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1A. Preliminary rule

1A1. Prescribed punctuation
 

For instructions on the use of spaces before and after prescribed punctuation, see 0E.

Do not use square brackets for devised titles.

Precede each unit of other title information by a colon.

Precede the material type by a colon.

Precede the first statement of responsibility by a diagonal slash.

Precede each subsequent statement of responsibility by a semicolon.

1A2. Sources of information

The prescribed source of information for the title and statement of responsibility elements is the manuscript itself, reliable information from the manuscript’s housing or its accompanying documentation, or any reliable reference source concerning the manuscript.

1A3. Form and order of information

The title is the first element of the description.

1A3.1. Items without a formal title
1A3.1.1. For a bibliographic description of a manuscript without a formal title, there is no prescribed form or order of information. Devise a title that accurately identifies the item (see 1B).

Esther Waters fragment

Deed of property to Samuel Mather

1A3.1.2. For an archival description of a manuscript without a formal title, there is no prescribed form or order of information. Devise a title that accurately identifies the item, either at a single level or within the context of a multilevel description such as a finding aid (see 1B).

Francis John Baker Boer War diary

(Comment: title in a single level description)

Rubenstein, Harry, textile patent and letter on Rubenstein relations

(Comment: Title in a multilevel description)

1A3.2. Items with a formal title

1A3.2.1. For a bibliographic (ISBD) description of a manuscript with a formal title, transcribe the title and statement of responsibility in the form and order in which it is presented in the source (see 1C), unless instructed otherwise by specific rules. 

Histoire de la famille Bonheur jusqu'au 1849

(Comment: formal title from title page)

1A3.2.2. For an archival (ISAD(G)) description of a manuscript with a formal title, transcribe the title in the form and order in which it is presented in the source (see 1C), unless the information is reflected at a higher level of the description.

Our town, second script

(Comment: formal title from title page)

1B. Devised title

1B1. General rule. For manuscripts without a formal title (for formal titles, see 1C), devise a brief title, in the language and script of the cataloging agency, that concisely characterizes the item being described while containing sufficient information to identify the item. Avoid creating the appearance of a formal title whenever possible. Make a note that the title is devised, if considered important, and/or to avoid ambiguity as to the source of the title. Do not enclose the devised title in square brackets. 

In devising a title, the exact order of the components listed below is not prescribed, but required components normally precede optional components, unless the rules for correspondence, legal documents, or verse instruct otherwise (1B2-1B4). Phrase the devised title so as to avoid ambiguity.

The following are required components:

· Form or genre (e.g., diary, sermon, account book, play)
· Creator, if known

Diary of John Ward 

Henry Miller account book
Sermon
The following are optional components, but are strongly recommended if the required components do not provide sufficient information to identify the item (for optional and required components for correspondence and legal documents, see 1B2-1B3):

· Subject or other distinguishing feature of material

· Place of creation

· Date of creation
 (for formulation of dates, see 4C)
Libbie Maltbie scrapbook about Alaska vacation, 1909

or Scrapbook of Libbie Maltbie about Alaska vacation, 1909

Field diary in Russia, 1812 February 4-1813 October 1

Minute book of the I Don’t Know Debating Society, London, England, 1894-1899

Newspaper cuttings on the Victoria Theatre, London ???

Sermon on the death of Lord Sherrard, 1700

Sermons written at Bexley and delivered at Bexley and Fairford, 1719-1736.

Play about the English civil war, circa 1650

John Mortimer article about Broadwater Farm Riots and Errol Ellis-Carr ??

Optionally, include the word “untitled” in the title statement if there is potential ambiguity about whether the title is authorial or cataloger-supplied. 

Untitled account of growing up in Iowa by Tabitha Stennett (or, Tabitha Stennett untitled account of growing up in Iowa), 1905 

Untitled treatise on Catholic view of heresy and miracles, 1610
Untitled comedy by Thornton Wilder 

Untitled short story about dogs

1B2 Correspondence (including petitions)

The following are required components:

· Form (e.g., letter, postcard, email, petition) 
· Creator(s) (or petitioner(s)), if known

· Recipient(s), if known

· Date(s) of creation, if known (for formulation of dates, see 4C)

EXAMPLE WITH DISTINGUISHING TIME OF DAY, INCLUDING COMMENT AND SEE REFERENCE TO 4C2.1

Letter from Charles Rollin Butler to his parents, 1853 July 14

John Cournos letter to Alfred Kreymborg, 1921 June 6

Letter from David Garrick to Albany Wallis, 1768 April 21 

Brigham Young letter to an unidentified recipient, 1864 May 24

Petition from residents of the western division of the proposed territory of Arizona to the President of the United States, circa 1863

Miners petition, 1853

Petition to President Johnson, 1865 June 18

The following are optional components:

· Creator’s address or place of writing, if known. Record the address or place in the briefest form that clearly distinguishes the item from other similar items; transcribe the full address in a note, if considered important

· Recipient’s address, if known. Record the recipient’s address or place in the briefest form that clearly distinguishes the item from other similar items; transcribe the full address in a note, if considered important
· Subject or other distinguishing feature of material

FIND EXAMPLE FOLLOWING FORM “FIRST NAME LAST NAME LETTER TO…”

Letter from Peter Garrick, Lichfield, to Mrs. Garrick, Adelphi, Strand, London, 1793 October 30

Letter from an unidentified British officer about Wayne's campaign, 1794 March

Petition from Fernando del Valle for land in Texas, 1869 April 9

Oneida Nation petition to Jasper Parrish, 1816

Petition from Rebecca Eames, Salem prison, to Sir William Phipps, Governor of Massachusetts, 1692 December 5

Letter from William Winter, New Brighton, Staten Island, to Richard Aldrich, Barrytown-on-Hudson, New York, 1909 September 18

Note: Addressed from “#17 Third Avenue, New Brighton, S.I.” 

1B3. Legal documents
The following are required components:  

· Form of document (bond, contract, deed, etc.). See Appendix F for uniform titles for laws, proclamations, or treaties. 
· Major parties and/or jurisdiction(s), if known

· Date(s) of creation, if known (for formulation of dates, see 4C)

Indenture between Roger L'Estrange and William Tuck

Contract between Thomas L. McKinney and J.T. Bowen 

The following are optional components:

· Occasion of document

· Place of creation and/or jurisdiction

Arrest warrant for Enoch Greenleaf, 1717 December 18
Inventory of the goods and chattels of Sarah Birch

Proceedings in the House of Commons and the Earl of Bristol's speech

Treaty of peace between the United States and the Delaware Nation, 1778

Last will and testament of Pietro Biagio

Deed of purchase by Mme. de Pompadour of a house in Passy in Paris, 1761 January 23

Indenture between Stephen Van Rensselaer and Elisha Berry, Jr. about the sale of a plot of land, 1787 November 6
Subsidy roll for Buckinghamshire, England, 1603

NEED EXAMPLE WITH JURISDICTION

NEED EXAMPLE WITH PLACE OF CREATION

1B4. Verse. For a single poem, song, hymn, or other work in verse that lacks a formal title, use as the title proper the first line of the text. Make a note on the source of the title.

Dear friend, thou may'st confide

Note: Title from first line of poem

Oh God! whose dread and dazzling brow

Note: Title from first line of hymn

1B5. Manuscript known by a nickname in reference or other sources. If a manuscript is known by a nickname that is readily available from reliable reference sources, use that name in the title proper, adding required components as necessary (see 1B1). However, if the nickname is misleading or not sufficiently descriptive, devise a title and provide the nickname as an additional access point (see Appendix F). Make a note on the source of the title, if considered important. 

Zimmermann telegram

or Telegram from Arthur Zimmermann, German foreign minister, to Venustiano Carranza, president of Mexico, 1917 January 19

(Comment: Commonly known as the “Zimmermann telegram” but can also be treated according to rules for correspondence (see 1B2) to provide a more useful title)

Trevelyon miscellany

(Comment:  Commonly known as “Trevelyon commonplace book,” a misleading former nickname)

Three morality plays

or Macro manuscripts of three morality plays
 (Comment: Commonly known as “Macro manuscripts” and “Macro plays” in reference to Cox Macro, former owner)

Ten poems by William Blake

or Pickering manuscript of ten poems by William Blake
 (Comment: Commonly known as the “Pickering manuscript” in reference to the name of the bookseller; required form and author components added)
1B6. Manuscript containing two or more works lacking a collective title

If a manuscript contains two or more works and lacks a collective title, devise a brief descriptive title in the language and script of the cataloging agency that concisely characterizes the item being described. Give more detailed information about the contents in a note, if considered important.

Collection of anti-Catholic prose works

(Comment: Volume containing seven short pieces, all untitled)

Talks on arms and ammunition

(Comment: Volume contains a number of untitled talks)

1C. Formal title – need good definition for formal title (nascent definition in glossary)
[Somewhere in this section TBD need to make a cross-reference to 1B5.2 (nicknames)]

1C1. Preliminary rule of formal titles

1C1.1. Sources of information. A formal title typically appears on the manuscript's title page, colophon, or caption. It may also appear elsewhere in the manuscript or in accompanying material, including housing; or in reference or other sources. Use titles that appear on the manuscript’s title page, colophon, or caption, in that order of preference. Absent a title in these locations, use titles that appear elsewhere in the manuscript or in accompanying material, including housing, or in reference or other sources, in that order of preference. Make a note on the source of the formal title (title page, docket title, reference source, etc.), if considered important.
1C1.2. Transcription. Transcription is required only for formal titles that appear on the title page, colophon, or caption (for instances when transcription is not appropriate, see 1C1.2.4). Use judgment as to whether to transcribe or paraphrase titles from other sources. When transcribing the title, do so exactly as to wording, order, and spelling, but not necessarily as to punctuation or capitalization. If the title information is in a script or hand later than the main body of text of the manuscript, make a note, if considered important.

NEED EXAMPLES

1C1.2.1. Omission of pious invocations, etc. If transcribing a formal title, omit, without using the mark of omission, information that constitutes non-title information. Such information may include pious invocations, quotations, devices, announcements, epigrams, mottoes, dedications, statements of patronage, etc. (see 0GX.X). Transcribe or describe this kind of information in a note if it is considered important. If such information is a grammatically inseparable part of one of the elements of the title and statement of responsibility area, however, transcribe it as such. If such information constitutes the only information available, devise a title (see 1B1).

1C1.2.2. Abbreviations or omissions in formal title. If the formal title contains abbreviations or omits parts of key words, transcribe the title as it appears. For instructions on providing additional title access for the expanded form of the title, see Appendix F.

Epigram On Sir M---ke W---ls receiving three letters by the same post acquainting him with the death of his wife, mistress and favourite horse

Vita del molto rev.do padre Fra Girolamo Savonarola

State of the journals of the House of Commons from Edw. VI to 10 Geo. IV

1C1.2.3. Pre-modern or irregular spelling, or misspelling in formal title Transcribe the title as it appears. Provide an additional access point for the modern or corrected spelling of the title (see Appendix F) if the spelling of the manuscript's formal title renders the meaning of the title obscure, or if the manuscript could reasonably be expected to be searched under the title's modern or correct spelling. 

Examples needed
1C1.2.4. When transcription is not appropriate
1C1.2.4.1. If the formal title is illegible, inaccurate or misleading in any of the sources listed in 1C1 do not transcribe it. Instead, devise a title (see 1B).

NEED EXAMPLES

1C1.2.4.2. If a formal title is struck out or partially illegible, use judgment as to whether to devise a new title or use the existing title. If devising a title, make a note indicating the presence of a formal title, if considered important. (For additional notes to make concerning titles, see 7X.)

FIX EXISTING EXAMPLES TO REFLECT PROPER DCRM WORDING

FIND ENGLISH LANGUAGE EXAMPLES OF TITLES THAT ARE:

ILLEGIBLE

MISLEADING

INNACURATE TITLES

Need new examples (English)

Reise von Saint-Louis nach dem “Fort Gibson” im “Indian Territory, Che-rokee Nation,” und von dort weiter ... im Sommer 1850

Optional note: Words following “von dort weiter” are illegible 
NEED A BETTER EXAMPLE OF A TRUE PARTIAL TITLE, IN ENGLISH, WHERE EITHER CHOICE WOULD BE WORKABLE

Kipling scrapbook

Optional note: Spine title reads: Kipling, the end

(Comment: Item is the last in a series of scrapbooks of newspaper clippings concerning Rudyard Kipling)

1C2. Title proper

1C2.1. Words considered part of the title proper. The title proper is the first element of the formal title. (For sources of information for the title proper, see 1C1.1.) Title information preceding the chief title is considered part of the title proper. If the chief title is preceded or followed in the source by other elements of information, transpose these elements to their appropriate areas in the description (or give them in a note) unless case endings would be affected, the grammatical construction of the information would be disturbed or the text is otherwise grammatically inseparable from the title proper. In the latter cases, transcribe the information as part of the title proper. Make a note to indicate the original position of transposed elements in the source, if considered important.

ENGLISH EXAMPLE FIRST

Geruasij Tilberiensis, De necessarijs scaccarij obseruantijs, dialogus

NEED EXAMPLES with apostrophe, like “William Shakespeare’s complete works” [chief title would be “complete works”]

1C2.2. Alternative title. Transcribe as part of the title proper alternative titles from the title page, colophon, or caption. For instructions on providing additional title access for alternative titles, see Appendix F.

The frolick's, or, The lawyer cheated

L'adoption, ou, La maçonerie des dames

1C2.3. Title proper with supplementary or section designation or title.

1C2.3.1. If the title proper for a work that is supplementary to, or a section of, another work appears in two or more grammatically separable parts, transcribe the title of the main work first, followed by the designation(s) and/or title(s) of the supplement(s) or section(s) in order of their dependence. Separate the parts of the title proper by periods. If considered important, make a note to indicate the original position on the title page of any transposed elements.

Lady Windermere's fan. Act III

Leben und Schicksale des Weibes. 1. Das entweihte Weib

Faust. The second part

The Bible of Amiens. Chapter III, The lion tamer
1C2.3.2. If the part information does not appear on the item, but can be inferred (as in the case of some fragments, or works whose chapter or part divisions were named subsequent to the version in hand), supply the part information in a note. Do not supply the part information in the title. 

1C2.4. Abridgments of the title proper.
1C2.4.1. General rule. Abridge a long title proper only if it can be done without loss of essential information. Do not omit any of the first five words. Indicate omissions by the mark of omission. Transcribe the remainder of the title in a note, if considered important.

A list of the principal of Mr. Wright’s historical pictures and landscapes ...

Optional note: Title continues: arranged nearly in the order in which they were painted, with the names (in many instances) of the persons for whom they were painted

A remonstrance deliuered to His Maiestie in writinge ...

Optional note: Title continues: after the inhibicon given by him to the Lower Howse of Parliament as well by word of mouth as by tres not to proceede in examyninge his right to impose without assent of Parliament

Catalogue of the works of the periodical essayists of the 18th century ...

Optional note: Title continues: taken from the lists compiled by John Nichols (published in his Literary History of the 18th century) compared with Drake’s list with additions & corrections

1C2.4.2. Abridgment of alternative title. If the title proper contains an alternative title, do not omit any of the first five words of the alternative title.

ENGLISH EXAMPLE

Scuta scutarum, or, The geographie and armes of the empires, kingdomes, principalities ... and free-estates ... of Europe, as also the Orders of Knighthood

Clavicula Salomonis, seu, Occulta occultorum id est orationes semiforas liber ...

Optional note: Title continues: de secretis secretorum mundi septem altitudines et de duodecim altitudinibus Salomonis

1C2.5. Title proper from title page, colophon, or caption

1C2.5.1. General rule. Transcribe the title proper from the manuscript’s title page, colophon, or caption, in that order of preference, according to the instructions in 1C1.2. Transcribe the title exactly as to wording, order, and spelling, but not necessarily as to punctuation or capitalization. If the title information is in a script or hand later than the main body of text of the manuscript, make a note, if considered important.

Sketches from the uncivilized races of men

Complot d'Arnold et de Henry Clinton contre les Etats Unis

Voyage of the embassy of the Dutch East India Company to the Emperor of China in the years 1794 and 1795

Histoire de la famille Bonheur jusqu'au 1849

Institutiones philosophicae in Collegio St. Edmundi Duaci

FIND 20TH CENTURY EXAMPLES

1C2.6. Title proper from elsewhere in the manuscript or from accompanying material

1C2.6.1. General rule. If there is no title page, colophon, or caption, but a title proper appears elsewhere in the manuscript or in accompanying material, including housing, treat it as a formal title. Use judgment as to whether to transcribe the title (1C1.2) or to paraphrase it, taking into consideration the title’s utility and accuracy, whether the work is commonly known by a certain title, and reliable reference sources, if any. Make a note on the source of the title, if considered important. Also, if considered important, make a note if the title information is in a script or hand later than the main body of text of the manuscript.

NEED EXAMPLE

1C2.6.2. If the manuscript bears several different titles in different places, none of which is the title page, colophon, or caption, treat as a formal title the one that is the most prominent, the most descriptive of the work, or the earliest title if the others were clearly added later. Make a note about any of the other titles present, if considered important.

Duke of Manchester's manuscript of the House of Commons, 1621

Optional note: Spine title: Manchester ms. Commons 1621

The development of governmental forest control in the United States

Optional note: Cover title: Original manuscript of The development of governmental forest control in America

1C2.7. Title proper from reference or other sources. 
If a title proper is not present or legible on the manuscript or in accompanying material, but a title is readily available from reliable reference sources, treat that title as a formal title. Make a note that the title is not present on the manuscript. Also make a note citing the source of the title, if considered important. 
I have a dream speech
Note: Manuscript is untitled; title from first printed edition
1C3. Other title information
1C3.1. Order and source of other title information. Transcribe other title information in the order indicated by the sequence on, or layout of, the source.

That same poor man : a romance

Die Wredows, oder, Berliner Mysterien : Criminal-Roman in zwei Abtheilungen und sechs Buchern

Emilia Galotti : ein Trauerspiel, in fünf Aufzügen

A memorial of respectful affection : a compilation of all the records relating to Her Royal Highness Charlotte Augusta, Princess of Wales

New and curious treatises on coffee, on tea, and on chocolate : a work equally necessary to physicians, & to all those who care for their health

News from nowhere, or, An epoch of rest : being some chapters from a Utopian romance

Christmas carol in prose : being a ghost story of Christmas

1C3.2. Other title information beginning with prepositions, conjunctions, etc.
1C3.2.1. Transcribe title information that appears following the title proper as other title information, even if it begins with a preposition, conjunction, prepositional phrase, etc.

A collection of curious & important questions in natural and revealed religion : with the solutions by the most eminent divines and others

Supernatural & natural philosophy : to which is added, a small tract of geography

1C3.2.2. If this other title information appears following the statement of responsibility, treat it as a subsequent statement of responsibility.

NEED EXAMPLE
1C3.3. Abridgment of other title information

Optionally, if other title information is very lengthy and can be abridged without loss of essential information, omit less important words or phrases, using the mark of omission. If considered important, transcribe omitted words or phrases in a note.
NEED A BETTER EXAMPLE OF TITLE WHERE LESS IMPORTANT WORDS ARE OMITTED USING MARK OF OMISSION

Opinions of various nations concerning [th]e Supreme Being ...

Title on item: Opinions of various nations concerning ye Supreme Being : & [th]e worship due to Him, the immortality of ye soul, a state of future rewards & punishments, an account also of their philosophy & morality

1C3.4. Other title information with grammatically inseparable elements

If the other title information includes a statement of responsibility or an element belonging to another area, and the element is a grammatically inseparable part of the other title information according to one or more of the conditions enumerated in 1C2.1, transcribe it as other title information.

REMOVE THIS RULE IF NO MS. EXAMPLE CAN BE FOUND

NEED MANUSCRIPT EXAMPLE

Constitutiones legitime seu legative regionis Anglicane : cum subtilissima interpretatione Johannis de Athon

(Comment: Statement of responsibility transcribed as part of other title information because of genitive case ending)

1D. Material type (physical, creative, and intellectual status of manuscript)

1D1. General rule. For bibliographic (ISBD) records, record material type information as other title information. This information follows all other title information, but precedes the statement of responsibility, if one exists. For multi-level archival (ISAD(G)) descriptions, this information may be omitted, if considered redundant. Precede the material type element by a colon. Consult Material Types Appendix to determine which term or combination of terms is appropriate for describing the material type. Use some or all of the following components as appropriate, but always include at least the method of production and, if applicable, the method of reproduction, whether it be manuscript, mechanical, photographic, or digital:

· method of production (e.g., manuscript, typescript, printout) (see 1D1.1)

· method of reproduction (e.g., copy, fair copy, photocopy, mimeograph, facsimile, microfilm, digital reproduction) (see 1D1.2)

· autograph status (e.g., autograph, signed, initialed) (see 1D1.3)
· status of manuscript within creative process (e.g., draft, revised draft, galley proof, synopsis, outline) (see 1D1.4)

· physical or intellectual state of completion or intactness (e.g., fragment, unfinished, incomplete) (see 1D1.5)
1D1.1. Method of production. Record the method of production of the item. Reserve the term “manuscript” for handwritten items. Consult Material Types Appendix to determine which term is appropriate.

California nerve remedy : manuscript

Descriptions of buildings in Sacramento, California : typescript

1D1.2. Method of reproduction. Record the method of manuscript, mechanical, photographic, or digital reproduction, if applicable. If the item is a handwritten or typewritten copy, include the word “copy” as part of the material type element. If the copyist of a manuscript copy is known, make a note, if considered important. 

Apply this rule to facsimile publications only if the publication information is lost or unknown. For facsimile reproductions with publication information, refer to AACR2 or DCRM(B).

Forgery of Shakespeare's signature by William Henry Ireland : facsimile of manuscript

Isabella, or, The pot of basil : manuscript copy

Optional note: In the hand of Richard Woodhouse

1D.1.3. Autograph status. Record that the manuscript is in the creator’s hand using the term “autograph.” Also record if it is signed or initialed by the creator.

Legal brief by Abraham Lincoln : autograph manuscript

Letter from Charles Emerson Cook, New York City, to Viola Allen : typescript signed

Epilogue : autograph manuscript signed

Dear friend, thou may'st confide : autograph manuscript

1D1.4. Status of manuscript within creative process. If known, record the particular stage in the creation process.

Who’s afraid of Shakespeare? : corrected typescript 

The ambassadors : manuscript outline

Eyeless in Gaza : typescript synopsis, with autograph corrections

Our Town : first full script, Act II missing

Note: Title from annotation by Isabel Wilder

The Bridge of San Luis Rey : galley proof, with autograph corrections and annotations

Oh! my lonely, lonely, lonely pillow! : autograph manuscript, fair copy

The story of King Alfred : galley proofs

1D.1.5. Indication of state of completeness or intactness. Record that the item is a fragment, incomplete, or unfinished, if applicable. Consult Material Types Appendix to determine which term is appropriate.

Letter from Isabella Lucy Bird to Mrs. Macfie : autograph manuscript signed, fragment

Journal containing receipts and payments of George Garrick : incomplete manuscript

Treatise on herbs and fruits : manuscript fragment

Swinburne's poems & ballads : a criticism : autograph manuscript signed, fragment

Edward III : manuscript copy, fragment

Flora of Shakespeare : unfinished manuscript

1D1.5.1. If the title statement includes a part designation for a larger work (e.g., acts 1 and 2), note the state of incompleteness only if the parts themselves are incomplete.

Macbeth. Act 1, scene 5 : manuscript copy, fragment

Note: Excerpt copied and signed by Julia Marlowe Sothern

or Excerpt from Macbeth signed by Julia Marlowe Sothern : manuscript

Note: Quote of Lady Macbeth from act 1, scene 5

1E. Statements of responsibility

1E1. General rule. Record a statement of responsibility in this area only when it appears with a formal title on a title page, colophon or caption. For instructions on how to record creator information from a source other than a title page, colophon or caption, see 1E15. Do not treat a creator’s signature as a statement of responsibility.

1E2. Transcription of statements of responsibility

1E2.1. Transcribe statements of responsibility in the form and order in which they appear.

NEED “NORMAL” STATEMENT OF RESPONSIBILITY EXAMPLE

Stories for Miss Cecilia Charlotte Esther Burney, aged five years : manuscript  / written by Sophia Burney ; printed by Frances Burney

(Comment: “Printed” refers here to the non-cursive style of handwriting)

An inventory of sundry effects, the property of the late Rt. Honble. Lord Byron, taken July 31st 1824 : manuscript copy / prepared by William Fletcher

Memoires présentez au roy de France : manuscript / par les députez au Conseil royal de commerce
De gelijkenis der wijze en dwaze maagden : calligraphic manuscript / geschreven door Dick Dooijes

1E2.2. If the name(s) of the person or persons in the statement of responsibility is abbreviated, unclear, or known to be a pseudonym, make an explanatory note.

The frolick's, or, The lawyer cheated : an new comedey, the first coppy : manuscript / written by Mrs. E.P.

Note: Manuscript by Elizabeth Polwhele

Medea : a tragedy from the Greek : autograph manuscript / by a non-Togalus student who attended the private Greek class, Session MDCCXCV-VI

Note: By Thomas Campbell

Charles Dickens at home : autograph manuscript / by his daughter

Note: By his daughter Mamie Dickens

Arthuriana, or, Odds & ends : being a miscellaneous collection of pieces in prose & verse : autograph manuscript signed / by Lord Charles A.F. Wellesley

Note: Charlotte Bronte used the pseudonym Lord Charles Wellesley for her juvenile works

1E2.3. Make a note if the statement of responsibility is struck out, or written in a different hand from the rest of the manuscript.

NEED EXAMPLE

1E2.4. If the statement of responsibility is partially or wholly illegible, transcribe as much of the statement as is legible in the statement of responsibility element, and indicate lacunae with the mark of omission. Make a note explaining the omissions.

NEED EXAMPLE

1E3. Transposition of statements of responsibility 

If a statement of responsibility precedes the formal title in the source, transpose it to its required position unless it is a grammatically inseparable part of the title proper according to one or more of the conditions enumerated in 1C2.1. When transposing the statement of responsibility, do not use the mark of omission.

NEED EXAMPLE OF A SITUATION WHERE WE DO TRANSPOSE IT; THESE ARE ALL EXAMPLES OF THE EXCEPTION RATHER THAN THE MAIN RULE

Francisci Petrarchae Septem psalmi poenitentiales

Goethes Briefwechsel mit einem Kinde

Dr. Bargrave’s account of himself from the MS C C C

1E4. Single statements of responsibility with two or more names

1E4.1. If a single statement of responsibility contains the names of two or more persons or corporate bodies, transcribe all names as a single statement, regardless of whether they perform the same function or different functions. [THIS IS DCRM(G) NOT DCRM(B) WORDING, check if OK]

The ascent of F6 : manuscript / by W.H. Auden and Christopher Isherwood

Universa philosophiae elementa ordine naturali exposita et ad usum scholarum accomodata ... : manuscript / omnia scripsit Joannes Antonius Lavoisier auditor Ludovici Benet

Note: Notes on lectures by Louis Benet on philosophy and science at Paris, taken by Jean-Antoine Lavoisier

1E4.2. If a respondent and praeses are given for an academic disputation, treat both names and the words indicative of their function as part of a single statement of responsibility (unless grammatically inseparable from the title proper or other title information).

NEED EXAMPLE

1E5. Omission of names in statements of responsibility [suggest on Style Guidelines wiki changing to “Abridgement of statements of responsibility” to clarify who is performing the omission]
When a single statement of responsibility names more than one person or corporate body performing the same function or with the same degree of responsibility, transcribe all the names mentioned in the form and order in which they appear. Optionally, if the responsible persons or bodies named in a single statement are considered too numerous to list exhaustively, all after the third may be omitted. Indicate the omission by the mark of omission and supply “and others” in square brackets.

Notes on trigonometry and the theory of equations : manuscript / by Profrs Oliver, Wait and Jones

Robinson Crusoe : burlesque : typescript / by H.T. Byron, W.S. Gilbert, T. Hook, H.S. Leigh, Arthur Sketchley, and “Nicholas”

or Robinson Crusoe : burlesque : typescript / by H.T. Byron, W.S. Gilbert, T. Hook ... [and others]

1E6. Two or more statements of responsibility

If there are two or more statements of responsibility, transcribe them in the order indicated by the sequence on, or by the layout of, the title page, colophon, or caption. If the sequence and layout are ambiguous or insufficient to determine the order, transcribe the statements in the order that makes the most sense.

An almanac of twelve sports : autograph manuscript / by William Nicholson ; words by Rudyard Kipling

L'innocence opprimee, ou, Défense de Mathurin Picard, curé de Mesnil-Jourdain ... : manuscript / par M. Laugois, successeur immédiat dudit Picard, dans la curé de Mesnil-Jourdain ; ouvrage qui n'a jamais été imprimé et extrait sur l'original, par M. Chemin, curé de Tourneville

Poems : corrected proofs / by Walt Whitman ; selected and edited by William Michael Rossetti

Traité de logique : autograph manuscript  / redigé d'après le cours de philosophie de M. Gergonne, Doyen de la Faculté des sciences de l'Académie de Montpellier ; avec des notes par J. Mill
1E7. Terms of address, etc., in statements of responsibility

Include titles and abbreviations of titles of nobility, address, honor, and distinction that appear with names in statements of responsibility.

A thought on death : manuscript / written by Mrs. Barbauld in her 90th year

La Pucelle d'Orleans : poeme heroe-comique : manuscript / par Mr. de Voltaire

A monody to the memory of the Right Honourable the Lord Collingwood : manuscript copy / by Lady Champion de Crespigny


1E8. Qualifications in statements of responsibility

Qualifications such as initials indicating membership in societies, academic degrees, and statements of positions held may be omitted from the statement of responsibility, using the mark of omission, unless:

the qualifications are necessary grammatically

or
the qualifications are necessary for identifying the person or are useful in establishing a context for the person’s activity (initials of religious orders, phrases, or adjectives denoting place names, etc.)
or
the statement of responsibility represents the author only by a pseudonym, a descriptive phrase, or nonalphabetic symbols.

Phrenological character of Oliver Wendell Holmes : manuscript / by L.N. Fowler, professor of phrenology

Quaestio proemialis in Physicam Aristotelis : manuscript / auctore R.P. Paulo Bombino ... ; excipiebat Romae F. Ioannes Haberbosch

Report on Santa Fe electrification : typescript copy / by P.M. Lincoln, electrical engineer

Be still, my fears, suggest no false alarms : autograph manuscript, fair copy / R. Hurd, M.A., Fellow of Emmanuel College

NEED PSEUDONYM EXAMPLE

The Corsair in the war zone : typescript / by Ralph D. Paine ...

(Comment: Title page reads: by Ralph D. Paine, author of ‘The Fighting Fleets’)

1E9. Ambiguous statements of responsibility

If the relationship between the title of a work and the person(s) or body (bodies) named in the statement of responsibility is not clear, make an explanatory note.

Systematic lectures on midwifery : Surgeon's Hall, Edinburgh, summer session : manuscript / by Dr. Berry Hart

Note: Manuscript notes of Sutherland Simpson on lectures given by Dr. Hart

1E10. Statements of responsibility and titles in more than one language or script

1E10.1. If there are titles in more than one language or script, but only a single statement of responsibility, transcribe the statement of responsibility after all the title information.

NEED EXAMPLE

1E10.2. If there are both titles and statements of responsibility in more than one language or script, transcribe each statement of responsibility after the title proper, parallel title, or other title information to which it relates. If any of these titles lack a matching statement of responsibility, transcribe the information in the order indicated by the sequence on, or by the layout of, the title page, colophon, or caption.

NEED EXAMPLE

1E11. Nouns and noun phrases

1E11.1. Treat a noun or noun phrase occurring in conjunction with a statement of responsibility as other title information if it is indicative of the nature of the work.

Dr. Johann Faust : Volksschauspiel : manuscript / vom Plagwitzer Sommertheater

The frolick's, or, The lawyer cheated : an new comedey, the first coppy : manuscript / written by Ms. E.P.

NEED BETTER EXAMPLE

1E11.2. If the noun or noun phrase is indicative of the role of the person(s) or body (bodies) named in the statement of responsibility rather than of the nature of the work, treat it as part of the statement of responsibility.

A Christmas carol in prose : being a ghost story of Christmas : autograph manuscript / by Charles Dickens ; the illustrations by John Leech

1E11.3. In case of doubt, treat the noun or noun phrase as part of the statement of responsibility.

1E12. Persons or bodies not explicitly named in statements of responsibility

Transcribe a statement of responsibility as such even if no person or body is explicitly named in that statement. In general, such statements will contain words like “translated,” “edited,” “compiled,” etc.

Detection of the doeings of Marie Queene of Scottes touching the murther of her husband ... : manuscript copy/ translated out of the Latten which was written by G.B.

Faust. The second part : a tragedy : manuscript / translated in the original metres

1E13. Statements of responsibility with grammatically inseparable elements

If the statement of responsibility includes information belonging to another area, and the information is grammatically inseparable from the statement of responsibility according to one or more of the conditions enumerated in 1C2.1, transcribe it as part of the statement of responsibility.

NEED EXAMPLE

1E14. Phrases about notes, appendixes, etc.

1E14.1. Transcribe phrases about notes, appendixes, and other such accompanying matter in the order indicated by the sequence on the title page. If such information appears before the statement of responsibility, transcribe it as other title information (see 1C3).

Clarion call : with Franklin Phelps' criticisms : manuscript / by Lunceford Yates

Chemische Erfahrungen bey meinem und andern Fabriken in Deutschland : nebst einem Anhang besonderer chemischer Geheimnisse : manuscript / von J.A. Weber

1E14.2. If such information appears after the statement of responsibility, transcribe it as a subsequent statement of responsibility, whether or not it names a person or body.

NEED EXAMPLE

1E14.3. Optionally, if the phrases are very lengthy and can be abridged without loss of essential information, omit less important words or phrases, using the mark of omission. If considered important, transcribe omitted phrases in a note. If the phrases are actually titles of other works given equal prominence with the title of the first work, see 1F.

NEED EXAMPLE

1E15. No formal statement of responsibility 

Do not supply a statement of responsibility for a manuscript lacking this element. If the creator information appears in the manuscript in a location other than the title page, colophon, or caption, or is taken from a reliable reference source, record the information in a note, indicating its location or source. For instructions on recording creator information for devised titles, see 1B.

Rokeby : autograph manuscript

Note: With a note on the flyleaf by Archibald Constable, dated Edinburgh, 18 April 1821: “This is the original manuscript of Rokeby by Sir Walter Scott Bart.--the whole in his own handwriting--some few of the notes excepted which appear to have been copied by Henry Weber ... ”

Our mutual friend : autograph manuscript signed 
Note: Text of the novel is preceded by a list (10 p.) of chapter headings and a blank page with Dickens’s signature.

(Comment: Dickens’s signature is not transcribed in the statement of responsibility)
Remarks on several parts of Italy in 1701 : manuscript copy

Note: “Addison Remarks on Italy” -- Gilt tooled on spine

Sagan af Grishillde Þolenmödu

Note: Translation of Petrarch's Historia Griseldis from Danish to Icelandic, ascribed to Jón Þorláksson by H.E. Wium.
1F. Manuscripts without a collective title

1F1. Two or more works with formal titles
1F1.1. By same person or body. If the manuscript has no collective title and the title page bears the titles of two or more individual works, other than supplementary matter, that are contained in the manuscript, transcribe the titles of the individual works in the order in which they appear on the title page. Separate the titles by a space-semicolon-space if the works are all by the same person(s) or body (bodies), even if the titles are linked by a connecting word or phrase. 

NEED NEW EXAMPLE

	Alternative rule: devise a collective title (see 1B).



1F1.2. By different persons or bodies. If the individual works are by different persons or bodies, or the authorship is in doubt, precede each title other than the first by a period and one space, unless a linking word or phrase is already present. Precede each statement of responsibility by a space-slash-space.

NEED NEW EXAMPLE

Title A / by X. Title B / by Y

Title A [unknown author]. Title B / by Y

Title A / by X and Title B / by Y

	Alternative rule: devise a collective title (see 1B).



1F2. Multiple title pages

If the manuscript has no collective title and contains two or more works, each with its own title page, devise a collective title (1B1). Record the title and statement of responsibility of each work in a note, if considered important. 

Works about Rudyard Kipling

Optional note: Title pages read: Rudyard Kipling, a memoir by Edmonia Hill. Kipling and his India by Edmonia Hill

1F2.1. One or more works not named on the title page or colophon

If the manuscript has no collective title, and one or more works contained in the manuscript is not named on the title page, colophon, or caption:
transcribe the title and statement of responsibility for the first work, and name the other work(s) in a contents note (see 7X) 

or
make a separate description for each separately titled work, linking the separate descriptions with “With” notes (see 7X)  
NEED EXAMPLE(S)

	Alternative rule: devise a collective title (see 1B).

Acts of Parliament enacted in 1732



2. Edition Area

No general use of this area is made for manuscripts. If an edition statement is present on the title page, colophon or caption, record this information in a note (see Area 7 X.X).

3. Material (or Type of Production) Specific Details Area

No general use of this area is made for manuscripts. 

4. Place and Date of Production Area
Contents:
4A.
Preliminary rule

4B.

Place of production

4C.

Date of production

4A. Preliminary rule

4A0. Scope

Use this area to record the place of production, if known, and date of production. Record the place and/or date of production in this area even if a place and/or date of production is also recorded in the title area (1B1, 1B2).

4A1. Punctuation

For instructions on the use of spaces before and after prescribed punctuation, see 0E.

Precede this area by a period-space-dash-space.

Precede a second or subsequently named place of production by a semicolon.

Precede the date of production by a comma.
4A2. Sources of information
Take information recorded in this area from any source, including the manuscript itself, accompanying documentation or housing, or reliable reference sources. Record in a note the source of this information and/or the evidence on which it is based, if considered important. 

If the item is a mechanical, photographic, or digital reproduction of a manuscript, record in this area the place of reproduction, if known, and date of reproduction.

4A3. Form and order of information. This is not a transcription area. Do not use square brackets when supplying information that is not on the item (0X). Record information according to the form and order recommended in the rules, not necessarily the form and order found on the item.
4B. Place of production
4B1. Give the place of production as accurately and fully as available evidence permits. For sources of information, see 4A2. Assume that the place of production is the same as the place of creation, unless there is reason to suspect otherwise. (If they differ, see 4BX.) Use a modern English form of the name, if there is one, and include the name of the larger jurisdiction if considered necessary for identification. Do not abbreviate names of jurisdictions (0X). Transcribe the place name as it appears on the item in a note, if considered important.

Minneapolis

Springfield, Illinois

Springfield, Ohio

(Comment: Item only says “Springfield” but is known to have been written in Springfield, Ohio)

Saratoga, New York

Note: Letter states “From camp”

Nairobi, Kenya

Note: Letter states “On safari, Nairobi”

At sea

(Comment: The place of production cannot be identified more precisely)

Leipzig, Germany
4B2. Record neighborhoods, street names and numbers, and/or house and building names, if considered important.
Marlborough House, London

Wall Street, New York

10 Downing Street, London

(Comment: The official residence of the Prime Minister)

Santa Catalina, Bogotà, Colombia

Giudecca, Venice, Italy
4B3. Multiple places of production
4B3.1. If the manuscript was produced in more than one place, use judgment as to whether to record

the widest shared geographical area 

or all the places of production 

or some of the places of production, supplying a phrase in the language and script of the cataloging agency to convey the omission.

Beijing ; Shanghai

New York ; Connecticut

Concord, Massachusetts ; New York ; London

Paris ; London ; Berlin ; various other places (find new example)

or Paris ; London ; Berlin ; and 5 other cities

Africa

Optional note: Diary begins in South Africa and ends in Egypt.

United States


(Comment: Journal of a cross-country trip)

4B4. Place of production differs from place of creation

If the place of production is known, or strongly suspected, to be different from the place of creation, record the place of production in this area. Record the place of creation in a note, if considered important.

NEED EXAMPLE (esp. reproduction example = facsimile of a copy of a copy)

4B5. Fictitious or incorrect places of production
4B5.1. If the place of production appearing on the manuscript is known to be fictitious or incorrect, and the correct place of production is known, supply the correct place of production in this element. Record in a note the place given in the manuscript, along with the basis of the correction. 
NEED EXAMPLES (if possible, a real-life one) include notes in the examples

Swift from Lilliputia (if example exists)

Hell (if example exists)
4B6. Place of production uncertain or unknown
4B6.1. If the place of production is uncertain, supply the name of the probable place of production with a question mark, using a modern English form of the name, if there is one.
NEED MORE COMPLEX EXAMPLES WITH COMMENTS

Sheffield?, England

Sheffield, England?

Sheffield?, England?
4B6.2. If the justification for the conjecture of the place of production is not apparent from the rest of the description, make an explanatory note, if considered important.

OLD EXAMPLE

Optional note: Place of publication suggested by Alden

4B6.3. If no place of production can be determined, optionally state “no place.”

4C. Date element

4C1. General rule. Record the date(s) of production of the manuscript in this element. Record the date(s) as fully as possible, in English, in the order: year, month, day. For sources of information, see 4A2. Assume that the date of production is the same as the date of creation, unless there is reason to suspect otherwise, for example, if the manuscript is a copy rather than an original text.
4C2. Manuscripts containing date(s) of production. Normalize the date(s) of production appearing on the manuscript by expanding contracted years, converting ordinal to cardinal numbers, and converting roman to arabic numerals. Do not abbreviate months. Do not include words and phrases such as “in the year” and “anno” or days of the week as part of this element. Transcribe dates as they appear in the manuscript in a note, if considered important. If the month and/or day appears on the manuscript but the year does not, see 4CX.
, 1749 July 23 

, 1902 September 26 

Optional note: Date appears as "Sept. 26th, 1902" 
, 2001

, 1945 December 25 

Optional note: Date appears as: “Christmas Day, 1945”
, 1760 July 4

Optional note: Date appears as: July 4 MDCCLX.

, 1600 June 9

Optional note: Date appears as: ixth of June 1600
, 1698 July 20

Optional note: Date appears as "the 20th of July, anno Dom. 1698"

FIND EXAMPLE THAT HAS DAY OF WEEK (BUT NOT TIME)

, 1656

Optional note: Date only expressed in chronogram on title page: Monte tonans De CLaro VIrgo trophaea serenat et Mons rotat arDentes prae CLarVs In aëra-sphaeras
, 1542

(Comment: Date appears as “anno millesimo quingentesimo quadragesimo secundo”) – THIS IS FAKE. NEED REAL EXAMPLE OF A VERY LONG DATE (DIPLOMA?)

4C2.1. Do not include time of day, unless it serves to distinguish between two or more manuscripts with the same title and date. Record time of day in a note, if considered important.

, 1950 February 11

Optional note: Date appears on item as "Reno Nev Feb 11 1139A"
, 1863 March 6

Optional note: Date appears as "Friday Evening, March 6, '63"
NEED EMAIL EXAMPLE
4C2.2. If the date is grammatically inseparable from information transcribed as part of a formal title, according to one or more of the conditions enumerated in 1C2.1, transcribe it within that element and also record it in the date element, as prescribed in 4C2.

, 1812

(Comment: Formal title is “My 1812 summer in Rome”)
, 1730

(Comment: Formal title is “Italy review'd in 1729 & 1730, in two parts”)
4C2.3. If the date of physical production differs from the date of intellectual creation, record the date of physical production as part of the date element. For devised titles, include the date of intellectual creation as part of the devised title (see 1B), if considered important. For formal titles, record the date of intellectual creation in a note, if considered important. 
, 1901

(Comment: 1901 copy of an 1854 travel diary) – FIND REAL EXAMPLE

, 1745

(Comment: 1745 copy of 17th century treatise on Arminianism)

NEED REAL EXAMPLE ILLUSTRATING A REPRODUCTION

, 2010

(Comment: Item is a facsimile of a 19th century copy of a 1616 letter = FAKE EXAMPLE; NEED REAL ONE with note)

, date

(Comment: Devised title reads “XXXXX”)

, date

(Comment: Formal title reads “XXXXX”; Optional note reads “XXXXXX”)
4C2.4. Fictitious or incorrect dates. If the date of production present on the item is known to be fictitious or is incorrect, supply the real or correct date. Make a note explaining the discrepancy. Transcribe the fictitious or incorrect date in a note, if considered important.

, 1730

Optional note: Date appears in manuscript as 1703, letter is signed using correspondent’s married name, date of marriage in 1729

4C2.5. Julian/Old Style, Gregorian/New Style and Calendars with start dates other than January 1

4C2.5.1. Julian/Old Style and Gregorian/New Style dates. If a manuscript has a single date identified as either a Julian/Old Style (“O.S.”)  or Gregorian/New Style (“N.S.”), record the date in the normalized form according to 4C2. Do not convert Old Style to New Style dates.
, 1691 August 28

Optional note: date appears as “Aug.t 28, 1691 N.S.”
, NEED OLD STYLE EXAMPLE W/ NOTE SAYING HOW IT APPEARS ON MS IS OLD STYLE
If, however, the manuscript is double-dated to reflect both Julian/Old Style and Gregorian/New Style, record both dates, separated by a slash, in the normalized form, with the Julian/Old Style date first. Transcribe the date in a note, if considered important.

, 1601 May 4/14

Optional note: Date appears as: “May 4th/14th O.S./N.S. 1601”

, 1649/1650 January 19/29

Optional note: Date on manuscript appears as “Paris this 29/19 January 1650 stylo novo”

(Comment: Because the letter originated in France, the New Style date appeared before the Old Style, but the date in the description reflects Old Style/New Style ordering conventions)

, 1610/1611 January 29/February 8
4C2.5.2. Calendars with start dates other than January 1. If the year of production is based on a calendar in which the new year begins on any day other than January 1, such as Lady Day (the feast of the Annunciation, March 25), double-date the year to reflect both the year as it appears on the item and the year according to the modern calendar, if different. Separate the two years by a slash. In case of doubt, only record the year found on the manuscript. Transcribe the date in a note, if considered important.

, 1588/1589 February 8

Optional note: Date appears as: "Februar. 8. anno 1588"

, 1603/1604 March 15 

Optional note: Date appears as: “decimo quinto die Martij Anno domini 1603 Primo Jacobi Regis” 

4C2.6. Dates in other calendar systems. If the date of production is based on a calendar other than the Julian or Gregorian calendar, convert it to the Gregorian calendar and record the date according to 4C2. Transcribe the date in a note, if considered important. These calendars include, but are not limited to:
a) Regnal calendars
, 1444

Optional note: Date on manuscript expressed as "22 Henry VI"

, 1921 March 7

Optional note: Date on manuscript in Japanese Emperor Era calendar (Nengo) as the 10th year of Taishō, third month and seventh day

b) Hebrew calendar

, 1866 or 1867

Optional note: Date appears in manuscript as "shenat 627"

c) French Revolutionary calendar

, 1798 or 1799

Optional note: Date appears in manuscript as "an VII"

, 1794 between January 20 and February 18

Optional note: Date appears in manuscript as "pluviôse 1794"

d) Islamic calendar

, between 1700 and 1720

Optional note: Copy undated, but was produced between 1700/1112 when the poem was written and the year 1720/1132 when the author wrote, alongside his stamp, that he corrected the volume

4C2.7. Dates that are illegible, ambiguous, indecipherable, or otherwise difficult to interpret. If the date of production is difficult to interpret for any reason, supply a date according to 4C3-4C4.

NEED EXAMPLES
4C3. Inclusive and bulk dates

4C3.1. If a manuscript was created over a period of time, whether it is a single sheet, multiple sheets, volume, multiple volumes or parts, record the first date of creation and the last date of creation and connect them with a hyphen.

, 1849-1852
, 1821-1836
(Comment: Formal title is: “Memoranda, from a journal of tours made upon the continent at various periods beginning in 1821 : with illustrations sketched upon the spot”)

, 1849 January 11-1852 August 15 THIS IS FAKE; NEED REAL EXAMPLE W/ MONTH AS PART OF DATE
4C3.2. If a manuscript was created over a period of time, but the first date of creation, the last date of creation, or both, are not present on the manuscript, or are uncertain, follow the rules for supplied dates in 4C4-4C5 and connect the dates with a hyphen. 

, 1897-1915 

, circa 1915-circa 1918 

, 1700s-1800s 

4C3.3. If a manuscript was created over a period of time, but the bulk of the manuscript was created over only part of the time, also include the bulk dates, if considered important.
, 1920-1956 (bulk 1920-1923)

4C3.4. Record the date(s) of each volume, part, etc., in a note, if considered important.

NEED REAL EXAMPLE

, 1961-1965

Optional note: Notebook 1: 1961; notebook 2: 1962-1963; notebook 3: 1963-1965

4C4. Manuscripts not containing date(s) of production. If the date(s) of production does not appear on the manuscript, supply a date. A supplied date must include a year or a range of years.
4C4.1. Supply a date based on any reliable information available. Indicate the basis for the date supplied in a note, if considered important.

NEED EXAMPLE BASED ON SCRIPT AND/OR BINDING

, between 1815 and 1828

Optional note: Watermark dated 1815

(Comment: Scope and contents note reads: “Transcription possibly made for John Nichols, who printed the work in The Progresses of King James in 1828”)
, 1616 July 1

Optional note: Undated, date from The works of Sir Walter Ralegh, 1829, v. 1, p. 473

, 1614 February 25

Optional note: Dated: 25 de Febrier. Letter would have been one of Winwood's last acts as a diplomat

(Comment: Title is “Autograph letter signed from Sir Ralph Winwood, Newmarket, to Christiaan Huygens, Secretary to the Council of the United Province.” Biographical note about Winwood’s service at The Hague has him leaving The Hague in September 1613 and leaving his post in March 1614)
, 1906 April 23

Optional note: Dated: Apr. 23, year extrapolated from subject of letter

(Comment: Letter is an eye-witness account of the San Francisco earthquake)
, between 1574 and 1584

Optional note: Undated letter probably written between 1574 when Elizabeth married John, Lord Russell, and 1584 when Lord Russell died

(Comment: Letter signed using her married name, and the subject of the letter is her husband Lord Russell)

4C4.2. If the only dates appearing on the manuscript bear no relationship to the date of production, do not record these dates in the date element. Instead, supply a date. Transcribe the misleading dates appearing on the manuscript in a note, if considered important.

, circa 1700

Optional note: Undated manuscript copy of Anne Wharton poems in early 18th century hand

   (Comment: Annotation on front pastedown: “28 November 1933”; this date likely refers to an auction or acquisition date)
4C5. Patterns for supplying a date

Supply a date or period of production according to one of the patterns shown in the examples below. Give any explanation in a note, if considered important.

, 1845? January 11
year probable, month and day certain

 , 1736?





probable date

, circa 1849 





approximate date

, circa 1703? 





probable approximate date

, not before 1875 




initial date 

, not after 1916 July 16 



terminal date

, 1814 or 1815





one year or the other

, between 1618 and 1648



span certain

, between 1711 and 1749?



span uncertain

, between circa 1750 and circa 1810

span uncertain

, 1890s






decade certain

, 1730s?





decade uncertain

, between 1900 and 1909 



first decade of centur

(Comment: not 1900s)
, 1800s






century certain

, 1700s?





century uncertain

4C6. If no date or approximate date can be established (i.e., if even the century is uncertain) use “undated.”

4C7. Copyright dates

4C7.1. If a copyright date appears on a manuscript and reflects the date of production, record it as the date according to 4C2. Make a note that the production date is derived from the copyright date, if considered important. If transcribing a copyright symbol in the note, use a lowercase c to represent the symbol if it cannot be reproduced typographically.

, c2007

Optional note: Manuscript note on first leaf: “Copyright reserved 2007. Not to be reproduced without permission.”

4C7.2. If the copyright date appearing on a manuscript does not reflect the date of production, do not record it as the date. Instead, follow the rules for supplied dates in 4C4-4C5.

4C7.3. If the copyright date appearing on a manuscript reflects the date of creation of a printed work of which the manuscript is a copy, record that date in a note. Follow the rules in 4C2 for recording the date(s) of production of the manuscript.

5. Physical Description Area
5A. Preliminary rule

5A1. Prescribed punctuation

For instructions on the use of spaces before and after prescribed punctuation, see 0E.

Precede this area by a period-space-dash-space or start a new paragraph.

Precede an illustration statement by a colon.

Precede the size by a semicolon.

Precede a statement of accompanying material by a plus sign.

Enclose physical details of accompanying material in parentheses.

5A2. Sources of information

Take information for this area from the manuscript itself, reliable information from the manuscript’s housing or its accompanying documentation, or any reliable reference source concerning the manuscript.

5A3. Basis of physical description

Describe the manuscript in its current physical state. Make a note about its previous state, if considered important.

NEED EXAMPLES SUCH AS: INDIVIDUAL PAGES OF JANE AUSTEN MANUSCRIPT, FRAMED (LIZ, MORGAN)

5B. Extent

5B1. General rule

5B1.1. Record the extent in terms of the number of physical units ("item," "volume," "roll," etc.).

1 volume

1 item

1 roll

5 volumes

2 items

(Comment: Two letters from the same correspondent to the same recipient)

6 rolls

4 microfilm reels

(Comment: Manuscript copy of the Bible in four reels) [need real example] 

5B1.2. Optionally, also record in parentheses the number of pages, leaves, etc. Record the complete number of leaves, pages, etc., in accordance with the terminology suggested by the manuscript itself. If the manuscript contains sequences in more than one kind of numbering, or lacks numbering, record the extent as leaves or pages in keeping with institutional practice. 

 If providing the number of pages, leaves, etc., as part of the extent statement, record either an exact or approximate count of the entire item, including tipped-in leaves and blank pages, leaves, etc., regardless of the numbering present on the item. Optionally, include in the count laid-in pages, leaves, etc., that are clearly intellectually integral to the manuscript. Do not include leaves added as part of a binding or the binding itself. For laid-in pages, leaves, etc., that are not clearly intellectually integral to the manuscript, or envelopes or any other accompanying materials (e.g., loose clippings, photographs), see section on "Accompanying materials" (5E).

1 item (375 leaves) 

3 volumes (476 pages)

(Comment: Total page count of all three volumes is 476)

1 volume (approximately 800 pages) 

1 item (3 leaves)

(Comment: Letter containing three leaves) 

1 roll (5 membranes)

(Comment: One roll consisting of 5 parchment membranes attached together)

1 microfilm reel

(Comment: Microfilm copy of a manuscript)

Optionally, for manuscripts that consist of more than one physical unit, give separate counts of pages, leaves, etc., for each physical unit.

3 volumes (126, 215, 135 pages)

(Comment: Page count of each volume recorded separately)

 If considered important, record the precise pagination and/or foliation in a note (see DCRM(B), 5B).

1 volume (470 pages)

Optional note: Numbering: 44, [4], 422 pages

(Comment: Two works in one manuscript, each paginated separately with four unnumbered pages between them) 

NEED MORE COMPLEX EXAMPLES

5B1.3. Optionally, if a significant portion of the manuscript is blank, indicate this in a parenthetical phrase, e.g., "mostly blank," "partially blank," "some blank," etc. Make a note giving the details, if considered important.

 1 item (partially blank)

1 volume (238 pages, mostly blank)

Optional note: Text is on pages 22-46 

5B1.4. If the number of physical units of the manuscript in hand differs from the number of units originally produced, record this information in a note, if considered important.

10 volumes

Optional note: Originally bound as one volume; rebound for conservation purposes in 2004

1 volume

Optional note: Originally bound as three volumes

5C. Illustration (optional element) 

5C1. General rule

5C1.1. To indicate the presence of illustration, use the term "illustration(s)" after the statement of extent.

5C1.2. Disregard minor illustrations or decorative elements. If considered important, these may be mentioned in a note (see 7X).

5C1.3. Optionally, add the graphic process or technique in parentheses, preferably using a term found in a standard thesaurus.
 Give more detailed descriptions of the illustration(s) in a note, if considered important. 

: illustration (watercolor)

: illustrations (drawings)

: illustrations (photographs) 

5C2. Types of illustrations

 5C2.1. Optionally, specify particular types of illustrations. Use in alphabetical order one or more such terms as the following: coats of arms, diagrams, facsimiles, forms, genealogical tables, maps, music, photographs, plans, portraits (use for single or group portraits), samples.

: illustrations, coats of arms, maps

5C2.2. Replace “illustration(s)” with terms specifying particular types of illustrations if the particular types are the only illustrations in the manuscript. 

: maps

: portraits 

5C2.3. Precede terms specifying particular types of illustration processes with “illustration(s)” if the particular types are not the only illustrations in the manuscript. 

: portraits (Woodbury types)

: illustrations (wood engravings), maps (lithographs)

: illustrations (drawings), music

5C3. Color illustrations

5C3.1. Describe color illustrations as such using the word "color." 

: color illustration

: illustrations, color maps, portraits (some color)

: illustrations (some color), maps, plans

: color illustrations (drawings) 

5C3.2. If the illustrations are in a single color, do not describe them as "color." Make a note to indicate the color, if considered important. Do not treat an illustration as colored if the coloring is the result of a photographic process (i.e. cyanotypes or blueprints, mimeographs). 

: illustrations

Optional note: Drawings in green ink

 5C4. Number of illustrations. Optionally record the number of illustrations.  

: 94 illustrations

: illustrations, 8 facsimiles

: 3 illustrations, 1 map

: 1 illustration (engraving)

Optional note: NEED OPTIONAL NOTE 

5C5. Manuscripts consisting entirely or chiefly of illustrations

If a manuscript consists entirely or chiefly of illustrations, account for this fact by specifying "all illustrations" or "chiefly illustrations." Optionally, when the illustrations are all or chiefly of a particular type (see 5C2.2), replace "illustration(s)" with the term specifying the particular type. 

: illustrations                    

Note: Mostly illustrations                  

: all illustrations

: chiefly maps

: chiefly cyanotypes

(Comment: Bound collection of cyanotypes annotated by the photographer)

5D. Size (optional element)

5D1. General rule

5D1.1. Give the height of the manuscript in centimeters, rounding a fraction of a centimeter up to the next full centimeter. If a manuscript measures less than 10 centimeters, give the height in millimeters.

; 18 cm

(Comment: A manuscript measuring 17.1 centimeters in height)

; 89 mm 

If the manuscript is a folded sheet or sheets, measure the height of the manuscript according to the orientation in which it is meant to be read. 

; 22 cm

(Comment: A letter written on a 28 x 22 cm sheet of paper, folded in half to create a writing area measuring 22 x 14 cm) 

; 28 cm 

(Comment: A letter written on a 28 x 22 cm sheet of paper, subsequently folded) 
5D1.2. If a manuscript is bound, measure the height of the binding. Optionally, if the height of the manuscript and the height of the binding differ significantly, specify both. 

; 20 cm

(Comment: Height of the binding)

; 12 cm bound to 20 cm

5D1.3. If a manuscript is housed in a container, measure the height of the manuscript (5D1.1 and 5D1.2). Optionally, if the height of the container differs significantly from the height of the manuscript itself, specify both. 

; 25 cm housed in 31 cm box 

5D2. Width. If the width of a manuscript is greater than the height, or less than half the height, give the height x width, rounding up to the next whole centimeter. Optionally, always supply the width. 

; 20 x 32 cm 

; 31 x 14 cm

 If one of the measurements would normally be given in millimeters and one in centimeters, give both measurements in millimeters. 

; 95 x 120 mm

5D3. Differing sizes 

5D3.1. If the parts of a multipart manuscript differ in size, give the largest or larger size. Optionally, give the smallest or smaller size and the largest or larger size, separated by a hyphen. 

; 24-28 x 12-15 cm

; need example with just height

5E. Accompanying material

5E1. General rule

5E1.1. If a manuscript has accompanying material, give the number of physical units of this material, and the type(s) of material, at the end of the physical description. Optionally, use the term "accompanying material" and record the details of the material in a note (see 7BX).

; 24 cm + 1 funeral card 

; 23 cm + 1 envelope

; 31 cm + accompanying material

Optional note: Also includes 5 clippings, 3 photographs, and 1 map 

 5E1.2. Optionally, give the physical description of accompanying material in parentheses following its name. 

; 21 cm + 1 atlas (38 pages, 19 leaves of plates : color maps ; 37 cm) 

; 25 cm + 1 map (color ; 65 x 40 cm)  

 or     mention it in a note (see 7B11) 

or     describe the accompanying material independently
� This section describes prescribed punctuation for bibliographic (ISBD) catalog records. This punctuation is not prescribed for archival descriptions created according to ISAD(G)).


� In ISBD the first element of the bibliographical description is called the “title proper.” Devised title is one type of title proper, formal title (1C) is another. DACS (2.3) uses the term “supplied title” instead of “devised title”; DCRM(MS) treats these two terms as synonymous.


� For sermons, speeches, etc., place of delivery may be used for place of creation.


� For sermons, speeches, etc., date of delivery may be used for date of creation.





� This section describes prescribed punctuation for bibliographic (ISBD) catalog records. This punctuation is not prescribed for archival descriptions created according to ISAD(G).


� The Gregorian calendar, which is still the internationally accepted civil calendar, was introduced by Pope Gregory XIII in 1582, and gradually adopted by western European countries during the sixteenth and seventeenth centuries; Great Britain adopted it in 1752.


�   This section describes prescribed punctuation for bibliographic (ISBD) catalog records. This punctuation is not prescribed for archival descriptions created according to ISAD(G)).


� In an ISAD(G) description, record this information in the appropriate element (e.g., in a note at the folder level).


� Useful thesauri for this purpose include the Art & Architecture Thesaurus (AAT) and the Thesaurus for Graphic Materials II: Genre & Physical Characteristic Terms (TGM II).


� If a manuscript consists entirely or chiefly of illustrations, consider describing it according to DCRM(G). If a manuscript consists entirely or chiefly of cartographic material, consider describing it according to DCRM(C).





