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Creating an Item Record for a Magazine 

NOTE:  This handout is for libraries that are NOT using the serials module.

We now have new guidelines for creating item records for magazines:

1. Do not use the call number field unless you class your magazines with a Dewey Decimal call number.  If you do not assign a call number to your magazines, skip the call number field when creating the item record.

· DO NOT use the name of the magazine or the date in the call number field.

2. Use the volume field to enter the proper volume information.  Enter the volume information first, then the date. 

Example:    v.161 no.7 Feb 17 2003

3. Use Roman numerals if the item uses them for the volume or number information.

Example:    v.XI no.III Mar 2003

4. If you can only determine the date of the item, then enter that date in the volume field using the three letter abbreviation for the month followed by the day and year.  You do not need to use punctuation.  Use both upper and lower case for the month.

Example:    Feb 17 2003

5. If there is a span of dates, use the abbreviation and date then a hyphen.

Example:    Feb 24-Mar 3 2003

	Abbreviations

	Jan
	Apr
	Jul
	Oct

	Feb
	May
	Aug
	Nov

	Mar
	Jun
	Sep
	Dec


	Seasonal Abbreviations

	Win
	Spr
	Sum
	Fal


Example of a magazine item record’s variable fields:
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TITLE Time.
PUBLISHER  [New York, etc, Time Inc.]

DESCRIPTION . ll. incl. ports.) 28 cm.

DESCRIPTION Weekly with one extra issue in Oct,, <Oct. 8, 1990->
DESCRIPTION Weekly (except one week ayear), <Dec. 26, 197>
DESCRIPTION Weekly, <Apr. 15, 1985.>
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Created: 04-14-2003 _ Revisions:

Last Updated: 04-14-200:

BARCODE 34567009867415
VOLUME V161 no.7 Feb 17 2003
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Libraries are not expected to retrospectively correct the item records that are already in the system, however every library must use these guidelines for all new magazine item records.
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