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EEPA Cataloging Conventions: Item Level Records


Cataloging Conventions

Item Level Bibliographic Records

This document describes cataloging conventions for photographic materials and reflects the efforts of the Archives to establish and maintain standards in the cataloging of photographic items. Comments and criticisms from readers are encouraged and welcome. Please direct your comments to Paul Wood, Archivist, Eliot Elisofon Photographic Archives, National Museum of African Art, paulw@nmafa.si.edu.

Subfields are |a unless otherwise stated.

LDR
Leader


Record Status


=
default is “new”

When editing, select “corrected or revised”


Type of Record

=
select appropriate code


Bibliographic level

=
“m” for collection


Type of Control

=
“a” for archival


Encoding Level

=
“Full Level”


Descriptive Cataloging Form
=
“AACR2”

007
Physical Description Fixed Field 


Category


=
select appropriate code


Specific Material Designator
=
select appropriate code


Color



=
select appropriate code


Dimensions


=
select appropriate code

008
Fixed-Length Data Elements


Type of date/Publication status
=
“q” for questionable date







=
“s” for single known/probable date







=
“t” for publication & copyright date


Date1




=
Date


Place of publication


=
use for postcards in conjunction with 

a published date


Type of visual material

=
select appropriate code


Cataloging source


=
“d”

040
Office responsible for cataloging

The MARC Organization Code for EEPA is DCEEP. It is assigned by the Network Development MARC Standards Office at the Library of Congress for use in Machine Readable Cataloging (MARC) records. The code identifies our office and is published in the MARC Code List for Organizations. The first part of the code is a geographic prefix, “DC.” The last part of the code takes letters from the name of the organization, “EEP.” It is always capitalized.

040|a DCEEP |c DCEEP

a DCEEP (cataloger)

|c DCEEP  (transcriber)

043
Geographic Area Code

Geographic areas and their associated one- to seven-character codes. The codes denote the geographic area and political entity according to the MARC List for Geographic Entries. It is based on the geographic added subject field (651). Africa is denoted by “f.” It is followed by a hyphen and a two digit country code. The country code is followed by three hyphens. The last three digits are reserved for further political divisions within a country.

043|a
f-nr---  [for Nigeria]

043|a
f-ng---  [for Niger]

043|a
f-mr---  [for Morocco]

043|a
f-iv---   [for Cote d’Ivoire]

095
Alternate Item Number

Used to record image numbers from alternate numbering schemes no longer used but which may have some value. Precede with “EEPA,” i.e. EEPA 1995-30-36.

098  ​
Archival Office Identification

098|a Eliot Elisofon Photographic Archives  |bEEPA 

099
Local Control Number


Precede with EEPA, ex. EEPA 1993-010044. This is the same number as the 

Local Call Number of the item level record. However, unlike the Local Call 

Number, the Local Control Number is repeatable. 

099|a EEPA 1993-010044

099|a EEPA MG-1-8

245
Title


Use the title supplied by the photographer. When not available, provide a short 

descriptive title in brackets..

245|a Children

245|a [Group Portrait]

245|a Children |h [graphic]

245|h Medium

Use for General Material Designator (SMD). Supply the term “graphic” in brackets. A single image may be reproduced in different formats, i.e. a black and white image as a negative and a print and a slide as a slide, transparency and print. 

245|a Children |h[graphic]

245|a Man and wives |h[graphic]

245|b  Remainder of the title. 

Any title information other than the title proper. Precede with a colon.

245|​a Tananarive |h[graphic] : ​|b Batteurs de Riz​h

260|c
Date


The year of the photograph. When the date is approximate, precede the year with 

the abbreviation for circa. End the date with a period of final punctuation.

260|c Date (new standard adopted 8/1/01)

245|f Date  (old standard discontinued as of 8/1/01)

For all other date variations refer to Appendix A of Graphic Materials by Elisabeth W. Betz.

300
Physical description

Quantity and unit of measure. For a list of descriptive material designators, see appendix A. 

300|b  Other physical details

Indicates whether the image is color (col.) or black and white (b&w). Picture postcards often include colored subtitles and stamps. However, unless the postcard itself is colored, then the image is considered b&w. 

Precede the subfield with a colon.

300|c  Dimensions.

The size of the image, always height by width and in centimeters unless a standard English ruler size is used. Precede the subfield with a semi-colon. When the image is described as a slide in subfield |a, then the size is understood to be 35 millimeter and does not require cataloging.

300|a 1 photographic print : |​b b&w ; ​|c 11 x 15 cm. 

300|a 2 photographic prints : |​b b&w ; ​|c 8 x 10 in. 

300|a 1 photographic negative :​ |b b&w ; |​c 4 x 5 in.

300|a 3 photographic negatives : |b b&w ; |c 2 x 2 cm. 

300|a 1 photographic print : |​b col. ; ​|c 11 x 15 cm.

300|a 1 slide : |b col.

351
Arrangement


351|3
film, 35 mm: |a organized in envelopes; |b arranged numerically by film 



sheet


351|3
prints: |a organized in ten boxes; |b arranged numerically by image number


351|3
slides: |a organized in slide cabinet; |b arranged numerically by image 

number.


351|3
slides: |a organized one volume; |b arranged numerically by image 

number.


351|3
dupe slides: |a organized in one volume; |b arranged numerically by image 

number.


351|3
contact prints: |a organized in three volumes; |b arranged numerically by 

image number.

500
General Note - Sources

Use to note the source for the captions and supplied titles. Oftentimes, subject matter expert will assist in writing a citation for an image from the Archives.

500|​a  Title source: Archives staff, not provided by photographer.

500|​a  Title source: Postcard Caption.

500|a Title source: Photographic album.

500|​a  Citation source: Dr. Elisabeth L. Cameron, Fowler Museum of Cultural History, UCLA.

520
Summary Note

Narrative description of the scope and content of an item. Image description should include the subject, location, date and photographer. Also include any original captions in quotes. Lengthy descriptions can be divided into paragraphs among separate 520 entries.

520|​a  A Fulbe family including husband, wife and two children, Afaka village, Northern Nigeria, January of 1993. Photographed by Sujatha Pelletier. Original caption reads, "Fulani Family."

520|a.  Accompanying text reads, “….”

524
Preferred Citation of Described Material

The information and format preferred by EEPA for attribution. The citation cannot be cataloged on separate lines as a caption normally would be written. This entry is used for item level records only.

Bamana ritual chi wara dance, Mali

Photograph by Eliot Elisofon, 1971

Neg no. VIII-59, 4a.

Eliot Elisofon Photographic Archives, National Museum of African Art

Smithsonian Institution.

becomes

524|a Bamana ritual chi wara dance, Mali. Photograph by Eliot Elisofon, 

1971. Neg no. VIII-59, 4a. Eliot Elisofon Photographic Archives, National 

Museum of African Art, Smithsonian Institution.

541
Immediate Source of Acquisition Note

Source of the item. Used for items that are not received as part of a larger 

collection. Many postcards are received individually and added to the postcard 

collection.

541|​a JCB: Jean Charles Blanc |​b Paris, France ; |​c Purchase, |​d 1992

581
Publication Note

This field is used to record citations to published sources, such as exhibition or collection catalogs, that contain reproductions of items. The license number follows the publication to related the Publication to the Licensing data in field 581 since an image is often used in multiple publications.

581|a Publications containing photographic reproductions

581|x License number authorizing the publication (Non-public display)

Web Page Example:

581|a   Web page entitled, "Exploring Africa: Africa in the Classroom," 

edited by Prita Meier and produced by the Michigan State University 

International Studies and African Studies department, 2001. 

Journal Example:

581|a Levine, Lawrence W. "William Shakespeare and the American People: A Study in Cultural Transformation." American Historical Review, 89 (February 1984).

Journal Example:

581|a Converse, Philip E., Aage R. Clausen, and Warren E. Miller. "Electoral   Myth and Reality: the 1964 Election. "American Political Science Review, 59 (June 1965).

Book Example (EEPA 2074):

581|​a Brown, David. "Kings, Queens, and Warriors," Chicago: University of Chicago Press, 2002. |xLL02-0081

CD-Rom Example (EEPA 16364):

581|​a  CD-Rom entitled, "World History: The Human Experience 2002," produced by Glencoe McGraw-Hill Publishers, 2002. |xll02-0168

Television Commercial Example (EEPA 1493):

581|a Television commercial produced by Jerry Roache Direct in conjunction with Smithsonian Magazine to advertise membership in the Smithsonian Institution, 2001. 

581|3 Materials specified. Enter the location within the publication where the image is found, whether is be a page number or URL.
581|3 Chapter 3, p. 112.

581|3 http://exploringafrica.matrix.msu.edu/index.html
581|3 www.glencoe.com
583
Action Note

Use this field to record cataloging, translating and editing of the bib record.  

583|​a  Cataloged; |​k Paul Wood; ​ |c 2000/09/19.

583|a  Cataloged; |​k Yu-Ra Jung;​ |c 2001/04/26.

583|​a  Edited; |​k Paul Wood;​ |c 2001/07/19.

583|​a  Translated;​ |k Gita Rao;​ |c 2001/04/26.

Also use this field and to record the reproduction agreements and products in

which the image was used.

583|​a  Exhibit;​  |b LL99-0304;​ |k Paul Wood; |​c 1999/11

583|​a  Book; |​b LL00-0080; |​k Paul Wood; |​c 1999/11

583|​a  Reference copy;​ |b LL01-0046;​ |k Scott Cheshier;​ |c 2001/09/25

583|​a  Webpage;​ |b LL02-0003;​ |k Scott Cheshier; |​c 2001/10/02

583|​a  CD-Rom;​ |b LL02-0168;​ |k Liesl Dana; |​c 2002/05/15

583|a  Poster; |b LL03-0072; |k Liesl S. Dana |c 2003/04/15

585
Exhibitions Note

A citation to an exhibition where the described materials have been shown.

585|a "Visions of City & Country: Prints and Photographs of Nineteenth-Century France," organized by Worchester Art Museum and the American Federation of Arts, 1982.

585|a Centre de Cultura Contemporania de Barcelona:  “Requiem for a Staircase,” 23 October 2001 through 27 January 2002.

590 Physical condition

655
Form/genre 
AUTHORITY CONTROLLED
695 Culture
AUTHORITY CONTROLLED
Follow culture terms with (African peoples), i.e. Yoruba (African peoples)

710
Studio Name
AUTHORITY CONTROLLED
852
Location, of Archives


852|b Sublocation


852|e Address

852|​a Smithsonian Institution, |​b National Museum of African Art, Eliot Elisofon Photographic Archives,​ |e 950 Independence Avenue, S.W., Washington, DC  20560-0708

901
Locally Defined Thumbnail. Enter the following if no image is immediately scanned.

901|a http://sirismm.si.edu/siris/blank.gif
Appendix A: EEPA Most Frequently Used Material Designators

Material designators are used to describe archival and library materials.  Use EEPA preferred terms from the last column. For cross reference, the sources for the terms are listed below. 

Anglo-American Cataloging Rules, 2nd ed. (AACR2) describes two types of material designators, General and Specific. General Material Designators (GMD) refer to a broad class of materials to which an item belongs. Specific Material Designators (SMD) refer to a specific class of materials to which an item belongs. The Prints and Photographs Division of the Library of Congress began using “photographic print” in place of photoprints in 1993, as published in its 2nd edition of Descriptive Terms for Graphic Materials (DMGPC). 

Charts refer to topographical drawings using latitudinal and longitudinal lines for reference. Maps are topographical drawings which do not use latitudinal and longitudinal lines for reference. Maps often use grid lines based upon magnetic and true north.

	MATERIAL DESIGNATOR
	AACR2 GMD
	AACR2 SMD
	Betz

SMD
	Betz

GMD
	DMGPC (LC)
	EEPA

Uses

	Chart
	X
	X
	
	
	-
	X

	Collage
	
	
	X
	
	
	

	Drawing
	
	
	X
	
	
	X

	Filmstrip
	X
	X
	
	
	-
	

	Graphic
	
	
	
	X
	
	X

	Map
	X
	-
	
	
	-
	X

	Negative
	
	
	X
	
	
	X

	Painting
	
	
	X
	
	
	

	Photograph
	-
	X
	
	
	-
	

	Photographic negative
	-
	-
	
	
	-
	

	Photographic print
	-
	-
	
	
	X
	X

	Photomechanical reproduction
	
	
	X
	
	
	

	Photonegative
	
	
	X
	
	
	

	Photoprint
	
	
	X
	
	
	

	Print
	
	
	X
	
	
	

	Postcard
	-
	X
	
	
	-
	X

	Slide
	X
	X
	X
	
	-
	X

	Sound recording
	X
	-
	
	
	-
	

	Stereograph
	-
	X
	
	
	-
	X

	Study print
	
	X
	
	
	
	

	Text
	X
	-
	
	
	-
	

	Transparency
	X
	X
	X
	
	-
	X

	Videorecording
	X
	-
	
	
	-
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