NISO

How the information world
CONNECTS

ANSI/NISO Z39.74-1996 (R2012) ISSN: 1041-5653

Guides to Accompany Microform Sets

Abstract: Establishes the requirements for guides to accompany microform sets
made publicly available by commercial, public, and private microform producers;

defines data elements to be included in microform guides and describes how the
data elements should be organized.

An American National Standard
Developed by the
National Information Standards Organization

Approved November 15, 1995
by the
American National Standards Institute

Published by the National Information Standards Organization
Baltimore, Maryland, U.S.A.



About NISO Standards

NISO standards are developed by the Working Groups and Committees of the National Information
Standards Organization. The development process is a strenuous one that includes a rigorous peer
review of proposed standards open to each NISO Voting Member and any other interested party.
Final approval of the standard involves verification by the American National Standards Institute that
its requirements for due process, consensus, and other approval criteria have been met by NISO.
Once verified and approved, NISO Standards also become American National Standards.

This standard may be revised or withdrawn at any time. For current information on the status of this
standard contact the NISO office or visit the NISO website at: www.niso.org.

Published by

NISO

3600 Clipper Mill Road
Suite 302

Baltimore, MD 21211
www.niso.org

Copyright © 2012 by the National Information Standards Organization

All rights reserved under International and Pan-American Copyright Conventions. For noncommercial purposes
only, this publication may be reproduced or transmitted in any form or by any means without prior permission in
writing from the publisher, provided it is reproduced accurately, the source of the material is identified, and the
NISO copyright status is acknowledged. All inquiries regarding translations into other languages or commercial
reproduction or distribution should be addressed to: NISO, 3600 Clipper Mill Road, Suite 302, Baltimore, MD
21211.

ISSN: 1041-5653 National Information Standards series

ISBN: 978-1-937522-40-7



ANSI/NISO Z39.74-1996 (R2012)

Contents
Foreword v
1 Introduction 9
R S T o o1 SR 9
LI T[4 o ToE T YOO RSPURPP 9
2 Definition of Microform Set 9
3 Publication Format of a Guide 9
3.1 Physical CharaCteriStiCS .........uuiiiiiiiiiii e 9
3.1.1 o] 0 0 = TR 9
3.1.2 Permanence and Legibility ... 9
3.1.3 Citation of Standards ... 9
3.2 Publication CharacteriStiCs ........oiiiiiieeie e e e e e 9
3.21 1] (] o1 (o o SRR 9
3.2.2 Publication Schedule ........... ..o 10
3.2.3 @10 o111 1o} o < SRR 10
3.24 (0T oTo =1 (T = 1o (o =l ro] = 10
3.25 AVAIADITEY ..o 10
3.3 Bibliographic CharacteriStiCs ..........cuuiiiiiiiiii e 10
3.3.1 LIRS 10
3.3.2 [T 11 (o] /@0 T4 ] o] 11T ST 10
3.3.3 ACKNOWIEAGMENT ... 10
3.34 U] o 1] 1= R 10
3.3.5 g 4T ) (= 10
3.3.6 Date of PUBICAtION ..o 10
3.3.7 COPYIIGNT. e 10
3.3.8 Cataloging in Publication (CIP) Data ..........c.cooiiiiiiiiiiiiie e 11
3.3.9 International Standard Book Number (ISBN) .........occoiiiiiiiiiiiiec e, 11
3.3.10 International Standard Serial Number (ISSN) .........ccocciiiiiiiii e, 11
3.3.11 Table Of CONENTS ... ... e e e e 11
3.3.12 Front Matter. ... 11
4 Information on Access to a Microform Set 11
4.1 Intellectual or Historical SignifiCance ............ccuuiiiiiiiiiiii e 11
4.2 Organization of Original Material ... 11
G T O oo I NN 1W o 0] = = SRR 11
4.4 Relationship of Control Numbers to Filmed Material..............cccooiiiiiiiiiii e 11
4.5 Numbering System and Data EIements ............coooiiiiiiiiiii e 12
4.6 Indexes and Supplementary ACCESS TOOIS .......ooiiiiiiiiiiiiiieee e e 12
S T 1= S 12
5 Microform Set Specifications 12
5.1 Microform Set Title .......eeoiiiiiiei et e e e e e e e e e e e e e e e e e e e an 12
5.1.1 LCTU 1o LT I [OOSR 12

Page iii



5.2 Microform Set Technical Specifications.................oooiiiriiiccce e, 12

5.2.1 Reproduction FOrMALS ..........uuuiiiiiieicic e 12
522 Y o1 o] (o] g o 1N/ o1 S 12
5.2.3 ReducCtion Ratio .........oiiiiiei e 12
524 0] =T ST 12
5.25 OrENTALION. ... e e 12
5.2.6 Technical Standards and Quality Control ..o 13
5.2.7 Extent of COlECHION ......oeeiiiiieceeee e 13

5.3 Statement of ReSPONSIDIlity .......ccooiiiiiiiii 13
6 Information on Collection Overview 13
6.1 Format, Quantity, and Scope of Materials Filmed ............cccoiir i 13
6.1.1 Format DeSCrIPtIONS ..o 13
6.1.2 QUANTIEY .o 14
6.1.3 S TeT o] o= PSR 14

6.2 Location of Original Materials Filmed .............ooiiiiiiiiii e 14
6.2.1 Location Other Than Holding INStitution............cccccoiiiiiii e 14

6.3 Existence of Finding Aids Other Than the Guide ... 14
6.4 EditiNg POIICY ...coiiiiiiiii e 15
6.4.1 Selecting or Excluding MaterialS ...........coooiiiiiiiiiiii e 15
6.4.2 Organizing MaterialS ..........cooiiuiiiiiiiiiie e 15

6.5 Provenance of @ ColleCHoN.............ooiii e 15
6.5.1 L8]l 0TI O o] | (=Yoo o - SR 15

6.6 Restrictions on Use of @ ColleCtioN.............oooiiiiiiiiiiiiiiciccee e 15
6.6.1 =T 0 0171 (o] 1 TSRS 15

7 Collection Descriptions 15
7.1 Archival and Manuscript COIECHIONS............ooooiiiiiie e eeaees 15
711 SIS ettt aaaaaaaaaaaaaaaaaaeaeaaa—. 15
71.2 SUDAIVISIONS ..ttt e e e e e e e e e e e e e e e e e e e e e eeeeaees 16
71.3 [ L0 =T T 16

7.2 Collections of Books, Periodicals, Government Documents, and Newspapers ..................... 16
7.2.1 [T Tod o] (o] o S 16
7.2.2 L0 =T T 16

7.3 Nontextual and Other CollECLONS.........ccooiiiiiii e e eeaees 17
7.3.1 [ L=E o] ] o 1o | RS 17
7.3.2 [ L0 =T T 17
Appendix A : Informative Related Standards 18

Appendix B : Informative Selective Bibliography 20




ANSI/NISO Z39.74-1996 (R2012)

Foreword

(This foreword is not part of the Guides to Accompany Microform Sets, ANSI/NISO Z39.74-1996
(R2012). It is included for information only.)

About This Standard

This standard establishes the requirements for guides designed to accompany microform sets made
publicly available by commercial, public, and private microform producers. The impetus for creating
the original NISO standard came out of deliberations of the American Library Association, Association
of Library Collections and Technical Services, Reproduction of Library Materials Section,
Bibliographic Control of Microforms Committee in the late 1980s.

The subsequent NISO committee that was formed for the purpose of drafting the standard consisted
of bibliographers, microform librarians, and representatives of commercial micropublishers and
nonprofit preservation organizations. The committee first reviewed the contents and structure of
numerous guides and discussed basic requirements, then identified a number of issues about which it
sought opinions of experts familiar with microform sets. The committee summarized those issues in a
questionnaire survey and distributed 250 copies of that survey to a broad range of individuals
concerned with access to microform collections, including public service librarians, preservation
librarians, technical service librarians, and publishers. The current content and form of the standard
owes much to the survey respondents. Its level of generality is meant to make it applicable as far as
possible to the widely ranging forms of textual and non-textual microform collections.

Revision

This standard was processed and approved for submittal to ANSI by the National Information
Standards Organization. It was balloted by the NISO Voting Members February 1, 1995 - May 1,
1995, and a reaffirmation of that version was approved by ANSI on August 30, 2002. This revised
version was approved by NISO voting members on January 11, 2012, and by ANSI on February 22,
2012.

Suggestions for improving this standard are welcome. They should be sent to the National
Information Standards Organization, 3600 Clipper Mill Road, Suite 302, Baltimore, MD 21211.

NISO Voting Members

At the time this standard was balloted in 2012, the following organizations were NISO voting
members. NISO approval of this standard does not necessarily imply that all voting members voted
for its approval.

American Association of Law Libraries
Andrew Laurence

American Chemical Society
Robert S. Tannehill, Jr.
Leon R. Blauvelt (Alt)

American Library Association
Myron Chace
Glenn Patton (Alt)

American Society for Information Science
Mark Needleman

American Society of Indexers
Patricia S. Kuhr
Marie Kascus (Alt)

American Theological Library Association
Myron Chace

Ameritech Library Services
John Kolman

Apple Computer, Inc.
Janet Vratney
Rita Brennan (Alt)

Art Libraries Society of North America
Julie Mellby
Penney DePas (Alt)

Association of Information and
Dissemination Centers
Bruce H. Kiesel
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Association for Information and Image
Management
Judy Kilpatrick

Association of Jewish Libraries
Bella Hass Weinberg
Pearl Berger (Alt)

The Association for Recorded Sound
Collections
Garrett Bowles

Association of Research Libraries
Duane Webster

AT&T Bell Labs
M. E. Brennan

Book Manufacturers’ Institute
Stephen P. Snyder

CARL Corporation
Ward Shaw

Data Research Associates, Inc.
Michael J. Mellinger
James Michael (Alt)

Dialog Information Services
Richard Boulderstone
David Loy (Alt)

The Faxon Company
Fritz Schwartz

Gaylord Information Systems
Robert Riley
Bradley McLean (Ah)

Geac Computers, Inc.
Simon Kendall
John Blackham (Alt)

Indiana Cooperative Library Services
Authority

Barbara Evans Markuson

Janice Cox (Alt)

Lexis / Nexis
Peter Ryall

Library Binding Institute
Sally Grauer

Library of Congress
Winston Tabb
Sally H. McCallum (Alt)

Medical Library Association
Rick B. Forsman
Carla J. Funk (Alt)

MINITEX
Anita Anker Branin
William Dedohn (Alt)

Music Library Association
Lenore Coral
Geraldine Ostrove (Alt)

National Agricultural Library
Pamela Q. J. Andre
Gary K. McCone (Alt)

National Archives and Records
Administration
Alan Calmes

National Federation of Abstracting and
Information Services
John Schnepp

National Library of Medicine
Lois Ann Colaianni

OCLC, Inc.
Don Muccino

OHIONET
Michael P. Butler
Greg Pronevitz (Alt)

PALINET
James E. Rush

P.S.S. Tapestry
Mary Sue Iddings
Janet Pingitore

Readmore Academic Services
Sandra J. Gurshman
Dan Tonkery (Alt)

The Research Libraries Group, Inc.
Wayne Davison
Kathy Bales (Alt)

R. R. Bowker-U.S. ISBN Maintenance
Agency
Emery Koltay

Society of American Archivists
Lynn Lady Bellardo

Society for Technical Communication
Jeff Hibbard
Kevin Burns (Alt)

Special Libraries Association
Marjorie Hlava

SUNY/OCLC Network
Glyn T. Evans
David Forsythe (Alt)

U.S. Department of the Army,
Headquarters
Louise Nyce

U.S. Department of Commerce, National
Institute of Standards and Technology,
Research Information Center, Office of
Information Services

Jeff Harrison

U.S. Department of Defense, Defense
Technical Information Center
Gretchen Schlag

Claire Tozier (Alt)



U.S. Department of Defense-Joint Medical
Library

Diane Zehnpfennig

Beth Knapke (Alt)

U.S. Department of Energy, Office of
Scientific and Technical Information
Mary Hall

Nancy Hardin (Alt)

U.S. National Commission on Libraries
and Information Science
Peter R. Young
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West Publishing Company
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Guides to Accompany Microform Sets

1 Introduction

1.1 Scope

This standard establishes the requirements for a guide designed to accompany microform sets made
publicly available by commercial, public, and private microform producers.

1.2 Purpose
The purpose of this standard is (a) to enumerate and define the data elements that shall be included

in a guide to a microform set, and (b) to outline the way in which these data elements shall be
organized.

2 Definition of Microform Set

A microform set is a group of documents, publications, or non-textual images published or
republished in microformat and organized (a) by specific topics, (b) by issuing agency, (c) by
repository, (d) by original format, (e) by place of origin, (f) by date, (g) in accordance with a
preexisting bibliography, or (h) by some combination of these categories.

3 Publication Format of a Guide

This section describes the physical, publication, and bibliographic characteristics of a guide.

3.1 Physical Characteristics

3.1.1 Formats

Guides may be produced in a variety of formats: (a) printed on paper, (b) in microfilm or microfiche
format, or (c) in electronic format.

3.1.2 Permanence and Legibility

Regardless of format, guides shall adhere to all current standards for permanence and legibility (see
Appendix A for a list of relevant standards).

3.1.3 Citation of Standards

Standards for permanence and legibility used to produce a guide shall be cited.

3.2 Publication Characteristics

3.2.1 Distribution

Guides shall be made available with the publication of a microform set. If a microform set is released
periodically, interim guides shall be made available.
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3.2.2 Publication Schedule
Information regarding future releases of a microform set and accompanying guide(s) shall be given.
3.2.3 Cumulations

For microform sets that are released on a periodic basis, information regarding future cumulations of
the guide shall be given. If interim guides are issued, they shall be identified as such.

3.2.4 Updates and Errors
Updates to guides and notices for correction of errors shall be issued expeditiously.
3.2.5 Availability

Information on how and in which format(s) to obtain a guide separately from the microform set shall
be given.

3.3 Bibliographic Characteristics

A guide shall include bibliographic information as specified in this section.

3.3.1 Title

The full title or name of the microform set that a guide accompanies shall be stated (see 5.1). The title
may be amplified by a subtitle (or other title information according to Anglo-American Cataloguing
Rules, Revised Second Edition, 1988), which should normally be typographically differentiated from
the title and should appear after the title. If a guide is preliminary or interim in nature, the title
statement shall so indicate.

3.3.2 Editor/Compiler

The name(s) of a guide’s editor(s) or compiler(s)—(personal, corporate, or any combination of
these)—shall be stated, together with some indication of responsibility (e.g., “managing editor,” “index
editor,” etc.). Any title, affiliation, or qualification that indicates an editor’s or compiler’s authority on a
guide should be included.

3.3.3 Acknowledgment

Guides shall state the names of their significant contributors. Contributors may include illustrators,
layout/design assistants, photographers, technical, and other editorial staff

3.3.4 Publisher

The name, address, and telephone number of the publisher of a guide shall be clearly stated. This is
particularly important when the publisher or distributor of a microform set is different from the
publisher of a guide.

3.3.5 Printer

The name(s) of the compositor, printer, binder, or any combination thereof, shall be stated.

3.3.6 Date of Publication

The date of publication of a guide shall be given in Arabic numerals.
3.3.7 Copyright
3.3.7.1 Notice

A valid copyright notice shall be given.
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3.3.7.2 Conditions for Reproduction

Any authorization allowing the reproduction of all or part of a guide shall be stated, together with any
conditions or fees required.

3.3.8 Cataloging in Publication (CIP) Data
If applicable, CIP data shall be given.
3.3.9 International Standard Book Number (ISBN)

If applicable, an ISBN shall be given. It is not necessary to include the ISBN if it is included in the CIP
data.

3.3.10 International Standard Serial Number (ISSN)

If applicable, an ISSN shall be given. It is not necessary to include the ISSN if it is included in the CIP
data.

3.3.11 Table of Contents

A table of contents shall be included.

3.3.12 Front Matter

A preface or introduction or both shall be included.

4 Information on Access to a Microform Set

This section describes how a guide provides access to the filmed material in the microform set.

4.1 Intellectual or Historical Significance

An explanation of the intellectual or historical significance, or both, of the set shall be included.

4.2 Organization of Original Material

An explanation of the organization of the original material including the identification of original
classification numbers, inventory numbers, or other significant control or access points shall be given.

4.3 Control Numbers

An explanation shall be given for any classification numbers, sequencing numbers, or other control
numbers added to the original materials for the purpose of controlling and enhancing access to the
microform copy of the original materials.

4.4 Relationship of Control Numbers to Filmed Material

An explanation of how the classification numbers, sequencing numbers, or other control numbers
relate to the filmed material, including added film targets, headers, etc., shall be given. Depending on
the complexity both of the set and of the organizational principles, this explanatory material may vary
considerably in length and content. The goal is to provide information that enables users to easily
locate desired material within a microform set.
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4.5 Numbering System and Data Elements

An explanation of the numbering system and data elements used in the main entries of the
bibliographic descriptions included in a guide shall be given. A diagram of a sample entry with data
fields clearly identified should be given.

4.6 Indexes and Supplementary Access Tools

An explanation of the organization of any indexes or supplementary access tools shall be given.

4.7 Series

If a printed guide is part of a series of printed guides, the particular part shall explain its bibliographic
or designated numerical relationship to the whole set of guides.

5 Microform Set Specifications

5.1 Microform Set Title

The unique title of the microform set is the title established by the microform producer. In order to
ensure accurate and consistent bibliographic citation, the unique title shall be maintained with
appropriate subdivisions for sets issued in parts, or sets reissued subsequent to the original
microform publication.

5.1.1 Guide Title

A guide shall bear the same title as the microform set except for the addition of such qualifying words
as “Guide,” “Inventory,” “Index,” etc., appended to the full microform set title (see 3.3.1).

5.2 Microform Set Technical Specifications

Technical specifications of microform sets shall be included in guides.

5.2.1 Reproduction Formats

The microform reproduction format(s) available for the set, (e.g., 16mm, 35mm, 105mm, cartridge
film) shall be stated.

5.2.2 Microform Types

The microform type(s), (e.g., silver halide, diazo, vesicular) and base(s), (e.g., acetate, polyester)
available for the microform set shall be stated.

5.2.3 Reduction Ratio

The microform reduction ratio (or range of ratios) used for the set shall be stated with as much
specificity as readily available (e.g., “filmed at a reduction ratio of X with all oversize maps filmed at a
reduction ratio of Y”).

5.2.4 Polarity

The microform polarity used for the master and the distribution copy options shall be stated.

5.2.5 Orientation
The microform orientation (e.g., IA, IB, 2A, 2B) shall be stated.
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5.2.6 Technical Standards and Quality Control

The microfilming technical standards and quality control procedures followed in the production of the
master negative shall be stated, citing the specific standards that were employed. (See Appendix A
for a list of relevant standards.)

5.2.7 Extent of Collection

The number of microfiche or number of reels of microfilm the set comprises shall be stated.

5.3 Statement of Responsibility

The name and location of the original microform producer and the date of the filming shall be stated.
If the set or a substantial part of it was originally filmed by an institution other than the current
microform producer, this shall be stated, with the date(s) of the original filming(s) insofar as is known.
If the set brings together a number of different filmings by different institutions or organizations, this
shall also be stated with the dates of such filmings.

6 Information on Collection Overview

The introductory section of a guide shall present a narrative overview of its filmed collection and, as
appropriate, shall include a discussion of its data elements as specified in this section.

6.1 Format, Quantity, and Scope of Materials Filmed

6.1.1 Format Descriptions
The format of the materials in the collection filmed shall be described in accordance with the following
definitions”:
(a) Books are nonperiodical publications equivalent to at least 49 pages.
(b) Pamphlets are nonperiodical publications equivalent to at least 5 but not more than 48
printed pages.

(c) Periodicals are serial publications appearing or intended to appear in a continuous series
under the same title, published at regular or irregular intervals over an indefinite period, with
individual issues in the series numbered consecutively or each issue dated.

(d) Newspapers are serial publications issued at stated and frequent intervals (usually daily
or weekly) that (a) report events and discuss topics of current interest and (b) usually serve
as a primary source of information to their readers.

(e) Government documents are publications bearing the official imprint of an international,
national, regional, state, local, or intergovernmental body.

(f) Technical reports are reports that present the details and results of specific
investigation(s) of a scientific, technical, business, or educational problem.

(g) Academic dissertations are theses presented by candidates in partial fulfillment of the
requirements for a degree.

! Definitions based on information from the following sources:
1. ANSI Z239.40-1979 (R-1987), Compiling U.S. Microform Publishing Statistics.
2. ALA Glossary of Library and Information Science. 1983. Heartsill Young, ed. Chicago: American Library
Association.
3. Harrod's Librarians' Glossary. 1989. 5™ ed. London: Gower.
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(h) Manuscripts are unpublished or typed works that serve as the handwritten originals for
micropublication. They are also unpublished government, business, or organizational
records.

(i) Maps are plane representations of the earth’s surface, or part of the earth’s surface, and
may indicate physical characteristics, political boundaries, or other categorizations. The term
may also be applied to plane representations of celestial bodies.

(j) Drawings are original representations using lines and may include sketches or designs
made in pencil, pen, ink, crayon, or machines.

(k) Photographs are pictures produced by action of light on a photosensitive material and
formed by an optical system using a lens and other optical devices.

(I) Musical works are written or printed musical notation(s).

(m) Heterogeneous sets are miscellaneous aggregations of varied types of materials such
as books, manuscripts, clippings or other materials assembled and filmed as a single
collection.

6.1.1.1 Other Formats

Any materials filmed that cannot be categorized according to the above definitions shall be described
with sufficient clarity to differentiate the materials from the above categorizations (e.g., broadsides,
realia, charts).

6.1.2 Quantity

The quantity of the materials in the filmed collection shall be described. Quantity refers to the
magnitude of the filmed collection expressed in units appropriate to the original materials, e.g.,
number of volumes of monographs, linear feet of archival records, number of cartographic images
captured, etc.

6.1.3 Scope

The scope of the material filmed in the collection shall be described. Scope refers to one or more of
the following: chronological period; geographic area; genre; subject(s); language; etc. Authoritative
sources shall be cited.

6.2 Location of Original Materials Filmed

Location of the original materials at the time of filming shall be indicated, i.e., name and location of
the library, archives, or other repository or institution holding the materials.

6.2.1 Location Other Than Holding Institution

When possible, materials that were not retained by the holding institution upon the completion of
filming shall be noted with their locations indicated.

6.3 Existence of Finding Aids Other Than the Guide

Any finding aids, including inventories compiled in-house, descriptive guides, published
bibliographies, catalog card entries, on-line catalog records, reel lists, or box or folder lists shall be
cited and described.

Any finding aids filmed together with the collection of materials shall be cited.
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6.4 Editing Policy

6.4.1 Selecting or Excluding Materials
Principles applied in selecting or excluding materials for filming shall be explained as follows:
(a) State the reasons for exclusion of material from the filming of the original collection.
(b) State the policy on attempts to locate and film material missing from the original collection.

(c) If a filmed collection contains material from more than one source and therefore
constitutes a unique assemblage, state that fact.

6.4.2 Organizing Materials
The organizational principles of a filmed collection shall be explained as follows:

(a) Indicate whether the filmed collection replicates the intellectual organization of the original
collection.

(b) Indicate how access to the material in the film collection is changed if the organization
varies from that of the original collection.

(c) State the organizing principles if a collection has been organized for the purpose of
filming.

6.5 Provenance of a Collection

An explanation of provenance shall be given. Provenance refers to the history of creation,
compilation, or ownership.

6.5.1 Unique Collections

If the collection is unique, see 6.4.1 (c) above.

6.6 Restrictions on Use of a Collection

Any copyright, reproduction, or other restrictions placed on the material shall be stated.

6.6.1 Permissions

The institution or institutions from which any required permissions may be sought shall be identified.

7 Collection Descriptions

The following descriptions and access tools shall be included in a microform set guide as appropriate.

7.1 Archival and Manuscript Collections

7.1.1 Series

Series refers to a body of file units or documents arranged in accordance with a unified filing system
or maintained by the records creator or collector as a unit because of some relationship arising out of
their creation, receipt, or use. The series description shall include the following data elements:

(a) Title: the holding institution’s title for the series.

(b) Size: the linear feet or cubic feet size of the series.
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(c) Item count: the number of items in the series.
(d) Dates: the chronological span of the creation of the original materials within the series.
(e) Arrangement: the specific organizing principles within the series.

(f) Numbering system: the original numbering systems used on the documents, records, or
other materials and, if different, the system used to sequence the materials in the microform
publication.

7.1.2 Subdivisions

Folder or unit refers to the discrete groups into which the items are subdivided such as container or
volume. The folder or unit description shall contain the following data elements:

(a) Numbering system within the folder, if present.

(b) Microform access control: by reel target; reel or eye-legible microfiche number; typed
header; etc.

(c) Identification of classes of material not filmed, e.g., blank pages, the back of forms, etc.
(d) Internal content descriptions, folder inventories, or contents statements, if present.
7.1.3 Indexes

Depending on the nature and size of the collection, indexes of names and subjects shall be included
as appropriate. Indexes shall be linked to the pertinent sequencing level in which the material is
organized.

7.2 Collections of Books, Periodicals, Government Documents, and
Newspapers

7.21 Descriptions

Descriptions of book, periodical, government document, and newspaper collections shall include the
following data elements:

(a) Organization statement: the sequence or arrangement of the materials on the microform.

(b) Bibliographic data for each title in the main entry section of the guide: the data shall be
created according to Anglo-American Cataloguing Rules, Revised Second Edition (1988), or
other consistent standard. The authority used shall be cited.

(c) Microform access control: by reel target, reel or eye-legible microfiche number, typed
header, etc.

7.2.2 Indexes
Indexes for the following classes of materials shall be included:
(a) Book collections: title indexes, author indexes, and, if appropriate, subject indexes.

(b) Periodical collections: title indexes and, if appropriate, editor indexes or place of
publication indexes, or both.

(c) Newspaper collections: title indexes and, if appropriate, place of publication indexes.

(d) Government documents collections: author, title, and subject indexes; series number or
report number indexes or both; others as appropriate.
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7.3 Nontextual and Other Collections

7.3.1 Descriptions

Descriptions of nontextual collections (photographs, maps, drawings, etc.) shall include the following
data elements:

(a) Organization statement: the sequence or arrangement of the materials on the microform.

(b) Microform access control: by target, eye-legible microfiche or microfilm frame number, typed
header, etc.

(c) Description at the item or collective group level as appropriate. The authority used shall be cited.

7.3.2 Indexes

Indexes of names and subjects shall be included as appropriate.
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Appendix A:
Informative

Related Standards

(This appendix is not part of the ANSI/NISO Z239.74-1996, Guides to Accompany Microform Sets. It is
included for information only.)

Always consult the most current version of these standards:

ANSI/AIIM MS5-1992, Microfiche.

ANSI/AIIM MS6-1993, Microfilm Package Labeling.

ANSI/AIIM MS14-1998, Specifications for 16mm and 35mm Roll Microfilm.
ANSI/AIIM MS19-1993, Recommended Practice for Identification of Microforms.

ANSI/AIIMMS23-1990, Microfilm of Documents, Operational Procedures/Inspection and Quality
Control of First Generation Silver-Gelatin.

ANSI/AIIM MS34-1990, Dimensions for Reels Used for 16mm and 35mm Microfilm.

ANSI/AIIM MS35-1990, Requirements and Characteristics of Original Black-and-White Documents
That May Be Microfilmed.

ANSI/AIIM MS37-1988, Recommended Practice for Microphotography of Cartographic Materials.

ANSI/AIIM MS43-1988, Recommended Practice for Operational Procedures/Inspection and Quality
Control of Duplicate Microforms of Documents and from COM (includes supplement ANSI/AIIM
MS43a-1991).

ANSI/AIIM MS48-1990, Recommended Practice for Microfilming Public Records on Silver-Halide
Film.

ANSI/AIIMMS51-1991, Micrographics-ISO Resolution Test Chart No. 2 - Description and Use.

ANSI/AIIM MSIII-1993, Recommended Practice for Microfilming Printed Newspapers on 35mm Roll
Microfilm.

ANSI/NAPM IT9.1-1992, Imaging Media (Film) - Silver Gelatin Type - Specifications for Stability.

ANSI/IT9.2-1991, Imaging Media (Film) — Photographic Processed Films, Plates, and Paper - Filing
Enclosures and Storage Containers.

ANSI/IT9.5-1992, Imaging Media (Film) - Ammonia-Processed Diazo Films - Specifications for
Stability.

ANSI/IT9.11-1991, Imaging Media — Processed Safety Photographic Film Storage.
ANSI/IT9.12-1991, Photography-Processed Vesicular Photographic Film - Specifications for Stability.

ANSI/IT9.13-1992, Imaging Media — Photographic Films, Papers, and Plates - Glossary of Terms
Pertaining to Stability.

ANSI/NISO 239.32-1996, Information on Microfiche Headers.

ANSI/NISO 239.48-1992, Performance of Paper for Publications and Documents in Libraries and
Archives.

ANSI/NISO 239.62-1993, Eye-Legible Information on Microfilm Leaders and Trailers and on
Containers of Processed Microfilm on Open Reels.
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ANSI/PH1.51-1983, Dimensions for Micrographic Sheet and Roll Films.
ANSI/PH2.16-1984 (R1990), Photography-Terms, Symbols, and Notations - Density Measurements.
ANSI/PH2.18-1985, Photography (Sensitometry) - Density Measurements - Spectral Conditions.

ANSI/PH4.8-1995, Determination and Measurement of Residual Thiosulfate and Other Chemicals in
Films, Plates, and Papers.

IS0 10602:1995, Photography - Processed Silver Gelatin Type Black-and-White Film — Specifications
for Stability.
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Appendix B:
Informative
Selective Bibliography

(This appendix is not part of the ANSI/NISO Z239.74-1996, Guides to Accompany Microform Sets. It is
included for information only.)

American Library Association (ALA). 1983. ALA Glossary of Library and Information Science. 1983.
Heartsill Young, ed. Chicago: ALA.

ANSI 239.40-1979 (R-1987). Compiling U.S. Microform Publishing Statistics.

Association for Information and Image Management (AlIM). 1992. Glossary of Image Technology.
AlIM Technical Report TR2,7th ed. Silver Spring, MD: AlIM.

Association of Research Libraries (ARL). 1990. Guidelines for Bibliographic Records and
Preservation of Microform Masters. Washington, D.C.: ARL.

Government Printing Office. 1988. Quality Attributes for Microforms. GPO Publication 310.3.
Washington, D.C.: GPO.

Harrod’s Librarian’s Glossary. 1989.5th ed. London: Gower.

Library of Congress. 1973. Specification for the Microfiliming of Books and Pamphlets in the Library of
Congress. Washington, D.C.: Library of Congress.

National Archives and Records Administration (NARA). 1982. The Preparation of Inventories. Staff
Information Paper 14. Washington, D.C.: NARA.

Research Libraries Group (RLG). 1994. RLG Archives Microfilming Manual. Mountain View, CA:
RLG.

Research Libraries Group (RLG). 1992. RLG Preservation Microfiiming Handbook. Mountain View,
CA: RLG.

Serial Record Division, Library of Congress. 1991. U.S. Newspaper Program Planning Guide and
Resources Notebook. Washington, D.C.: Library of Congress.
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