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1. Introduction 

 
These procedures describe the cataloging of three types of microform serials: reproduction 
microforms, originally issued microforms, and preservation microforms. The procedures apply to 
the two most common microformats: microfilm and microfiche. For cataloging microform 
monographs, see: Microforms: Copy Cataloging Notes. 

 

The intent of this document is to emphasize local procedures, and not to repeat the 
comprehensive microform cataloging guidelines in the CONSER Cataloging Manual, Module 
32. 

 
  

http://tpot.ucsd.edu/description/general-policies-and-procedures/microcataloging.html


2. Resources to consult 
The best guide to consult for cataloging microforms is the CONSER Cataloging Manual, Module 
32. This module provides CONSER standards as well as detailed instructions for cataloging 
microform serials. 

 
Following RDA implementation, in 2013, the PCC Task Group on RDA Microform 
Reproductions Cataloging recommended maintaining the status quo as embodied in AACR2 
LCRI 11 (with slight modifications). For the cataloging of microform reproductions of print 
resources in the RDA environment, consult the final reports on the PCC website. The 
recommendations for the interim approach are also outlined in LC-PCC PS 1.11. 

 
For inputting guidelines for original and reproduction microforms, also consult the CONSER 
Editing Guide, Appendix M. 

 
For preservation microforms, also follow the standards in the ARL Guidelines for Bibliographic  
Records for Preservation Microform Masters of Serials. 

 
 
 
3. First step: determine the type of microform 

 
The first step in cataloging microform serials is to determine the type of microform to be 
cataloged. Decide if it is a reproduction microform, an originally issued microform, or a 
preservation microform. 

 
For help in making this decision, see the CONSER Cataloging Manual, Module 32.1, Decisions 
that affect the bibliographic treatment of microforms. Also, see the definitions in this document. 
After determining the type of microform, go to the designated section in this document for 
further instructions. If it is a reproduction microform, go to section 4. If it’s an originally issued 
microform, go to section 5. If it’s a preservation microform, go to section 6. 

 
 
 
4. Reproduction microforms 

 
Definition: A reproduction microform is a work having a bibliographic and/or physical identity 
which pre-exists that of the microform. (CONSER Cataloging Manual, Module 32) 

 
The majority of serial microforms received for cataloging are reproduction microforms. 

 
Cataloging policy: The overall policy for cataloging reproduction microform serials is to prefer 
the single record technique, attaching checkin and item records for the microform to the 
bibliographic record for the original manifestation, generally the print version of the resource. 
However, this is not a hard and fast rule. If it makes more sense to use a matching microform 
record because it is more complete, use the microform record. 

 
Cataloging of reproduction microforms, steps to follow: 

http://www.loc.gov/aba/pcc/rda/RDA%20Task%20Groups.html
https://books.google.com/books?id=de_gAAAAMAAJ&amp;dq=%22ARL%2BGuidelines%2Bfor%2BBibliographic%2BRecords%2Bfor%2BPreservation%2BMicroform%2BMasters%2Bof%2BSerials%22&amp;source=gbs_navlinks_s
https://books.google.com/books?id=de_gAAAAMAAJ&amp;dq=%22ARL%2BGuidelines%2Bfor%2BBibliographic%2BRecords%2Bfor%2BPreservation%2BMicroform%2BMasters%2Bof%2BSerials%22&amp;source=gbs_navlinks_s
https://books.google.com/books?id=de_gAAAAMAAJ&amp;dq=%22ARL%2BGuidelines%2Bfor%2BBibliographic%2BRecords%2Bfor%2BPreservation%2BMicroform%2BMasters%2Bof%2BSerials%22&amp;source=gbs_navlinks_s


a. Search Millennium and OCLC for copy and select the bibliographic record to use. 
 

• If a record for the print serial is found in Millennium, use it. No editing of the 
bibliographic record is required. Fix the branch coding (if needed, change it to "multi"), 
attach a checkin and item record for the microform, and you're done. 

• If no record for the print serial is found in Millennium, but there is a record for the print 
version on OCLC, use it. No editing of the bibliographic record is required. 

• If there is no matching print record on OCLC, but there is a matching microform record, 
use it. No editing of the bibliographic record is required. 

• If both microform and print records exist on OCLC, but the microform record is fuller 
and more accurate, use it. 

• If no usable record is available on OCLC, create an original record, following the 
guidelines in the CONSER Cataloging Manual, Module 32. Also, follow LC-PCC PS 
1.11 and the editing guidelines in CCM Module Appendix M, Reproduction Microforms. 

Example of an original record for a reproduction microfilm serial: 

 



b. Assign call number. Microforms use an accession type call number. See: UC San Diego Call 
Number Policy and Practices. 

 

c. Attach a checkin record. For location codes, see: Microforms: Roger Branch & Item 
Location Codes. Example of a reproduction microfilm serial checkin record: 

 

 
 
d. Attach an item record. For location codes, see: Microforms: Roger Branch & Item 
Location Codes. Example of a reproduction microfilm item record: 

 

 
 
e. Physical processing. Give the serial microform (with the checkin record number) to Serial 
Acquisitions staff. They will attach a label and send it to the first floor for shelving. 

http://tpot.ucsd.edu/access/classification/callnumbers.html#Microfilm
http://tpot.ucsd.edu/access/classification/callnumbers.html#Microfilm
https://lisn.ucsd.edu:8443/display/mpg/Microforms%3A+Roger+Branch+and+Item+Location+Codes
https://lisn.ucsd.edu:8443/display/mpg/Microforms%3A+Roger+Branch+and+Item+Location+Codes
https://lisn.ucsd.edu:8443/display/mpg/Microforms%3A+Roger+Branch+and+Item+Location+Codes
https://lisn.ucsd.edu:8443/display/mpg/Microforms%3A+Roger+Branch+and+Item+Location+Codes
https://lisn.ucsd.edu:8443/display/mpg/Microforms%3A+Roger+Branch+and+Item+Location+Codes
https://lisn.ucsd.edu:8443/display/mpg/Microforms%3A+Roger+Branch+and+Item+Location+Codes


5. Originally issued microforms (also called micropublications): 
 
Definition: A microform that is first issued in microform (usually microfiche), rather than being 
reproduced from an existing publication. (CONSER Cataloging Manual, Module 32) 

 
This type of microform format is not a common one today. The library has not received an 
originally issued microform serial for cataloging in many years. 

 
Originally issued microforms are cataloged according to AACR2 chapter 11, CCM 32.2, RDA 
chapter 5, and need to be cataloged using a microform record. 

 
Some originally issued microforms were also simultaneously published in print. This type of 
microform is treated as an originally issued microform because the print does not “pre-exist” the 
microform. (CCM 32.1.1.) 

 
When cataloging original microforms, follow the guidelines in this chart below (from the 
CONSER Editing Guide, Appendix M): 

 

 



Example of an originally issued microform serial: 
 

 



6. Preservation microforms (also called preservation masters or microform masters): 
 
Definition: A first-generation or camera microfilm produced according to archival standards 
and stored under archival conditions. It is generally used only to produce printing masters. 
(CONSER Cataloging Manual, Module 32) 

 
Generally, the titles selected for preservation microfilming come from the Libraries’ unique 
collections. For instance, these titles reflecting Melanesia, Latin America, and local San Diego 
publications were sent for preservation microfilming: Zeta (Tijuana, Baja California, Mexico), 
Vanua-aku viewpoints, and Gay & lesbian times. 

 
The description and examples below cover only serials in microfilm, not in any other 
microformat, because that is the only serial format that has been sent for preservation in recent 
years. 

 
Cataloging policy: Original separate records are created for preservation microform serials. The 
single record approach is not used because so many details unique to the preservation microform 
need to be recorded. 

 
This one separate original record, however, can represent the preservation master, the service 
copy, and if generated, the printing master. In the past, UCSD has not created printing masters 
for serials. Printing masters were created for 9 other titles in our collection (8 monographs and 1 
collection of photographs). The printing masters can be identified by call number prefix: XPM. 

 
When a record represents more than one generation, separate 007 fields are added for each 
generation. The preservation master, print master, and the service copy generations are identified 
in subfield $i of the 007 field. 

 
Example of 007’s showing $i c = service copy, $i a = preservation master, and $i b=printing 
master: 

 

 
 
Workflow for cataloging preservation microform serials: 

 
1. A bibliographer selects a serial title for preservation microfilming and notifies the Preservation 
Dept. 

 
2. The Preservation staff begins preparation for microfilming. This includes a page by page 
review of each issue. 

 
3. The Preservation staff notifies the serials cataloger that the resource needs cataloging. 



4. The serials cataloger examines the print issues of the serial and creates an original OCLC 
microform record, following the instructions in the CONSER Cataloging Manual Module 32.3, 
Cataloging Reproduction Microforms. Also consult RDA App. J for equivalent relationships 
specific to preservation facsimiles. The cataloger adds the record to Millennium. The record is 
created before the issues are sent for filming. This is called prospective cataloging. Add a “to be 
filmed” note to the 533 subfield $d field to alert other institutions that the serial will be sent for 
preservation microfilming. Example: 

 

 
 
Preservation microfilming is a labor intensive and expensive process. This 533 $d note is added 
to prevent duplication of effort by other institutions. 

 
Beyond these instructions, the cataloger adds the following fields: 

 
500 __ Master microform held by: CUS. [This field is added to both OCLC and Millennium 
records] 
793 0_ UCSD master microfilm collection. [This field is added only to the Millennium record] 

 
Example of an original record for a preservation microfilm serial (no print master): 

 

 



5. The serials cataloger adds two checkin records to the bibliographic record for the preservation 
microfilm, one for the service copy, and one for the preservation microfilm. The holdings for the 
service copy and the SRLF preservation microfilm copy are identical. The cataloger assigns call 
numbers to the checkin records. The call number prefix “XF” is assigned to SSH microfilm, and 
prefix “XMM” is assigned to SRLF preservation microfilm titles. 

 
Example of a checkin record for the service copy generated from the preservation microfilming 
process: 

 

 
 
Example of the checkin record for the SRLF preservation microfilm for the same title: 

 

 



6. The serials cataloger adds two item records to the bibliographic record for the preservation 
microfilm, one for the service copy, and one for the preservation microfilm. 

 
Example of the item record for the service copy generated from the preservation microfilming 
process: 

 

 
 
Example of the item record for the SRLF preservation microfilm for the same title. Status is 
coded as “p”: 

 

 
 
7. After cataloging, the serials cataloger sends a copy of the OCLC record to the Preservation 
staff to include in the “target” screen. The target screen generally appears on the film preceding 
the document. 

 
8. The Preservation staff sends the issues to UCLA for filming. The microfilming process 
produces two "generations" of microform, the preservation master and the service copy. The 
resulting preservation microfilm reels are sent directly to SRLF, where they are housed under 
archival conditions; these preservation reels do not come back to UCSD. Only the 
corresponding service copy reels are sent back to the Preservation Dept. 



9. After processing the returned service copy reels, the Preservation staff gives the reels to the 
serials cataloger and informs the cataloger of the filming reduction ratio. The cataloger adds the 
reduction ratio to the subfield $f of the 007 field on the OCLC and Millennium records. 

 
Example of the 007 field with the reduction ratio of “015” added to $f: 

 

 
 
10. The serials cataloger deletes the “to be filmed” note from the 533$d field on the OCLC and 
Millennium records. If the serial will not be filmed on an ongoing basis, the cataloger fills in the 
number of microfilm reels in the 533$e field. 

 
11. The serials cataloger reviews the checkin record holdings to verify they are accurate and 
match the returned reels. Discrepancies are reported to the Preservation staff. If there are no 
problems, the cataloger gives the reels to Serials Acquisitions staff to label. 

 
Only the initial set of microfilmed reels for a newly cataloged serial are sent to the serials 
cataloger from the Preservation Dept. Subsequently received service copy reels (for serials that 
are filmed on an ongoing basis) are sent directly from Preservation to Serials Acquisitions to be 
checked in and labeled; they do not come to the serials cataloger. 
 
 
7. Accompanying materials 
 
Serial microforms may be accompanied by indices or guides. This material is cataloged 
separately from the microform but generally receives the same call number as the microform it 
accompanies. Accompanying materials for microforms are housed in Geisel West (BRANCH: 
gslw) and Microform guides, Geisel West 2 (item/checkin LOC: cchcc). 
 
Add a 590 note in the bibliographic record for the microform: 
 

       
 
 
Checkin record for accompanying material: 
 
Call number: Use the call number assigned to the microform set. Insert call number in a 099 field 

and record the identifying term(s) following the call number:    
                         

EXAMPLE -->   099 _ _ XF 1234 Guide 
 



 
 
 
Item record for accompanying material: 
 

 
 
Call number: Use the call number assigned to the microform set. Insert call number in a 099 field 

and record the identifying term(s) following the call number:    
                         

EXAMPLE -->   099 _ _ XF 1234 Guide 
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