artists of America)



NA (National Academician)



NAD (member National Academy of Design)



RA (Royal Academician)





RBA (Royal Society of British Artists)

_________________________________________________________________________                                                                                                                                                      

100 ARTIST FIELD 






Authority Controlled

1φ
|a Name, |c Jr./Sr., Sir, |d Life dates, |e role.|g (attribution qualifier)

_________________________________________________________________________

Field 100 con’t                                                                                                                                                      


 EXAMPLES OF ARTIST CREATOR/PHOTOGRAPHER NAME ENTRIES:
 1φ |aKimball, E. P, |earchitect.

1φ |aCampbell, Kenneth,|eartist.

1φ |aBlackburn, Joseph,|dactive 1752-1777,|eartist.

1φ |aNordell, Carl J.,|db. 1885,|eartist.

1φ |aLevi, Gaston,|dd. 1957,|eartist.

1φ |aJuley, Paul,|d1890‑1975,|ephotographer.
1φ |aClews, Henry,|cJr.,|d1876‑1937,|eartist.|g(attributed to)

1φ |aCalder, Clivia,|d 1909- ,|eartist.|g(possibly by)

1φ |aCox, George C., |d1851‑1901,|ephotographer.|g(copy after)

Indicator values for single forename:
0φ |aChristo,|d1935- ,|eartist.

In the artist fields, all subfields except  |g and |e should end with a comma.

_______________________________________________________________________________
110 CORPORATE ARTIST FIELD





Authority Controlled

2φ
|a Name, |b Division, |e role. |g (attribution qualifier)
This field is used to record a firm name when that company was the primary creator of the art work.  It is used, for example, for portrait photographs taken by the Peter A. Juley & Son firm.

The 110 field cannot be used if a 100 field has been used in the record.

THIS IS AN AUTHORITY CONTROLLED FIELD.  First search Artist index.  If match found, send to MARC editor and then Link to Bibliographic Record as a 110 field. 

If no match found, adding a 110 tag directly to the Bibliographic Record will automatically create a new Authority Record when you save the Bibliographic Record.  Once the Bibliographic Record has been saved, you will need to edit the “new” Authority Record, adding appropriate indicator codes and variant names, if any.  For all new names, fill out a Corporate Artist Authority Worksheet, following established standards.

Corporate Artist Name Authority Records have the following basic contents:

5. Content designation information for proper identification and indexing of the record


in the system. 

LDR (leader values)

008 (fixed-length control data)

6. The preferred form of the name chosen for use: 

in 110 authority field for corporate names (corresponding bib tags are 110, 710 fields)

3.  

Variations of the preferred name which are tagged as “cross references”

410  “see” headings  

510  “see also” headings

For example, the Morris Singer Foundry firm was sold and merged with another foundry to become Tallix Morris Singer. 

With a 510 variant reference added, a search for Morris Singer Foundry comes back:

Morris Singer Foundry……………14 entries

See also: Tallix Morris Singer……23 entries

7. Note fields

Additional note fields may appear in Authority records, including 670 (source data

found), 675 (source data not found); 667 (nonpublic note), 670 (public note), etc.

Note:  prior to 2008, the Photograph Archives did not add variant names.  
________________________________________________________________________________________

110 CORPORATE ARTIST FIELD



Authority Controlled

2φ
|a Name, |b Division, |e role. |g (attribution qualifier)

___________________________________________________________________________

Divided into 3 subfields, the field is preceded by two indicators which affect indexing and display.  

Indicator values 

2


The first indicator identifies the type of name.  The following values may be used.

0 = Inverted name

1 = Jurisdiction name 

2 = Name in direct order (i.e. Peter A. Juley & Son)

 
φ  The second indicator is undefined and should be left blank.

Subfield

Definition:

|a



Name of corporate firm. (mandatory subfield if field is used)

This subfield is used to record the name of the firm who played the primary artistic role in the creation of the described work.  This subfield ends with a comma.  
[Note: if individual photographer within firm is also known, can use 7xx field to capture their name in addition to the firm name in the 110 field] 


|e



Role of corporate firm to work.  (mandatory subfield if field is used)

  



This subfield is used to record the role/relationship, such as architectural firm,  fabricator etc., that the organization played in the creation of the work.  he subfield ends with a period.


Most commonly used  role qualifiers:


photographic firm


architectural firm.


founder.  (use for companies that cast sculpture) 



|g



Attribution information.

Always enclose in parentheses.  No ending punctuation is needed.

Approved values:

Definitions:

 (possibly by) 

Use when identification is doubtful or unsupported and when the reporting source specifically gives name with a question mark (?).

 (studio of)

Primarily for sculpture, use when reporting source says work was done in the studio of.  

Ex: incoming report says work done by Roman Bronze 

Works Studio.


EXAMPLES OF CORPORATE CREATORS
2φ
|aPeter A. Juley & Son,|ephotographic firm.

2φ
|aLeet Brothers,|ephotographic firm.

2φ
|aRoman Bronze Works,|efounder.

2φ
|aMcKim, Mead & White,|earchitectural firm.

___________________________________________________________________________
245 TITLE FIELD






Mandatory field

1_
|a (Title)  |h [art work] / |c (photographed by Peter A. Juley & Son). 

____________________________________________________________________________

The TITLE fields are used to record the primary title a work is known by (Title 245 field) and any other titles a work may be known by  (Title 246 field).   When lacking any published reference to a work, titles may be entered as taken from a negative or negative envelope, with a 500 note added to the record: Title transcribed from negative.  If no markings can be found and the title can not be determined, the phrase (No Title Given) has been used.


General Guidelines

When editing titles:


1.  Enter title as given by the artist or other documentary reference sources.  

2. Sitter names should be entered in normal word order (i.e. Thomas Hart Benton vs. Benton, Thomas Hart).  Un-invert names, if previously inverted. 


For portraits of artists:

· names should match (in fullness and form) to main creator name (i.e. our authority record for that person as an artist).
· if the artist is holding a palette, paint brush, chisel or other art tool, indicate in title that artist is “at work”



Example: Diego Rivera at work on Rockefeller Center murals.

· If the date photograph was taken is known, include that as part of title.

Example: Diego Rivera, 1931.

3) For artworks, in the absence of any known title, cataloger can enter a simple, descriptive title based on visual analysis of art work, i.e, Mountain Landscape 

When you “supply” a title, always add a 500 note field: Title supplied by cataloger.

Capitalization:

For photographic portraits of artists:

· Capitalize proper names, but otherwise use lower case

Example: Diego Rivera seated in front of ……

For artworks:

Unless the artist clearly intended otherwise (as with an e.e. cummings titled work), data will be converted to mixed case per the following guidelines:

1.
  The first and last word of each title should be capitalized.

2.
  Each word in a title should be capitalized except:

‑articles (a, an, the and their foreign equivalents)

‑conjunctions (and, but, for, or, nor, etc.)

‑prepositions (at, to, of, with, from, in, for, on, upon, etc.)

‑the abbreviation for number (no.)

__________________________________________________________________________

245 TITLE FIELD






Mandatory field

1_
|a (Title)  |h [art work] / |c (photographed by Peter A. Juley & Son).

____________________________________________________________________________

Title capitalization rules, con’t:

3.
  Capitalize the first word after a colon in a title, regardless of whether it is an article.

Ex.  Sunny Day:  A Day in the Park

4.
  Parenthetical or descriptive information

Generally we will not capitalize parenthetical and/or descriptive information following the main title, unless it is a proper name.  Examples include:

‑(illustration for Harper's)

‑(verso), (recto), (obverse), (reverse)

‑(41 etchings and drawings)

5.
   Foreign Languages

Capitals are used much more sparingly than in English. Generally capitalize the first word in the title and any subsequent proper nouns. Note: for hyphenated Chinese or Native-American Indian names, first portion of word is capitalized; remaining hyphenated portions are entered in lower case. Ex:   |aHa-ka-pu,|h(painting).

6. 
Proper names

Generally, in proper names, the first letter of each word is capitalized following La, Le, Mc, Mac, O', D', Van, Von, De and Di regardless of spacing.  Some names, because of the nationality/origin, should not be capitalized.  In particular, watch de, da and di names, as for example, Mark di Suvero, or Leonardo da Vinci.

Special punctuation:

--If title starts with quotation marks or ellipses (...), omit them.  Quotation marks and ellipses can be kept if they are used within a title.

--Always spell out "and" in titles.  Do not use an ampersand.
--Numbers within a title, including Roman numerals, should be entered as given (ex: Rome 1886 or Torri V). 

--When there is a dash between words that are not compound words, leave one space before and after the dash. (Ex: Star Wars - Battle).

--Hyphenated compound words should not have a space before and after the hyphen (ex: Bas-relief Panel).

--For untitled architectural sculpture:  for sculptures located on a building, if the source does not provide a title and you are assigning one, reference the name of the building first as part of the title.

Ex:  245  10 |a(Radio City Hall Panels),|h(sculpture).

--For medals, enter the commissioning body, a space dash space and then the issue number:



Ex:  10 |aSociety of Medalists ‑ 63rd Issue,|h(sculpture).
____________________________________________________________________________                                                                            
245 TITLE FIELD






Mandatory field

1_
|a (Title)  |h [art work] / |c (photographed by Peter A. Juley & Son).

____________________________________________________________________________

Divided into three subfields, the Title field is also preceded by two "indicator values" which affect indexing of the field.

Indicators:

1



The first indicator tells the system we want to index and display this title.

The default is 1 for "title added entry."

 _

The second indicator varies and contains a numeric value that specifies the number of character positions at the beginning of a title that are to be disregarded in the indexing process. 



Approved values:

0 =
the default zero should be used when you want to index on the first letter of the first word of the title.

2 =
Use if title starts with initial article "A”

3 =  Use if title starts with initial article "An"

4 =  Use if title starts with initial article "The"

Example:  245 12 |A Summer Day  .......indicates computer will sort on S.

Example:  245 13 |aAn Interesting Painting .....indicates computer will sort on I.

Example:  245 14 |aThe Year  ...... indicates computer will sort on Y.

Subfield:

Definition:

|a



Main title. (mandatory subfield in TITLE1).

Enter title as given by artist, reference or other documentary source or as supplied by cataloger.  [no comma needed at end of subfield]




If you are supplying a “made-up” title for art works, remember to add a 500 note field: Title supplied by cataloger.  We are not adding this phrase for photographic portraits of artists, since it is assumed all the portrait titles are “supplied.” 




    If the title is comes solely from what is written on the negative or negative enclosure, add a 500 note so source of title is clear.  





Example: Negative marked: xxxxxx.





Example: Title transcribed from negative.

__________________________________________________________________________            
245 TITLE FIELD






Mandatory field

1_
|a (Title)  |h [art work] / |c (photographed by Peter A. Juley & Son).

___________________________________________________________________________

Field 245 con’t
|h



Form of material. (mandatory subfield if field is used).

Because the Photograph Archives is part of a larger SIRIS catalog with books and archival materials, all titles must end with a phrase that identifies their nonbook status, i.e., “form of material”  followed by a slash, and then subfield c designating “statement of responsibility.

[Historical note:  When the Juley and Rosenblum collections were migrated to SIRIS, a default value of [art work] / was supplied for all works.  That value can be replaced with more specific terms as records are edited.  The subfield data should be enclosed in brackets; followed by a period and slash.]
Approved values:

For photographic portraits of artists, gallery interiors, etc. use:
[photograph] /

For photographs of art works, use one of these broad object classes:

[collage]  /




[graphic arts] /

[decorative arts] /



[jewelry] / 


[drawing] /



[painting] / 

[fresco] / 




[sculpture] /

Note: graphic arts is used for  etchings, lithographs, and print media;  drawing encompasses all types of drawings, including architectural drawings.  Consult project supervisor before adding additional terms.

|c



Statement of responsibility (mandatory subfield if field is used) 

This subfield is used to clarify the role of the photograph in relation to the image being cataloged. Subfield text should be enclosed in parentheses and end with a period.

Selected examples of approved values:

(photographed by Peter A. Juley & Son).

(photographed by Walter Rosenblum).

(photographed by De Witt Ward).

Example, for artist portraits:

|a Thomas Hart Benton |h [photograph] / |c (photographed by Peter A. Juley & Son).

Example, for art works:

|a Mona Lisa |h [painting] / |c (photographed by Walter Rosenblum).

________________________________________________________________________________ 
246 ADDITIONAL TITLES FIELD


13  |a  (Title) |h [form of material] / |c (photographed by Peter A. Juley & Son).
________________________________________________________________________________

This field is used to record multiple titles – either because an artwork has been known by multiple titles or because more than one art work is visible within a photograph. The field can be repeated as many times as needed to capture each titles.  A note can be added to the 500 field to explain usage or source.

Use the 246 Field to cite the following types of alternate titles.
1.  All former titles that work may have been known by, exhibited under or advertised.

     Ex: In 1930, the photograph was exhibited at National Academy of Design under the title Hazy Sky.

2.  Translated titles.  Enter only when translated title is given by reporting source.
      Ex:  245 TITLE is in French: 245 :10: |aLa Femme

      Ex:  246 TITLE translation:  246 :13:  |aWoman

3.  Titles that start with numerals or abbreviations:

[excluding forms of address such as Dr., Mr., Mrs., Capt., Gen. or titles U.S.S. and H.M.S. preceding ship names]
        Ex:  245 TITLE  245 :10: |a4 Horseman

        Ex:  246 TITLE  246 :13: |aFour Horseman

        Ex:  245 TITLE  245 :10: |aSt. John

        Ex:  246 TITLE  246 :13: |aSaint John

        Ex: 245 TITLE   245 : 10 |a WWI Memorial
        Ex: 246 TITLE   246 : 13 |a World War I Memorial

4.  Titles for works produced as part of a series or portfolio 
      Ex: TITLE  245 :10: |aFalling Man Series: Figure Two

      Ex: TITLE  246 :13: |aFigure Two

5.   For artworks, when you front and back sides are shown in photograph.

      If the front (obverse) and back (reverse) sides of the medal have individual titles:

      Ex:  TITLE 245: |aSociety of Medalists ‑ 15th Issue:  Victory  (obverse)

      Ex:  TITLE 246: |aSociety of Medalists ‑ 15th Issue:  Peace (reverse)

6.  For artworks, when recto and verso are shown in the same photograph:

     Ex:  TITLE 245:12: |aA Day in the Park (recto)
     Ex: TITLE 246 :13: |aDay at the Lake (verso)

[Note:  Verso refers to the back of a sheet or the left-hand page of an open volume.  Recto refers to the front or more fully worked face of a sheet, or the right-hand page of open volume.] 

_______________________________________________________________________________

246 ADDITIONAL TITLE FIELD






13
|a (Title)  |h [art work] / |c (photographed by….).

________________________________________________________________________________ 

Divided into three subfields, the TITLE 246 field is also preceded by two "indicator values" which affect indexing and display of the field.

Indicators:  **note:  these values are different than those used in field 245***

1


The first indicator contains a numeric value that specifies whether title should index and/or have a display prompt.

1 =
title should index and be prompted

 
3 
The second indicator tells the system how to prompt the title.

Approved value:
3 = Other title

Note: Unlike the 245 Title field, the 246 Additional Title Field does NOT allow for non-filing indicators.  English-language initial articles (A, An, The) will have to be dropped in the 246 Field.   Foreign-language initial articles can still be entered (but won't be skipped for indexing purposes).

Subfield:

Definition:

|a



Title.  (mandatory subfield if field is used)

Record title as identified in the source.

|h



Form of material.  (mandatory subfield if field is used)

Terms should be enclosed in square brackets and subfield ends with a space and slash.

Approved values:
For photographic portraits of artists, gallery interiors, etc.:
[photograph] /

For photographs of art works, use one of these broard object type terms:

[collage]  /




[graphic arts] /
[decorative arts] /



[jewelry] / 

[drawing] /



[painting] / 
[fresco] / 




[sculpture] /

Note: graphic arts is used for  etchings, lithographs, and print media;  drawing encompasses all types of drawings, including architectural drawings.  Consult project supervisor before adding additional terms.

|c 


Statement of Responsibility.  




Name of Photographer




Ex:  |c  (photographed by De Witt Ward)




Ex:  |c  (photographed by Peter A. Juley & Son).




Ex:  |c  (photographed by Walter Rosenblum). 

__________________________________________________________________________                                                                                                                                                         

260 DATE DISPLAY FIELD

|c Dates of execution.

___________________________________________________________________________

The DATE field is used to enter any dates associated with creation of the art work depicted in the photograph; or for photographs of artists, juries, gallery interiors, etc., the date the photograph was taken.  Use caution when assigning dates.  Dates appearing as part of the signature are not necessarily always execution dates, as artists may sign their works several years after execution. 
When date cannot be determined leave this field blank.
Unlike the structured 008 Date Field (designed for indexing), this field records date information in an easily readable format for public catalog display and may contain qualifiers that help define dates (words such as cast, commissioned, modeled, etc).

REMEMBER:  if you add or change an execution date in field 260, you will also need to update the 008 date indexing field accordingly.

The Date display field has one subfield.

Subfield:


Definition:

|c




Execution dates display field.

Ex:  |c 1945.





Use ca. as abbreviation for circa (or about).

Ex:  |c ca. 1910.

For questionable dates, follow date with a question mark enclosed in parentheses.

Ex:  |c 1910?.

Dates may include a span of years.  Use slash or hyphen as given by 
reporting source.  Always use full four digits when recording each year.
Ex:  |c 1921-1922.

Ex:  |c 1910/1915.

Ex:  |c  1901 or 1902.
Ex:  |c  1950’s.






Other approved date qualifiers:

Cast




Copyrighted


Commissioned


Modeled
[Historical note:  in the past, an asterisk was used in Juley records to indicate date was questionable.  Change asterisk to a question mark  ? as you edit these older records.  Prior to 2008, n.d. was also entered for works not dated.  We are no longer assigning n.d. for works not dated].

______________________________________________________________________________

300 DIMENSIONS FIELD

|c Measurements.

_______________________________________________________________________________

The DIMENSION field is used only for photographs of art works (not for photographic portraits of artists).  The Dimensions field contains information about the size and physical extent of the art work depicted in the photograph NOT the actual photograph itself.  Dimensions should be entered as given in published sources or as listed on photo labels.

[Note: Use 530 field to record dimensions of the original photograph or negative]
The Dimension field has one subfield:

|c 



Measurements. 

This subfield is used to record information about size of the artwork.

For two dimensional artworks, list height x width.  When both dimensions are given and they are the same measuring unit, there is no need to specify height or width, simply add the unit of measure at the end.



Ex:
|c 22 x 36 in.



For three-dimensional sculpture, list height x width x depth.

When three dimensions are given, add unit of measure at end unless units of measure differ. 



Ex:  |c 12 x 12 x 12 ft.



Ex:  |c 10 ft. 2 in. x 34 ft. x 12 ft. 

If specific measurements aren’t given, but source gives phrase indicating size, that phrase can be added in this subfield.





Ex: Life-size.

Caution: Words which identify the particular version of a sculpture, such as statuette, half‑scale model, quarter-scale, smaller version, bozzetto, etc. should not be entered here.  They will be entered later in the 500 Remarks field.





For measurements, use the following abbreviations:

in. = inches

cm = centimeter

ft. = feet


m  = meter

When entering less than 2 measurements for paintings or less than three measurements for sculpture, use the following abbreviations:

H. = height
W. = width 
 D= depth 
  L. = length

Ex. for paintings:  300  |c H. 26 in.

Ex. for sculpture:  300  |c H. 24 ft. x W. 36 ft.

___________________________________________________________________________                                                                                                                                                 
300 DIMENSIONS FIELD

|c Measurements.

____________________________________________________________________________

Field 300 con’t

If measuring units differ, qualify each measurement separately.


Ex. for paintings:  300  |c 12 ft. 3 in. x 2 ft.

Spacing: A space should be left before and after each lower case x.  Fractions should be keyed in as: 8 1/4 (with a space between the number and the fraction).


Ex. for paintings:  300  |c 12 1/2 x 10 1/4 in.

Qualifiers:  When keying in dimensions, enter any qualifying words first, then the actual dimensions.

Approved qualifiers include:


Term:


Definition:

Approx.

Use for approximate.


Circum.

Use for circumference.


Diam.


Use for diameter.


Framed:

If catalog gives framed and sight size, enter only one.  Preference is given to sight size.


Image:


Use for unmatted works on paper, when source specifies the image size is different from the paper or support size.  For matted works, see definition under sight.


Lunette:

Use for semi-circular shaped works.


Oval:


Sight:


Refers to the area visible to the eye, for paintings this would be the viewable area within the frame or matt.  For framed or matted works, use Sight: as a qualifier whenever source specifies measurement as sight or image size.  For unmatted artworks on paper use "image" as qualifier if given.

As a general rule, when you have a qualifier which designates the shape of the painting (Oval, Lunette) or its measurements (Circum, Diam) in combination with other qualifiers (Approx., Sight, Image, etc.), enter the shape first.  See the following examples for punctuation and capitalization.

Ex.  |c Diam. 24 in.

Ex.  |c Approx. H. 78.1 cm.

Ex.  |c 2 panels. Each panel: 12 x 12 in.

Ex:  |c Oval: approx. H. 12 in.

Ex:  |c Circum: approx. 23 in.

Ex:  |c Lunette: approx. H. 35 in.

Ex.  |c Oval, sight: H. 12 in.

___________________________________________________________________________                                                                                                                                                   

340 MEDIUM FIELD

|a Media display.

__________________________________________________________________________

The 340 MEDIUM field is used only when the image being cataloged is of an art work.  It is not used for photographic portraits or architectural/exhibition installation views.  The medium field contains information describing or identifying the physical materials of which the art work is composed and may reference techniques, processing and support medium. The Medium field is divided into one subfield.

Subfield:


Definition:

|a




Medium and support.  First word in field is capitalized.  Field ends with a period.

Graphic Arts examples:






Ex:
|a Drypoint.

Ex:
|a Engraving.

Ex:
|a Etching.

Ex:
|a Etching and drypoint on paper.

Ex:
|a Lithograph.

Painting examples:
Ex:  |a Acrylic.

Ex:  |a Gouache.

Ex:
|a Oil on canvas.

Ex:  |a Tempera.

Ex:
|a Watercolor on paper.






Sculpture examples:






Ex:  |a Bronze.






Ex:  |a Carrara marble. 






Ex:
|a Carved wood.

Ex:
|a Painted aluminum.

Ex:  |a Plaster of Paris.

Ex:  |a Plexiglas.

Ex:
|a Sculpture: bronze; Base: granite.

Ex:  |a Terra cotta.

________________________________________________________________________________

 500 REMARKS NOTE FIELD

|a Notes field. 
The REMARKS field is used to record pertinent information that isn’t accommodated in any of the other fields, yet would be of value to researchers. The information may pertain to the physical object in our collection itself (i.e., the negative or the photo mount) or it may contain information about the object  depicted within the image/photograph.
Use of the field is not mandatory and the examples cited are not intended to be all inclusive.
[Historical note: Previously “notes” for the Juley Collection were recorded in a 594 field.  As you catalog an image, the 594 field information should be converted to the 500 field unless it is the physical storage location or  shelf/box information which should remain restricted]
Currently Defined Uses:
Negative Inscriptions

Use this field to record inscriptions on the negative, other than seven digit negative number assigned by our office.  Quotation marks have been used in the past, but are not required in the transcription.

Example: Negative marked: HASSAM / The Old House, Greenwich / Macbeth / 1182 M.

Example: Negative marked: League Publicity.

Inscribed Photographs 
Use this field to record information inscribed on the photograph itself.

Example from American Sculpture Photograph Study Collection: Photograph signed by the artist, lower right, in script: Mount Rushmore/Gutzon Borglum.

Photo Mount Information

Use this field to record information found on photo labels or photo mounts.

Example from American Sculpture Photograph Study Collection: On photo mount label: J. Donoghue. Science. Model for a figure in the Library of Congress, Washington, D.C. Photograph from a negative used by the photographer of the Fogg Museum, Cambridge. Photographer: Charles Norman Fay. Classification number: 282.  Accession: 138545.

Conflicting Information

Use this field to record note about “cataloger supplied” information or to explain discrepancies between negative/enclosure/label markings on an image with actual artist, title, date, etc., assigned in a record.

Example:  Negative mistakenly marked “Preston Dickinson 1930.” Portrait depicts Edwin Dickinson.

Example: Photo label on mount erroneously identifies this work as….

Vintage Print
Add note when the photograph in our files is a historic “vintage print” made by the photographer.

Example: Vintage print marked Macbeth gallery on file.

Negative Condition

Use this field to alert researchers to the condition of the negative, when it impacts the usefulness of the image:

Example: Deteriorated nitrate negative.

__________________________________________________________________________

 500 REMARKS NOTE FIELD

|a Notes field. 





Field 500 con’t
Copy Negatives

If the negative is a copy of another photograph, use this field to clarify the role of the photographers. [for copy negatives, you will need to enter all photographer names in 1xx and 7xx fields accordingly]

Example:
Copy negative by Peter A. Juley & Son after a photograph by Edwin S. Bennett.

Example: Copy negative by Peter A. Juley & Son of a photograph attributed to Brown Brothers.

Negatives By Other Photographers

If the negative was made by another photographer, use this to note it was acquired by Peter A. Juley & Son.  [Each photographer name should be entered in 1xx or 7xx field]
Example:
De Witt Ward negative acquired by Peter A. Juley & Son.

Historical Information
Use this field to record historical information about the photograph of significance to researchers:
Example: Photograph shows the painting installed at the National Academy of Design, 102nd Annual Exhibition, 1907.
Example: Historical photograph depicting the sculpture at its original location at Broad and Springs streets before it was relocated to City Hall.

Example: These photographs of the Melvin Memorial were taken by Bernie Cleff in 1975-1976 for a major retrospective of the Daniel Chester French's work organized by the Metropolitan Museum of Art and the National Trust for Historic Preservation.  Some of the images were published in Michael Richman's catalog for that retrospective exhibition.  Only a select few have been digitized.

Title Information

Use this field to clarify the source of the title of an artwork, if  no proper title is found:
Example: Title supplied by cataloger.

Example: Title transcribed from negative.  [use this note only if you can’t physically see the text on the negative. If adding this note to 500 field, delete from 594]

___________________________________________________________________________

506 RESTRICTIONS ON ACCESS FIELD



Mandatory field

____________________________________________________________________________

Field is used to describe the existence of legal or physical restrictions on research access for the particular collection being cataloged.

One subfield has been defined for use.

Subfield:



Definition:
|a





Restriction note







Approved text for Juley collection:

Researchers must use study prints on file in the Photograph Archives, Smithsonian American Art Museum. Appointments are required.  Access to original materials restricted.

Approved text for American Sculpture Photograph Study collection:

Access to original materials restricted.  Researchers must use digital images in online catalog for study purposes.
Approved text for Bernie Cleff Collection

Access to original materials is restricted.  Appointments are required.

Approved text for Library of  Congress Collection:

Access to original materials is restricted.  

Approved text for Walter Rosenblum Collection:

Researchers must use study prints on file in the Photograph Archives, Smithsonian American Art Museum. Appointments are required.  Access to original materials restricted.

_______________________________________________________________________________

510 REFERENCE SOURCE FIELD

3φ  |a  Source

________________________________________________________________________________

The REFERENCE fields are used to cite sources, published or unpublished, from whom or from which we have taken information.
The field can also be used to reference publications which we used to help identify and document the work depicted in the photograph.  These additional published sources should be cited only when the citation is complete enough to enable a researcher to find it (i.e. for books, this would include author, title, and publisher; newspaper articles must include name of newspaper, date and city of publication).  Initial articles are not dropped from titles.

[SEE ALSO PUBLICATIONS FIELD 581 which is used when the actual  photograph in our collection appears in a publication]

Indicator values:

3

The first indicator code indicates whether the specific location or page within the source is provided in the source citation.  For Photograph Archives, this should be defaulted to "3" Source location not specified regardless of whether we are citing page numbers.

 
φ  The second indicator is undefined and should be left blank.

One subfield makes up this field.

Subfield:


Definition:

|a 




Reference citation.

If we have correspondence from an individual or gallery pertaining to Photograph Archives record:

Type of source:

Report from artist (with year report received)






Ex:  3φ |a Artist, 1985.






Report from individual (with affiliation/occupation designated if useful) 






and year of compilation or receipt






Ex:  3φ |a Wiles, Robert Scott (conservator), 1978.






Ex:  3φ |a Smith, John (grandson of artist), 1985.






Owner’s checklist or their website gives provides verifying information






Ex:  3φ|a Bowdoin College Museum of Art, 1988.

______________________________________________________________________________

510 REFERENCE SOURCE FIELD

3φ  |a  Source

_______________________________________________________________________________

Field 510 con’t                                                                                                                                                          

STANDARDS FOR ENTERING PUBLISHED SOURCES

For published sources, cite the source with enough detail to enable researchers to easily locate the information. Suggested Chicago Manual of Style citation standards follow.

auction catalogs



If your source was an online auction record, try to locate the original auction sale catalog in our library, as it will give more complete information.  Enter Auction house, with name as it appears on catalog cover/title page or if we don't have sale catalog, as standardized by our Auction House rules cited under Owner/Provenance.  Any non-New York sales should have the city entered in parentheses following the auction house name.

Format: Auction House, Sale number (Month Day, Year).

Ex:  3φ |a Sotheby Parke Bernet, Sale 1765 (May 24, 1974), lot 32.

Ex:  3φ |a Sotheby's (London), Sale 4537 (June 10, 1985), lot 599.

books







Enter Author (last name, first name), Title, Place of publication: Publisher, Year of publication.

Ex:  3φ |a Goode, James M., "The Outdoor Sculpture of Washington,"  Washington, DC: Smithsonian Institution Press, 1974, pg. 101-103.

For numbered works in catalog raisonnes, include number at end.

Ex:  3φ |a Sharp, Lewis I., "John Quincy Adams Ward Dean of American Sculpture," Newark: University of Delaware Press, 1985, no. 131.4.

dissertation/thesis


Enter Author (last name, first name,), Title, degree, University name, Year.

Ex:  3φ |a Richman, Michael Tingley, "The Early Career of Daniel Chester French," Ph.D. diss., University of Delaware, 1974, (# of entry if applicable)

Ex:  3φ |a Law, Hazel J., "Chicago Architectural Sculpture," Master's thesis, University of Chicago, 1935.

collection catalogs


Author (last name, first name), "Title of Catalog," Place of publication: Publisher, (name of museum must be entered in parentheses if museum did not publish the catalog), Year of publication.

Ex:  3φ |a Strickler, Susan E., ed., "American Traditions in

Watercolor," New York: Abbeville Press, (Worcester Art Museum), 1987.

Ex:  3φ |a "The Huntington Art Collections: A Handbook," San Marino, CA: Huntington Library, 1986.

___________________________________________________________________________                                                                                                                                                         
510 REFERENCE SOURCE FIELD

3φ  |a  Source

____________________________________________________________________________
Field 510 con’t


STANDARDS FOR CITING PUBLISHED SOURCES con’t:

exhibition catalogs


Enter Author (last name, first name), "Title of Catalog", Place of publication: Publisher, (if the museum that organized the exhibition is not the publisher of the catalog, you must add the museum name in parentheses), Year of Publication.

Ex:  3φ |a Anderson, Nancy K., and Linda S. Ferber, "Albert Bierstadt: Art & Enterprise," New York: Hudson Hills Press, (Brooklyn Museum), 1990.

journal articles




Enter Journal title followed by volume number (date): page number(s).  The volume number follows the journal title with no punctuation separating them.  Arabic figures are used for volume numbers even when a journal itself uses Roman numerals.   

Ex:  3φ |a Arts Magazine 55 (Dec. 1980): pg. 12‑55.

Ex:  3φ |a Sculpture Review 30 (June 1960): pg. 15-16.
Ex:  3φ |a Antiques 45 (April 1996): pg. 213.

Newspaper                                Enter newspaper title, date, section and page number


                                 Ex: Toledo News, July 12, 1982, Sect. D., pg. 5.

_____________________________________________________________________________ 

520 SUBJECT/COLLECTION CONTEXT DESCRIPTION FIELD

8   |a Collection Level Description.

_______________________________________________________________________________

This field is used for Collection Level only records (not item level records) and is used to describe the contents of the overall collection.

The Subject/Collection Level Description field is preceded by one indicator.

Indicator:

8


The first indicator is defaulted to 8 to indicate that we do not want this "subject description field" prompted by any of the standard library field labels.

The Subject Description field has one subfield.

Subfield:


Definition:

|a 




Collection Context note.

Example:  520 8   |a Assembled by the Metropolitan Museum of Art (NYC) for study purposes, this collection is comprised of black-and-white photographs and photomechanical reproductions.  The bulk of photographs date from ca. 1898 to 1940.
Example:  520 8   |aThe collection is comprised of an estimated 1,300 photonegatives taken by noted Philadelphia freelance photographer Bernie Cleff (b. 1927). Cleff was commissioned in 1975-1976 to photograph the sculptor's works for a major retrospective exhibition organized by the National Trust for Historic Preservation. The exhibition was shown at the Metropolitan Museum of Art (Nov. 4, 1976-Jan. 10, 1977), the Smithsonian American Art Museum (then called the National Collection of Fine Arts, Feb. 11-April 17, 1977), the Detroit Institute of Arts (June 15-Aug. 28, 1977); and the Fogg Art Museum, Harvard University (Sept. 30-November 30, 1977). Many of the photographs appear in the catalog published for the exhibition, Michael Richman’s “Daniel Chester French: An American Sculptor,” (New York: NY:  Metropolitan Museum of Art for the National Trust for Historic Preservation), 1976.   

Example:  520 8   |aThe collection includes photographs taken by museum staff, as well as photographs acquired through purchase, gift or donation.  Included are photographs with the following identifying label: "This collection of photographs desirable in the study of art was assembled by the Carnegie Corporation of New York and presented to the Museum in the year of 1930." In addition to photographs of sculpture done by American artists, the collection includes some artist portraits, exhibition and installation views.
Example:  520 8   |aAmong the artists well represented in the study collection are: Herbert Adams (37); Robert Aitken (64); George Gray Barnard (29); Chester Beach (65); Karl Bitter (30), Solon Borglum (28); Alexander Stirling Calder (28); Cyrus Edwin Dallin (31); Jo Davidson (25); John Donoghue (46); Abastenia St. Leger Eberle (20); Ulrich Henry Ellerhusen (25); Jacob Epstein (42); Rudolph Evans…

530 IMAGE FIELD

|a Black-and-white study print (Image on file or citation to published illustration). 

________________________________________________________________________________

This field is always used to identify the actual image(s) we have in our Photograph Archives.  When we have study prints in addition to the original negatives, preference in the first repeat of this field is given to the study print.  The field can be repeated as needed to capture information related to the original or copy negatives.

The statement of physical characteristics usually gives:

1) an indication of the extent (# of physical units)

2) specific material designation/medium

3) indication of support/mount material is on

4)  other physical details (color, or black and white)

5) dimensions (of image and/or mount)

This field is divided into one subfield.
Subfield:


Definition:

|a 




Used to cite images in Photograph Archives.






Examples for American Sculpture Photograph Study Collection 
                        1 photographic print : b&w; 9 ¼ x 7in. (trimmed), mounted on 9 ¾ x 13 7/8 in.






board.





Examples for Juley Collection




Black-and-white study print (8x10)





Black-and-white study print (11x14)






Orig. negative: 5x7, Safety, CT.






Orig. negative: 8x10, Nitrate, BW.






copy 1 negative: 8x10, Safety, BW.




[note: see Field 590 for full  explanation of Juley film abbreviations and types.




Abbreviations used most often: BW for black-and-white and CT for color transparency] 





Examples for Library of Congress Collection: 
[standards still to be determined]






1 photomechanical print : halftone

 




1 lithograph ; b&w, 21 x 16 5/8 in., mounted on 22 x 28 in. cardboard.






Examples for Rosenblum Collection:





1 photographic print : b&w,  8 x 10 in.





1 negative, 4 x 5 in.
[Historical note:  Prior to 2008, this field may also have been used to also reference where the photograph has been published. When found, that information should be moved to Publications field 581.]
____________________________________________________________________________

540 TERMS GOVERNING USE AND REPRODUCTION (COPYRIGHT)


|a Copyright disclaimer

Discontinued Use. 

This field was previously used to record a copyright disclaimer stating intellectual restrictions on use. At the advice of SI Legal Council, it is not necessary to carry that “disclaimer” in every item record in the Photograph Archives project.  The SIRIS copyright disclaimer suffices for the entire catalog.  the field was deleted from Juley records in the fall of 2002.

One subfield had been defined for use.

Subfield




Definition
|a





Copyright disclaimer







[disclaimer reads: The Smithsonian American Art Museum is providing access to these materials for educational and research purposes only.  The images may not be used for any commercial purpose.  The Museum is the copyright owner of the photographic images contained in the Peter A. Juley & Son Collection, but is not necessarily the owner of the copyright in the underlying works of art and other images depicted in the photographs.  Use of such images may require consent from additional copyright holders.  For copyright inquiries, contact: Joan Stahl (stahlj@saam.si.edu).  Consistent with these terms, copy prints may be ordered from the Smithsonian Institution’s Office of Imaging, Printing, and Photographic Services.  To request permission to reproduce, send you request in writing to: Slide & Photo Archives, Smithsonian American Art Museum, Smithsonian Institution, Washington, DC 20560-0970.]

_____________________________________________________________________________

541 COLLECTION ACQUISITION NOTE

_____________________________________________________________________________

This field is used only in Collection Level records to indicate the source of acquisition for the collection.

Three subfields are defined for use.

|c Type of transaction

|a  Name of “donor”

|d Year of acquisition

Examples:

541
|cGift |aCleff, H. Bernard (Bernie), |d2008.

_____________________________________________________________________________

544 ASSOCIATED MATERIALS ACQUISITION NOTE

_____________________________________________________________________________

This field is used only in Collection Level records to indicate where related materials in other archival repositories may be found.

The field has one subfield.

Subfield



Definition

|a





Location of associated materials

Example for Bernie Cleff Collection:
Cleff 1976 photographs of models of the French’s works at Chesterwood and some copy photographs of related materials (including images of Daniel Chester French with his sculptures and preliminary architectural renderings for some of the monuments) can be found at The Athenaeum (Philadelphia, PA).
____________________________________________________________________________

545 BIOGRAPHICAL NOTE


|a Note
This field is used only for photographs of artists, dealers or group photographic portraits.

When entering information, be brief.  Always start with nationality followed by primary occupation, then life dates.  End field with a period.

The field is repeatable.  If multiple people are shown in the photograph repeat the field as needed to capture each individual’s biographical data.

Subfield


Definition
|a




Biographical note






Example: 





Thomas Hart Benton, American painter, 1889-1975.






Example with multiple primary occupations:





Will Barnet, American painter and printmaker, 1911- .






Example for multiple sitters:






Diego Rivera, Mexican painter, 1886-1975.






Frida Kahlo, Mexican painter, 1907-1954. 

_____________________________________________________________________________

561 PROVENANCE HISTORY FIELD

|a Provenance history.
_____________________________________________________________________________

The Provenance Field can be used to selectively to record relevant information about the history of ownership of the work of art depicted in the photograph.  
For the Juley project, this field was originally used to record certain information (mostly names and places) found on the negative or its sleeve. This information was presumed to document the owner or location of the work of art at the time it was photographed by the Juleys or have some connection to the individual or organization who commissioned the photograph.  The information transcribed is often fragmentary and unclear and should be treated as unverified.  Existing information in this field will be left “as is” unless new documentation warrants updating the record.

Due to the nature of the Photograph Archives Collection, we are not attempting to record complete provenance histories for work of art.  However, in cases where credible documentation is available, brief provenance information may be added to clarify or enhance the record. The cataloger should place priority on recording information not already available in published sources or information critical to the identification of a particular work.

**Note: Still need to re-evaluate usage and whether to match Art Inventories standards of inverting names for indexing purposes. As of 1/2009, over 31,000 Photo Archives records use this field, with 4,144 unique values.

One subfield is defined for use:

Subfield



Definition
|a





Provenance history.

For collection-level records, provides information about the acquisition of the collection:

561
|a The Smithsonian American Art Museum acquired the collection from the photographer in May 2008.

For item-level records, see guidelines and examples that follow for usage prior to 2009.

For the Juley project, former owners and methods of transaction were recorded using the following format:  Method of transaction (purchased, sold, acquired, bequest), date, owner’s name, city, state and source of acquisition.  Owner names were listed in chronological order, beginning with the earliest owner.  Dealers, auction houses and agents were enclosed in parentheses to distinguish from private owners.   A semicolon was used to separate transactions where works passed directly between two owners or a period if the transfer was indirect or unknown.

Examples:

|a Purchased 1919 by Colonel Henry H. Rogers, Southampton, New York from (Max Williams, New York); bequest 1938 to the U.S. Naval Academy Museum.

|a With Kraushaar Galleries, New York, New York 1917-1918.

Former private owners:

|a Ex collection: John B. Smith, Boston, Massachusetts, 1935-1966.

|a Ex collection:  Louise Meiere Dunn, the artist’s daughter, Stanford, Connecticut, until 2000.

Former locations or installation sites:

|a Formerly located at Christ Church, Cranbrook, Michigan, 1921-1955.

_____________________________________________________________________________

581 PUBLICATIONS

|a Photograph Published.
_____________________________________________________________________________

This field is used to cite a published source in which a photograph in our Photograph Archives has been reproduced.

The format of the citation should conform to the standards for entering published sources as described in this manual under the 510 Reference Source Field.

This field should be used to reference select publications, such as books, exhibition catalogs and scholarly journals.  Period magazines and newspaper articles of historical significance may also be included. 
The field is repeatable.  Publications should be listed in chronological order, from most recent to oldest, based on the date of publication.

Be sure to include page (pg.) and plate (plate) or figure (fig.) numbers whenever possible.

Indicators, approved values:

8


The first indicator is defaulted to 8 to indicate that we do not want a display constant generated.

This field is divided into one subfield

Subfield


Definition

|a




Citation to publication.

Examples:
581 8  : |aArt News 59 (Nov. 1960): pg. 24.

581 8  : |aAntiques, vol. 13 (July 1990): pg. 12.

581 8  : |aJunker, Patricia, “John Steuart Curry: Inventing the Middle West,” New York: Hudson
Hills Press, 1998, plate 10.

581 8  : |aSotheby’s, Sale 7135 (May 20, 1998), lot 37.

581 8  : |aStahl, Joan, "American Artists in Photographic Portraits from the Peter A. Juley & Son
Collection," Mineola, NY: Dover Publications in association with the National Museum of American Art, 1995, fig. 5, pg. 2.
________________________________________________________________________________
FIELD 590   JULEY NEGATIVE PRINTING DATA 
________________________________________________________________________________

This field is no longer active.  It appears only in Juley records. Information in this field was migrated from an in-house Paradox database. When data migrated to SIRIS, it was combined into a single field, with each category separated by a comma.  Information initially included the condition and size of the original/copy negative, type of film and film base, storage information, whether a study print was made for the Getty and date of last change made to Paradox database.
In Jan. 2009, information specific to the negative’s size and film type was moved to the Field 530 so that it would display to the public.

Examples:

|a Orig. Negative: 11x14 nitrate. Stored at: NMAH, Sm. Neg., Box 6 (10/4/95)

|a Orig. Negative: 8x10; Safety, BW.  Stored at: NMAH, 8x10 (04/05/94)

Orig. Negative Condition of, approved values:


Broken  // 
Destroyed  // 
Deter (for deteriorated) // Missing  // Screen

Size of original/copy negatives on file, approved values:


120


8x10


4x5


11x14


5x7

Type of film base, approved values:


Safety
  // 
Nitrate  //   Glass

Type of film, approved values:


BW (for black and white)


CN (for color negative)


CT (for color transparency)


IP (for inter-positive)

Stored at: Repository that holds negative (i.e., storage location)

NMAH (National Museum American History)

LC (Library of Congress)  (LC may no longer have these images as  nitrate negatives were destroyed in 2002)

Phrase which gives clue where stored:

Sm. Neg.  // Nitrate  //  8 x 10  // Brkn Gl  // Deter.

Specific box where negative stored (used only for nitrate, glass and deteriorating negatives)

Ex: Box 6

Date last change made to Paradox Database:  Ex: (2/04/94)

If print made for Getty and Size:  Ex:  Getty (8x10)

___________________________________________________________________________                                                                                                                                                      

591 OWNER/LOCATION FIELD

|a  Name, |b Division/Dept., |c Address,|d Location, |e City,|f County,

|g State|hCountry |i zip code |l Accession  Number

_____________________________________________________________________________

This field is used to record the current owner/location of the art work depicted in the photograph when known.  If the current ownership information isn’t known, leave this field blank (except for works that have been reported as destroyed, stolen or missing).

THIS IS AN AUTHORITY CONTROLLED FIELD. 

Start by searching the existing online Owner Indexes in the Photograph Archives Catalog to find a possible match. If found, send that record to MARC editor and link to your Bibliographic record.  If no match can be found, check the Art Inventories catalog for owner’s name and address and copy that data into “new” owner field in Photograph Archives Bibliographic Record.  Once an owner name has been linked to the bib record, you can add the owner accession number in subfield L.

Owner Name Authority Records have the following basic contents:

1) Content designation information for proper identification and indexing of the record in the system.

LDR (leader values)

008 (fixed-length control data)


2) Preferred form of the owner’s name chosen for use:

in 191 authority field for owner series name (corresponding bib tag is 591 field)

Although not yet used in the Photograph Archives catalog, variations of the owner’s name can also be entered in the Owner Authority Record in either a 491 (see reference field) or a 591 (see also reference field)

Example: 


191:  |aIndianapolis Art Museum….

491:  |aJohn Herron Art Institute…

Public searching under the former name of John Herron Art Institute will see a  note that says:

John Herron Art Institute see Indianapolis Art Museum…..

______________________________________________________________________________________                                                                                                                                                          

591 OWNER/LOCATION FIELD

|a  Name, |b Division, |b Dept., |c  Street, |d Site, |e City, |f County,

|g State |h Country |i zip code  |l Accession Number

_________________________________________________________________________

Subfield:


Definition: 
|a  





Owner or location name.  


Will be used to enter the name of the public institution (i.e., museums, historical societies, etc.) or agency (city, county, state, or federal) that owns the art work.  May also be used to indicate work is in a “private anonymous collection” or can be used to enter specific location data (i.e. named buildings, parks, etc.), or descriptive location phrases ("Stolen." "Destroyed." or possibly "Unlocated.") . 

Guidelines for entering Owner/Location Information

INSTITUTIONAL

OWNER



When owner is an institution (museum, galleries, etc.), the name is given in normal order.  Divisions, Departments, and University museums are generally entered first under their larger corporate name.  Initial articles dropped. 

Ex:
|a Smithsonian Institution,|b Freer Gallery,

Ex:
|a University of Rochester,|b Memorial Art Gallery,

Ex:
|a Tulsa County,|b Department of Parks & Recreation,

GOVERNMENT

OWNERS

For works that are owned/administered by federal, state, city or other regional government agencies that have complex contact information (Administered by; Located at), try to simplify and enter the most specific location information in a single repeat of the owner field.  [note: this differs from the Art Inventories practice]





Example: Work is administered by the State of Vermont, Division of Historic





Resources, but is located in the Vermont State Capitol enter Vermont State





Capitol in 591.

Example: Photograph depicts an outdoor sculpture at Gettysburg National Park administered by the United States, National Park Service, enter owner as Gettysburg National Park.

ARTIST is


If the artist is still alive and in possession of the artwork, enter artist name as given

OWNER



in Name Authority file, followed by phrase collection of.







Ex:  Smith, Niki, collection of,
Field 591 OWNER/LOCATION FIELD

|a  Name, |b Division, |b  Dept., |c  Street, |d  Site, |e City, |f County,

|g State |h Country |i zip code  |l Accession Number

PERSONAL

When ownership is an individual and a published source provides that owner’s

OWNERS 


name, enter name in subfield a.  Enter last name, first name, initials or middle name and any generation designator (i.e., Jr., Sr.). Terms of address (Mr., Mrs., etc.) are moved to the end of the name, separated by a comma.  Always use ampersand.
Ex:  |a Smith, John J., Jr., Mr. & Mrs.,

Ex:  |a Pulitzer, George, Jr., & Louise,

For private collectors, we generally don't reference terms of address (i.e. Mr., Mrs., Miss, Prof., etc.) unless needed to further qualify name.

Ex:  |a Smith, John, Mrs.,

Ex:  |a Jones, Prof.,

For married couples, preference is given to the husband's name.  For conformity, give preference to the male name and enter it first.

Ex:  |a Miller, George, Mr. & Mrs.,

Ex:  |a Smith, Robert & Ann,

For individuals with same last name, such as brothers & sisters:

Ex:  |a Smith, Mary Ann & Julia,

NOTE:  For jointly-owned works when individuals have different last name, repeat the 591 field twice to individually reference each name.

OWNER/LOC (first repeat):  |a Jones, Bob,

LOC: (second repeat):  |a Smith, Robert,

Commercial dealers whose corporate label is also their personal name (i.e. Victor Spark, etc.) may cause confusion.  If the work is in their private collection, names should be inverted; if work belongs to their gallery, enter name in normal order.

Ex:
|a Franz Bader Gallery,

Ex:
|a Bader, Franz,

Works belonging to families are listed as:

Ex:  |a Smith family,

Ex:  |a Neumann, Morton G., family of,







*note use of lower case for family

For deceased owners, use phrasing given by source:

Ex:  |a Bergman, Edwin, Mr., the late & Mrs.,

Ex:  |a Smith, Ted, estate of,

__________________________________________________________________________

591 OWNER/LOCATION FIELD

|a  Name, |b  Division, |b Dept., |c  Street, |d  Site, |e City, |f County,

|g State |h Country |i zip code  |l Accession Number

______________________________________________________________________________


STANDARDS FOR ENTERING OWNER/LOCATION INFORMATION con't
ANONYMOUS

OWNER



Unnamed collections.  When an exhibition catalog indicates work is lent

from a private collection and that collection is not named, enter as:

Ex:
|a Anonymous Collection

Ex:
|a Anonymous Collection, |e Columbus, |g Ohio


Ex:
|a Anonymous Collection, |h France

MISC 





Destroyed.
In rare instances, we have images of art works or buildings that are no longer extant.  In these cases, enter "Destroyed." in 591, previous owner/location in Provenance field 561 and use 500 note field to reference that we have a historical photograph on file that shows original artwork/location.

Ex:  591  |a Destroyed.

Stolen.

In rare instances, we have images of art works that have been reported as stolen.  In these cases, the word "Stolen." is supplied for the 591 field, previously known owner/location entered in 561 Provenance field, and add date of loss, if known in 500 Remarks field.

Ex:  591  |a Stolen.








Unlocated.

Used rarely, this term can be entered if the photograph in our collection documents an art work that is “lost” and the current whereabouts aren’t known.  

______________________________________________________________________________

591 OWNER/LOCATION FIELD

|9 Qualifier  |a Name, |b Division, |b Dept., |c  Street, |d Site, |e City, |f County,

|g State |h Country |i zip code  | l Accession Number  

______________________________________________________________________________

Field 591 con’t                                                                                                                                                           

Subfield:

Definition:

|b 



Subordinate unit or division.

This subfield is used to record an administrative division or department name within a large institution or agency.  Always spell out Department or Division if it appears in name.

Ex:
|a Smithsonian Institution, |b Freer Gallery of Art,

You can repeat subfield b to capture multiple departments/divisions.

Ex:
|a Smithsonian Institution, |b National Museum of American History, |b Division of Political History,

For Universities such administrative divisions include University art galleries or physical plant departments.

Ex:
|a University of Rochester, |b Memorial Art Gallery,

Ex:
|a University of Vermont, |b Facility Management Division,

Named libraries, offices, halls or houses within an University (generally not the administrators of the artwork) should be entered in subfield |d , as site.

Ex:
|a University of Oklahoma, |d Chapman Hall,

Note:  as a general rule, University subfield |d  site locations are not given for paintings and indoor sculpture since works can change sites frequently; but site locations are used for outdoor sculpture.

|b



For county/city or state names:  with the exception of United States government departments, all "subordinate departments or divisions" will be entered in |b ; with the larger administering body entered in |a  when known.  Always spell out Department or Division as part of name. 

Ex:
|a City of Spokane, |b City Arts Commission, 

|a State of Connecticut, |b Department of Transportation,

|a Gloucester County, |b Department of Parks & Recreation,

______________________________________________________________________________

591 OWNER/LOCATION FIELD

|9 Qualifier  |a Name, |b Division, |b Dept., |c  Street, |d Site, |e City, |f County,

|g State |h Country |i zip code  | l Accession Number  

______________________________________________________________________________

Field 591 con’t

|c 




Used to record street and/or mailing address of owner.

Always spell out street, avenue, boulevard, north, south, east and west in full; but don't spell out S.W., N.W., S.E., and N.E. in this subfield.  (Directional references are spelled out in subfield d.)

Unless matching to existing owner on SIRIS, don't leave spaces in abbreviations (N.E., etc.).  Include periods.

Ex:  |c 212 West Elm Street,

Ex:  |c 212 Elm Street, N.E.,

Use ampersand in favor of "and" or "+".

Ex:  |c 8th & G Streets,


If only P. O. Box is given, put it in this subfield too. When establishing an owner address for the first time, always enter a space between P. and O, otherwise follow spacing as found in SIRIS database.  Some rural addresses may be known only as Box.  Do not supply P. O.(postal office) unless source provides.

     
Ex:
|c P. O. Box 12,|e Rockland, |gMaine 

Ex:
|c 212 Lincoln Street, P. O. Box 32,  

If zip codes differ between street and mailing address, use the zip code for the post office box, since it is the mailing address.





If you have both a specific street address and a "building name", enter the street address first, followed by building name.

Ex:  |a Allied Steel Corporation, |c 652 Main Street, Meltenny Building,

Ex:  |a XYZ Corporation, |c McAdams Building, |e Buffalo,

Street addresses and zip codes should not be used for big-name/well-known commercial galleries, such as Hirshl & Adler, because they change locations too frequently.  (Consult project supervisor if you are unsure). 

______________________________________________________________________________

591 OWNER/LOCATION FIELD

|9 Qualifier  |a Name, |b Division, |b Dept., |c  Street, |d Site, |e City, |f County,

|g State |h Country |i zip code  | l Accession Number  

______________________________________________________________________________
Field 591 con’t

|e  



City.  Use to record the city where work is located.





Ex:  |e College Park,

f 



County name.  Used only when city name is not available.





Record the county name. For clarity, always include the term "County." 





Ex:  |f Prince George's County,

|g 



State or Canadian Province names.





No ending punctuation is needed.





Ex:  |g Maryland





Ex:  |g Alberta

|h 



Country name.  Used only if country is located outside the U.S.

No ending punctuation is needed.  Use England instead of Great Britain; use United Kingdom if specific country cannot be determined.





Ex:
|h Germany

|i 



Zip code.  For US zip codes, we generally use only the five-digit postal code.  When





entering, match against SIRIS database.  If creating new authority, use full nine digit zip when known. Zip codes frequently change.  Watch spacing for foreign zip codes. 

No ending punctuation is needed. Do not enter zip codes for well-established commercial galleries, such as Hirshl & Adler, Spanierman, etc.





Ex:
|i 20742





Ex:  |i SW1 P4RG 

|l




Museum accession number.

Enter the phrase “Accession Number:” (with colon) followed by the actual  Accession Number.   No ending punctuation is needed after the accession number.

Ex:
|l Accession Number: 1983.5.A2

________________________________________________________________________________
FIELD 594  JULEY NEGATIVE NOTES


|a  Note

This field does not display to the public. In the past, it has been used primarily for the Juley Collection to record storage container information from the Juley firm; as well as any writing that appeared on the original Juley negatives or envelope sleeves.  It was also used by Juley catalogers to indicate that the title assigned for that work came from the negative (phrase used: Title transcribed from negative).  The field can also be used to record notes pertaining to Suppressed Records which do not display to the public.

For those editing Juley records, carefully read through all 594 note fields. Whenever possible, we want to discontinue use of this field – so any transcription information should be removed and entered in an appropriate public notes field (usually field 500 for 561). 

If the 594 field contains the phrase: Title transcribed from negative and that is your only source for the title of the image, move the phrase to the 500 Note Field so that it will display to the public.

If the 594 field contains the phrase: WARD, add photographer De Witt Ward to 1xx/7xx creator field.

Retain Juley File Storage number/abbreviation codes in the 594 field.
The Juleys kept a logbook of their negatives and developed a shorthand code for identifying storage containers.  The following Juley storage filing codes have been noted:

E (envelope)





LE (large envelope)

LB (large box)




SB (small box)





PORT

Within each container, negatives were usually filed alphabetically by last name of artist – so sometimes box/envelope number can help pinpoint who the artist is.

[historical note: per early cataloging manuals, box/envelopes numbers may also be preceded by a C  for packing carton, used for a group of negatives that sustained water damage. When a negative had a number written on it in white, this number was recorded first in the comments category.  CT used to designate color transparency.  When a negative was stamped with a photographer’s name, i.e., De Witt Ward, the name WARD was entered in the comments section after the negative number and CT designation.  Also, for artist portraits, “sitter name” was entered in Collector category in addition to the Title field to allow for computer indexing of that name  Other abbreviations may include WD for water damage; ND for nitrate damage.  Asterisked used in lieu of question marks.]

Suppressed records:

In addition to any historical notes or non-public notes, this field may also occasionally be used to flag those images which are currently missing from our files or for notes for any “suppressed records.”

Ex:  594 |a Record suppressed from public online catalog.  No study print on file.  Original negative missing from Smithsonian Photographic Services (11/18/2004).

Additions to Collection
This field may also be used to note additions to the Juley Collection, such as the Juley negatives the artist Frank Mason gave us (he had borrowed them from Juley).

Ex: 594 |a Negatives donated by Frank Mason in 1995.

One subfield has been defined for use.

Subfield



Definition

|a





Note field.

_______________________________________________________________________________

FIELD 596  DIGITAL SURROGATES

This field is used to record basic identification and capture information for any digital surrogates attached to the bibliographic record.  The metadata information is important for image quality control and preservation purposes.  The SIRIS office will automatically generate this field and Field 856 Digital Image data, based on information we provide them.

Subfields
/
Definitions

|a
Type of surrogate (i.e. master copy, reference, thumbnail, etc).

|b
File Name (includes Photograph Archives negative number as part of naming convention)

Repeatable for all files associated with subfield a if needed.

|c
Time of action 

The actual date the digital surrogate was produced (e.g., 2002/02/06)

|i
Hardware used

Equipment for digitization.  Be specific with brand, model #, type, etc.

|k
Agent

The person or vendor who created the digital surrogate.

|f
Authorization

Person, project or purpose for digital version (Photograph Archives project  identification).

|j
Software used

Software used for the digitizing action.  (e.g., Adobe 6.0, Ms Image 2.3, etc.).

|n
File size

File size (### bytes) of the digital file.

|s
Storage location

Physical location of the file stored (e.g., CD label, Storage device/server name and directory path)

|4
Derive From 
Describe where the derivative was made (e.g., Master, ES234.tiff, etc)

Example for American Sculpture Study Collection (first repeat):

|aReference -$bS0000337_a.jpg,$c2006/10/13,$iEpson Expression 1640 XL (Graphics Arts Model),$kImage Collections Coordinator,$fAmerican Sculpture Photograph Study Collection,$jAdobe Photoshop 7.0,$n90,044 bytes,$sSIRIS image server, /juleyweb/ssc,$4Master, SSC M0012 CD-ROM
Example for Juley Collection:
|aThumbnail - |bJ0016553_athb.jpg,|c04/25/02,|kC. Wang,|jAdobe Photoshop 6.0,|n5,419 bytes,|sSIRIS image server,D:\juleyweb/juley_athb,|treduced to 151x121 pixels,|4J0016553_a.jpg.SAAM PhotoArchives: Disk #1

____________________________________________________________________________

600 SUBJECT – PERSONAL NAME



Collection Level only

|a  Personal name





Bibliographic Record
__________________________________________________________________________

This field is used to record personal names as subjects.  Our usage of this field varies from standard archival practice, as we are using the 650 Subject Field to capture most subject terms. We are using this 600 field in Collection Level Records only to capture personal names that whose works are a primary subject of the photographic collection as a whole. 

THIS IS AN AUTHORITY CONTROLLED FIELD.
This field is repeatable. 
Indicator Values:
First Indicator: type of personal name entry element


Approved values:


0  -  Forename


1  -  Surname


3 
 -  Family name

Second Indicator:

Approved value:


 4  – source not specified
At present, we are using only one of the subfields defined for this field.

Subfield



Definition
|a





Personal Name

Approved example for Bernie Cleff Collection of images of Daniel Chester French’s works:

Ex:  600 1 4 |a French, Daniel Chester




____________________________________________________________________________
610 SUBJECT – CORPORATE NAME



Bibliographic Record

 |a  Corporate name  |b Subordinate Unit

____________________________________________________________________________
This field is used to record corporate names as a primary subject of a photograph.  Use for portrait and historical photographs documenting institutions or organizations such as art schools, museums and associations; or juries associated with a particular organization/association.

Examples include photographs documenting the history of the Art Students League, National Academy of Design, Lyme Art Association and Ogunquit School of Painting and Sculpture.

THIS IS AN AUTHORITY CONTROLLED FIELD.

This field is repeatable.  This field may be used in addition to 650 Subject Field Thesaurus terms.

Indicator Values:


First Indicator: type of corporate name entry element


Approved value:


2 – name in direct order


Second Indicator: Thesaurus for source of name


Approved value:


 4 – source not specified
This field is divided into two subfields

Subfield



Definition
|a





Corporate name

|b





Subordinate unit (not currently used by our Photograph Archives)

Approved examples (consult project supervisor before adding others):

610 2 4:  |a Art Students League (New York, NY)

610 2 4 : |a National Academy of Design (New York, NY)

610 2 4 : |a Pennsylvania Academy of the Fine Arts (Philadelphia, PA)

610 2 4 : |a Audubon Artists (New York, NY)

610 2 4:  |a Old Lyme Art Association (Old Lyme, CT)

610 2 4:  $|a Ogunquit School of Painting and Sculpture (Ogunquit, ME)

____________________________________________________________________________

650 SUBJECT THESAURUS TERM FIELD


Bibliographic Record

 04
|a  Primary term  |x  Secondary term  |y Tertiary

______________________________________________________________________________

This SUBJECT field is used to record the subjects depicted in the photograph/artwork.  Terms related to the overall function, shape or type of artwork, i.e. mural, miniature, mobile, fountain, etc., not depicted as a subject within the work should be assigned in field 655.  

THIS IS AN AUTHORITY CONTROLLED FIELD.

Note:  For consistency we are using the Smithsonian American Art Museum’s  Subject Term Guide for 650 terms.  Funding is being sought to hire a staff authority editor, who can help reformat subjects to MARC and LC standards, entering personal names in field 600; topical terms in 650; geographical place names in 651 and culture names in 695.

When adding an art work to the database, check the online Subject Indexes to see if the term is already entered.  If a match can be found, send to MARC editor and link to Bibliographic Record. 

Subject Term Authority Record have the following basic contents:

1)  Content designation information for proper identification and manipulation of the record in the system.

LDR (leader values)

 (fixed-length control data)

2) The preferred subject term string chosen for use:
in 150 authority field for subject terms (corresponding bib tags are 650)

Note:  in the authority records, indicator values are defaulted to 00 by horizon.  Do not worry about changing them now, but in the Bibliographic Record, when adding or editing an existing 650 term, make sure the indicators are correctly set to be 04.

General Guidelines

Subjects are assigned based on a visual analysis of the artwork and any clues provided by the title of the artwork or supplemental attached materials.  Subject terms should be taken from the Smithsonian American Art Museum’s Subject Term Guide.  That guide employs forty-one primary headings which reference broad categories, among them: Animal, Landscape and Portrait.  Each of these broad categories can be further qualified by a more narrow secondary or tertiary term, for example: Landscape-Massachusetts-Boston.

Terms within the Guide and within each Primary category are arranged alphabetically, except for the Secondary "Other" category, which appears at the end of some Primary categories and is used as a catch all for terms that fall under that broader primary term, but don't fit neatly into already approved secondary terms for that particular heading.

______________________________________________________________________________

650 SUBJECT THESAURUS TERM FIELD


Bibliographic Record

04 |a  Primary term  |x  Secondary term  |y Tertiary

______________________________________________________________________________

Field 650 con’t 
General Guidelines con’t
In the Subject Term Guide most categories also include basic "scope" or explanatory notes which should be read carefully before assigning terms.  The following categories potentially overlap, so be sure to read through the associated scope notes before assigning:

Allegory versus State of Being
Figure versus Portrait
Homage versus Portrait
Literature versus Mythology versus Religion
Object versus Still Life
Occupation versus Recreation versus Genre
Note that some of the secondary and tertiary categories are "expandable" --  terms are often suggested through representative examples, rather than prescribed per se.  (For example, under the heading Architecture-Commercial, one is advised to add the specific type of building, e. g. Bank, Grocery, etc.  Any secondary or tertiary heading that has an e.g. or etc. designator is an expandable category.

Every record must be assigned one subject, therefore one 650 tag subfield |a  is mandatory.  Use “Undetermined” if visual image isn’t “readable” and title doesn’t provide clue to subject.
When assigning subjects, enter the most important or dominant subject first.  Remember that not everything entered in the 520 Subject Description field needs to be indexed as a 650 term.  Add to the 650 index terms, only those terms you think especially significant.

See Subject Term Guide for full list of Primary, Secondary and Tertiary terms .

Enter terms as found in the Subject Authority Files.

Watch: 

--the use of case (if compound word, is second word upper or lower case?),

--the grammatical form of word (adjective or noun, ex. Religion versus Religious),

--the use of abbreviations (ex: Sport & Play)

1.
Always add the appropriate qualifying phrase to Proper Names appearing in tertiary categories, i.e. Landscape‑River‑Hudson River.

8. When you have a literary, mythological or religious personage, do not double index as a Portrait or Figure, unless the image is an unusual depiction and you want to assign Figure to capture an appropriate tertiary term.  For example, a head of Diana might be double indexed under Figure female-Head.

9. For help in assigning Biblical headings see: http://unbound.biola.edu
______________________________________________________________________________

650 SUBJECT THESAURUS TERM FIELD


Bibliographic Record

  04
|a  PRIMARY:  |x  SECONDARY:  |y TERTIARY:

______________________________________________________________________________

Field 650 con’t 


General guidelines con’t

For Portraits/Sitters:

1.
Check "Top 25 Sitter" list in subject appendix for form of name and appropriate occupation terms.

2.
If not on the Top 25 list, enter the name as found already in SIRIS.

--for portraits of artists, match name as found in creator in 100 or 700 fields.

--for all other sitters, match name against those found in 650 subject fields.

3.
If the name is not found in SIRIS, check the biographical section of Webster's Ninth Collegiate Dictionary.  Enter name as found in Webster's and use biographical data to help you assign appropriate occupation subject terms.

4.
If still not found, enter name as given by reporting source, following standards listed below.  

4a.  Always invert sitter name (with last name first unless name is not a surname)

Ex:  650/04|a Portrait male|x Smith, John

4b.  f you have only the last name, always end with a comma; otherwise no punctuation is needed after a name.



 Ex:  650/04|a Portrait male|x Williams,

4c.  Retain titles of nobility or religious-affiliation, such as Sir, Lady, Lord, King, Pope, Saint, and for Native Americans -- Chief.  Invert title at end of name.

Ex:  650/04|a Portrait male|x Running Water, Chief

Ex:  650/04|a Portrait male|x Charles of Denmark, Prince

4d.  Drop all other titles such as Dr., Rev., Mrs., Miss, and military titles including General, Capt., etc., unless needed in title to clarify sitter identity.

Ex:  650/04|a Portrait female|x Johnson, Miss

Ex:  650/04|a Portrait female|x Johnson, Robert, Mrs.

Ex:  650/04|a Portrait male|x Ahab, Captain

note:  in absence of forename, Mr. & Mrs. not needed as qualifier since primary subject category will identify as male or female.

4e.  If fullness of name varies on report form, use "most commonly known by" name, if it can be determined.  (i.e. Jimmy Carter vs. James Earl Carter).

________________________________________________________________________________

650 SUBJECT THESAURUS TERM FIELD


Bibliographic Record

04 |a  PRIMARY  |x  SECONDARY  |y TERTIARY

________________________________________________________________________________

Divided into three subfields, the subject fields are preceded by two indicator values.

Indicator values

0

The first indicator specifies the level or importance of this particular subject heading repeat.  All Inventory subjects default to 0 (zero) for no level specified.

4
The second indicator specifies which national subject thesaurus we are using.  Since we are using a local in-house Subject Term Guide, the default indicator code is 4, for source not specified.

The Subject Fields are divided into three subfields.

Subject terms are entered in a predetermined subfield order, |a  for the broadest term, |x  for a narrower secondary term and subfield |y for an additional qualifying term.  

Subfield:


Definition:

|a 




Broadest primary term.

|x 




Secondary, narrower term.

|y




Tertiary term.

See Subject Term Guide for full listing of approved secondary and tertiary terms.

[Historical note:   Prior to 1998, Photograph Archives used very broad subject terms only.]

SUBJECT EXAMPLES:
04 |a Portrait male|x Adams, Joe |y Bust

04 |a Occupation|x Military |y General

04 |a Dress|x Uniform |y Military Uniform

For family/children portrait groups:

650/1:  04: |a Portrait group |x Briggs, |y Family Portrait

650/3:  04: |a Portrait female |x Briggs, Genevieve |y Child

650/4:  04 |a Portrait male |x Briggs, Samuel |y Child

Don't enter as: |a Portrait group |x Briggs, Genevieve, & Samuel |y Child

______________________________________________________________________________

655 OBJECT TYPE FIELD






Bibliographic Record
φ7 |a  Term
|2  thesaurus used

______________________________________________________________________________

For the Photograph Archives, this field is used to record that the work being cataloged is a photograph.  

For the Library of Congress Copyright Collection, the term photomechanical reproduction may be entered in lieu of photograph.  
THIS IS AN AUTHORITY CONTROLLED FIELD.  You must LINK, not hand type the term.  Note: in the authority record, indicator values display as 00; when linking to a bibliographic record, make sure you change the indicator values in bib record to blank, 7.

Object Type Authority Records have the following basic contents:

1. Content designation information for proper identification and indexing of the record in the system entered in LDR (000 leader values) and 008 fields (fixed-length control data).

2. The preferred object term heading chosen for use entered in 155 authority field for object type terms (corresponding Bib tag is 655 field).

3. Variant terms for the preferred heading entered in the 455 cross reference field.

4.
Source for term, entered in 670 field.

5.
Scope notes to explain usage rules for term, entered in field 680.

Example of  155 Authority Record for Object Type.

000   c z o

008   000324 || _ a z r n n b a b l _ u n a n d | u

155 |a Photograph
670 |a AAT online, 11/2/00.
680 |i Scope Note” Refers to still images produced from radiation-sensitive materials (sensitive to light, electron beams, or nuclear radiation) generally by means of the chemical action of light on a sensitive film, paper, glass, or metal….

Divided into two subfields, the field is preceded by two indicators.

Indicator values:

φ
The first indicator is undefined and should be left blank.

  7
The second indicator indicates that the source of our term is specified in subfield |2 .

Approved value:
7 = source specified.  (Second indicator value is defaulted, do not override).

Subfield:


Definition:

|a 




Object type (Photograph)
|2 




Source identifier (abbreviation which identifies source of our assigned object type).





Approved Term:


Definition:

aat





Term from the Art & Architecture Thesaurus.

Examples: Ex:  655   φ7 |a Photograph |2 aat
 ________________________________________________________________________________

700 ADDITIONAL ARTISTS FIELD 



Authority Controlled

1φ
|a  Name, |c Jr./Sr., Sir, |d  Life dates, |e  role.|g (attribution qualifier)

________________________________________________________________________________

This AUTHORITY CONTROLLED field is repeatable and can be used to record additional individuals associated with the creation of the artwork.  For example, for photographic portraits of artists, the firm name of Peter A. Juley & Son is usually entered in field 100 as the main creator.  For the Juley Collection, if you can determine which Juley – Peter or Paul – took the photograph, add their name to field 700.

Select names from online Artist Indexes, send to MARC editor, and link to Bibliographic Record.

Indicators:  mandatory

1



The first indicator value identifies the "type" of artist's name and affects computer indexing.  The following values may be supplied.

0 =
forename.
Use when an artist is known solely by their first name, i.e. Christo or Marisol or Brother Ansem; or for Cross-Legged Angel Artist.

1 = 
surname.
Use when artist entered under last name (single or compound name) or for "Unknown" artists.  [Historical note:  up until Spring 1997, indicator value of 2 was used for compound surnames.]

3 = 
family name.  Use for Skillin Family, etc. (if not incorporated).

Since most of our artist have a single surname, the first indicator is defaulted to "1".  If needed, this value can be overtyped with a correct value.

φ

The second indicator value should be left blank.

Subfield

Definition:

|a  



Artist's name.  (inverted)

|c  



Numeration or titles associated with a name.  (Jr., Sr., II, Mrs., Sir, Rev.).

|d 



Life dates

|e 



Role term (photographer, artist)


|g 



Attribution qualifier.




Examples:

|a A. B. Bogart, |e photographer.

|a De Witt Ward, |e photographer.

|a Juley, Paul,|d 1890-1975, |e photographer.
|a Namuth, Hans,|d1915-1990, |e photographer. |g (copy after)

|a Benton, Thomas Hart, |d 1889-1975, |e artist.

______________________________________________________________________________

710 ADDITIONAL CORPORATE ARTISTS FIELD

2φ
|a  Name, |b Division, |e  role. |g (attribution qualifier)

This field is used to record additional firms associated with the creation of the image being cataloged.    The fields can be used only when you have already assigned a personal name in the Artist 100 field or another firm name in the 110 field. As a general rule, the Photograph Archives is using this field to record additional photographic firms associated with the image.  Unlike the art inventories catalog, we are not adding foundries for sculptures (such as Roman Bronze Works) in this field.

[HN: For the Juley project, the firm name is currently mostly just for artist portraits. In the future, we may want to ask the  SIRIS office to globally add the firm name in to all records for cross-searching purposes.]
This AUTHORITY CONTROLLED field is repeatable and can be used to record additional firms associated with the creation of the artwork.  Select name(s) from online artist indexes, send to MARC editor and link to Bibliographic Record.

Divided into 3 subfields, the field is preceded by two indicators which affect indexing and display and is divided into 3 subfields.

Indicator values 

2




The first indicator identifies the type of name.  The following values may be used.

0 = Inverted name

1 = Jurisdiction name 

2 = Name in direct order (i.e. Peter A. Juley & Son)

φ



The second indicator value should be left blank.

Subfield:


Definition:

|a 




Name of corporate firm. (mandatory subfield if field is used)

|b 




Division/Dept.
|e




Role/relation of corporate firm to work.  (mandatory subfield if field is used)

|g 




Attribution information.

710 2   |a Coleman Studios, |e photographic firm.

710 2   |a Eggers and Higgins,|e architectural firm.

710 2   |a Underwood & Underwood, |e photographic firm.

_______________________________________________________________________________

852 REPOSITORY LOCATION FIELD


|a Name and location of owning archival repository. 
________________________________________________________________________________

This Field is used to identify the owning repository for the archival materials.

One subfield has been defined for use:

Subfield



Definition

|a




Repository name

|e




Repository address

note: there is no ending punctuation

Example for American Sculpture Study Collection:

|a American Sculpture Study Collection, Photograph Archives, Smithsonian American Art Museum, |e P.O. Box 37012, MRC 970, Washington, D.C. 20013-7012

Example for Bernie Cleff Collection:

|a Bernie Cleff Collection, Photograph Archives, Smithsonian American Art Museum, , |e P.O. Box 37012, MRC 970, Washington, D.C. 20013-7012

Example for Juley Collection:

|a Peter A. Juley & Son Collection, Photograph Archives, Smithsonian American Art Museum, |e P.O. Box 37012, MRC 970, Washington, D.C. 20013-7012

Example for Walter Rosenblum Collection:

|a Walter Rosenblum Collection, Photograph Archives, Smithsonian American Art Museum, |e P.O. Box 37012, MRC 970, Washington, D.C. 20013-7012
Example for Library of Congress Copyright Deposit Collection:

|a Library of Congress Copyright Deposit Collection, Photograph Archives, Smithsonian American Art Museum, |e P.O. Box 37012, MRC 970, Washington, D.C. 20013-7012
856 ELECTRONIC LOCATION AND ACCESS

This field is used to link digital images or other digitized materials to the record by providing the URL address.  The field is repeatable, so if there is more than one image of the item cataloged, it can be recorded.

For the Photograph Archives project, the SIRIS office automatically supplies this field when we send images to be added to the SIRIS server and linked to the Photograph Archives records.  The address links both the thumbnail image for the brief record view and the larger size image for full record displays.

Two indicators are defined for Photograph Archive usage.

**note from CH: our usage differs from USMARC standards – query SIRIS to change?

First indicator: Access method


Blank = no information provided

Second indicator: Relationship


1 = Version of resource

Four subfields are being used.

Subfield




Definition
|2






Access method.







Approved value:







http = used for Hypertext Transfer Protocol.

|u 






Uniform Resource Locator (URL) address







Provides structured access to the associated electronic item.

|3 






Portion or material specified








Approved value:








Image







Verso
|9






Use for URL address for electronic thumbnail.

Example for Juley Collection: 

856  1   |2 http |u http://sirismm.si.edu/juley_a/J0010848_a.jpg |3 Image |9 http://sirismm.si.edu/juley_athb/J0010848_athb.jpg
Example for American Sculpture Study Collection:

856
  1
$2http$uhttp://sirismm.si.edu/ssc/S0000337_a.jpg$3Image$9http://sirismm.si.edu/sscthb/S0000337_athb.jpg

856
  1
$2http$uhttp://sirismm.si.edu/ssc/S0000337_v.jpg$3Verso$9http://sirismm.si.edu/sscthb/S0000337_vthb.jpg
ITEM RECORDS

Each Bibliographic Record in SIRIS also has an accompanying “ITEM RECORD” which indicates who “owns” the item.  To see the ITEM record, use the pull down menu and select Item Record to view

[image: image4.png]@& File Edit View Marc Tools Window Help 18]
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Status: Created: 3/24/00 Updated: 1/30/03

Owned by: Peter A. Juley Photo Archives Ttems: 1

Field: Leader [Optional]

000 ckm_z_ _ ﬂ

005 19980423000000.0

008 980422 r 1910 1962 socu nnn g _ anund _ d

035 a AAA1T80JU

040 aDSI-SPAte local

090 a JULTb J0001779

110 a Peter A. Juley & Son, fe photographic firm.

245 a Franz Kline th [photograph] /tc (photographed by Peter A. Juley & Son).

260 cnd.

506 a Patrons may use study prints on file in the Slide and Photo Archives, Smithsonian American Art Museum;
appointments are required. Original negatives are stored off-site and are not accessible to the public.

520 a Half-length portrait of Franz Kline, standing before one of his paintings. His arms are crossed and he
holds a cigarette in one hand.

530 a Black-and-white study print (8x10).

530 a Stahl, Joan, "American artists in photographic portraits: from the Peter A. Juley & Son Collection,” Dover
Publications, Inc., c1995, fig. 105, pg. 46.

544 a Photograph from Peter A. Juley & Son Collection, Smithsonian American Art Museum, Smithsonian
Institution.

545 a Franz Kline (1910-1962), painter, Abstract Expressionist. Early in his carcer, Kline painted landscapes,
street scenes and portraits. His mature style was abstract, distinctive for its broad, highly charged black
strokes on a white ground.

590 a Print made for Getty (8x10).

590 a Orig. negative: 8x10, Safety, BW. Stored at: NMAH, 8x10. (01/13/94).

590 fa conv 1 neeative: 4x5. Safetv. BW. Stored at: NMAH. Sm. Nee. (02/09/95). =

[Christine Hennessey I I INUM |

#start| $Groupwise -Mailbox_|[[ifiPeter A Juley Col_. B Microsoft Ward BN M 11:13AM




ITEM TYPE:


Approved values:








unk = 
for unknown type

ITEM BARCODE:
[At the time of Juley catalog migration,  item barcode were machine generated forJuley records

 using the internal Horizon record control number preceded by prefix mq for machine-generated].  For all other

Photograph Archive collections, barcode will match eight digit control number.

LOCATION: 


Approved codes:




 

jul =
 used initially for Juley records; now used for all Photo Archive collections

COLLECTION:

Approved codes:






julgen =   used initially for Juley records; now used for all Photo Archive collections

CALL TYPE:


blank

CALL NUMBER:
Use eight digit Photograph Archives negative control number







Example for Juley: J0800002

ITEM STATUS:

Approved codes:






i =
on shelf

          PHOTOGRAPH ARCHIVES MARC FIELD SUMMARY GUIDE                    1/3/09
Tag
Field Type
Subfields

040
CATALOGING SOURCE
|a DSI –SAPA |b local

090
CALL NUMBER
|a JUL/MET/ROS/LOC |b JNumber 

098
Collection Name/Code
|a Name of Collection, i.e. Walter Rosenblum Collection |b (Code) ROS 

100 authctrl 
ARTIST
1 |a Last Name, First Name, |cADVANCE \l2Jr., Rev.,|dLife dates (b., d., ca., active),|e  artist/architect/photographer (attributed to, copy after)

110 authctrl 
CORPORATE ARTIST
2φ |a Firm name,|e role.|g (attributed to/copy after)

245 
TITLE
1​_ (2nd indicator value varies) |a Title |h [art work] /|cphotographed by…)

246
ADDTL. TITLE
13 (1st indicator value varies) |a Title|h[art work]/c(photographed by…)

260
EXECUTION DATE
|c Execution date display.

300
DIMENSIONS
|c # of pieces. Size phrase &/or Measurements. .

340
MEDIA
|a Media display note.

500
REMARKS
|a Note field.

506
ACCESS RESTRICTIONS
|a By appointment….



510
REF/SOURCE
3φ |a Artist, year. Or, Bib citation, Author, "Title," Place of Pub,: Pub, Yr.

520
DESCRIPTION
8φ |a Collection Level description.

530
PHOTO
|a Type of image or citation to published illustration.

541
Acquisition (Collection Level)
|c How acquired, i.e., (Gift of) |a (Donor name, |d Year.

544
ASSOC MATERIALS 
|a  Identifies other related materials from same “collection” 
545 BIO NOTE
|a


561
PROVENANCE
|a Previous owner/Location name and address.

562 
MARKS
|a Inscriptions  |b signed/unsigned  |c Founder's mark appears.

581
PUBLICATIONS
|a Citation to publication where actual photo is reproduced.
590 NEGATIVE DATA
|a type, size and storage location of negative

591 authctrl OWNER/LOCATION
ADVANCE \l2|9 Qualifying phrase |a Owner/location name,|b Division,³ADVANCE \l2b Subdivision2, |cADVANCE \l2 Street, |d Site, |e City, |fCounty,|gState|h Country |i zip |l Accession no.

594
Non Public Notes
|a Non-public display notes from negative/envelopes.

596
digital metadata
metadata about digital image

600
Personal Name (Coll. Level)
|a Collection Level records only – personal subject names

610
CORPORATE NAME
|a Organization/Association Name featured as subject of photograph


650 authctrl 
SUBJECTS
04 |a Primary Term |x Secondary Term|y ADVANCE \l2Tertiary Term

655 authctrl
OBJECT TYPE
φ7 |a Type of  art work, i.e. Photograph |2aat

700 authctrl
 ADDTL. ARTISTS
1φ |a Last Name, First Name,ADVANCE \l2 |c Jr.,|c Rev.,|d Life dates,|e painter/sculptor.|g attributed to/copy after)

710 AFILE  ADDTL. FIRMS
2φ |a Firm name,|e role.|g (attributed to/copy after)

852
Repository
|a Contact name and |eaddress for Photograph Archives Collection

856
Digital Image
​URL address


Appendix I:  Guidelines for Bibliographic Citations
The following guidelines, taken from the Chicago Manual of Style, should be used when entering bibliographic citations in the 510 (Reference Source) and 530 (Published Illustration) fields.  When citing publications in the 500 Remarks field, the format may still be followed; but author names do not need to be inverted.

If you have an incomplete bibliographic citation, you can check the library catalog on SIRIS to see how the publication has been cataloged.  Sometimes the library catalog includes information that is not always printed on the publication's title page.

Authors:

If there is not an ascertainable author (editor, compiler, or other), the reference begins with the title of the work.

Two or more authors -- the name of the first is reversed and the following names are not reversed.  Commas separate each name.  Also, you may choose to list the first author followed by "et al." or "and others" if there are more than three authors.

Ex:    Goode, James M., and Roberta K. Tarbell, "The Outdoor Sculpture..."

Ex:    Goode, James M., Roberta K. Tarbell, and C. Q. Snowe, "The Outdoor Sculpture..."

Ex:    Weinberg, Arthur, and Lila Weinberg, "Painting in Wisconsin..."

Ex:    Zipursky et al., "American Paintings..." or Zipursky and others, "American Paintings..."

Editor or compiler --  a work is listed by its editor or compiler when no author's name appears on the title page.  These abbreviations are used: "ed." or "comp." (plural "eds." or "comps.") and follow the name, preceded by a comma.

Ex:    Wiley, Bill, ed., "American Art...."

Ex:    Swift, Carolyn, Gayle Green, and Carol Thomas, eds., "Painting in the ...."

Ex:    Harlin, William, comp., "The American ....."

Ex:    Gage, John, ed. and comp., "Art," Los Angeles: Univ. of California Press, 1980.

Authors of forewords or introductions to books by other authors, or authors of essays are often listed on title pages, but should be omitted from the bibliography entry.

Place of Publication, Publisher, Date:

If the title page of the book lists two cities with the publisher's name, the city listed first is the one to use, although it is permissible to use both.

If the place of publication is not widely known, the two letter postal abbreviation of the state name should follow it.

Ex:    Menasha, WI: Benta Publishing, 1965.

Ex:    Englewood Cliffs, NJ: Prentice Hall, (Newark Museum), 1975.


Standards for Bibliographic Citations con't.
No publisher name -- list place of publication followed by a comma, and date. 

Ex:    "Dallas Sculptour," Dallas, n.d.

Ex:    Smith, Elizabeth, "Boston Sculpture," Boston, 1980.

Ex:    "American Illustrators ," Wilmington, DE, (Delaware Art Museum), 1990.

Ex:    "Women," Raleigh, NC, (North Carolina Museum of Art), 1972.

No place of publication or publisher name -- When neither place of publication nor publisher's name appears on the title page, "N.p." may take the place of both.  In some cases you may prefer to use the date alone.

Ex:    Baldwin, William, "American Paintings," N.p. 1890.

Publisher name may be cited either in full as printed on the title page of the publication, or in an acceptable abbreviated form.  An initial "The" as well as "Inc.," or "Ltd.," following the name is generally omitted, even when the full name is cited.  The word "University" in names of university presses may be shortened to "Univ."  A place name that is part of a publisher's name, however, should always be spelled out.

Date of Publication -- The date of publication means the year of publication -- not the month, except in citations for journals.  Sometimes the date of publication may be found on the title page of a book.  More often it appears only on the copyright page and is the same as the date of copyright.

When there is no ascertainable date of publication in a printed book, "n.d." (no date) takes the place of the date in the bibliographic citation.  When the date is ascertainable, but not printed in the publication, it is enclosed in brackets.

Ex:    Hunter, R. M., "American Sculpture," New York: Harpers and Row, n.d.

Ex:    Mitches, Jane, "American Painting," Chicago: University of Chicago Press, (1990).

When no facts of publication are to be found, "N.p., n.d." (no place, no date) may be used, indicating that neither is available.

Ex:    Putnam, Paul, "Sculpture in America," N.p., n.d.

Newspaper citations:

Citation should always include: Title of the paper, Month Day, Year, and Section & page numbers, if given.  .

Ex: Toledo News, July 12, 1982, Sect. D., pg. 5.

If city name is not part of title or there could be confusion with another city's of the same title, also include City and State postal abbreviation in parentheses after paper name.

Ex:  Prairie Report (Stillwater, OK), Oct. 31, 1976, pg. 2.

Ex:  Paris Revue (Paris, TX), Dec. 12, 1950, pg. 4.

If only state known, spell out state name in full:

Ex:  Express (Oklahoma), Oct. 10, 1945, pg. 1.

Magazine citations:

Title of Journal volume number (Month/Year): pg. ##.

Ex:  Antiques 45 (April 1996): pg. 213.


STYLE TIPS SHEET 

The following "tips" might be useful to refer to when entering information in our unstructured note fields, including the 520 Subject Description and 500 Remarks.

Consult the dictionary to determine whether a compound word should be treated as a hyphenated compound (ex: full-length); one word, or two words (ex: chain saw).

Most common hyphenated words:

bas-relief

full-length

life-size
 
knee-length

Hyphenation for minority groups  (African American, Native American, Asian American)

When these words are used together as an adjective, they are always hyphenated:

Ex:  the African-American civil rights leader was born in....

When used as a noun, DO NOT hyphenate:

Ex:  the African American began his career...

Similarly, if "shaped" modifies/is followed by a noun, any preceding shape qualifiers should be hyphenated:  Ex:  the petal-shaped sculpture

Capitalize: proper nouns - names of specific persons, places and things.

Usually capitalized: names for the deity, religions, sacred books, nationalities and their languages, races, tribes, educational institutions, departments, organizations, historical movements, periods, events, documents.  Months, holidays and days are capitalized.  Seasons are not.

Bible

the allegorical figure of Justice

African American
Hispanic or Latino

Asian American
Native American

Capitalize titles when they precede proper names, but usually not when they follow proper names or are used alone:  Professor Margaret Barnes...; District Attorney Marshall...;

Since we can't underline or italicize, put in quotes: titles of books, plays, films, works of art, in addition to titles of short stories, songs, poems, essays, etc.

Numbers: may be spelled out in full or retained as numerals.

-Keep dimension measurements and commissioned dollar amounts as numerals, and don't spell out.

-When citing percent-for-art programs, use phrasing as appears on letterhead or other reporting source documentation (except always spell out percent).

For other numbers, as a general rule, you can spell out numbers of one or two words.  Use numerals for numbers that require more than two words to spell out, i.e. Two parts or the 150th celebration.   
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