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Cataloging equipment and realia allows libraries the ability to circulate and manage those items effectively.  Equipment 

are technical tools (camera, laptop, microphone, etc.); Realia are statues, games, pottery, coins, 3D objects, etc. 

Consistency is vital for identification, indexing, and searching.  Always enter the same wording format and punctuation. 

Item records are added to bibliographic records for circulation purposes. 

BIBLIOGRAPHIC (BIB) RECORD 

 Do not use 020 field 

 Multiple 024 fields can be for serial numbers, model numbers, or local assigned numbers 

 028 field can be for production numbers; it is searchable under “Publisher #” 

 100 field is the library full name -whom the equipment belongs to / location of equipment (optional) 

 245 field is the item name.  For multiple units with different serial numbers, use increasing numbers to identify 

“Recorder #1”, “Recorder #2”, etc. It is possible to attach multiple items to one bib but serial numbers will not be 

searchable when stored in item records. 

 260 field - subfield “a” place of manufacturer, subfield “b” manufacturer name ; and the date in subfield c” 

 300 field has physical description  

 Multiple 500 fields contain notes of all the various parts/ accessories to the unit 

 Multiple 650 fields are for subjects.  Also, the library code location + equipment, i.e., “NWP equipment” 

 710 field contains the manufacturer name if different than data in 260. 
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It is important that the LEADER has “r” in order to display as a “3D artifacts/objects”  in the online catalog. 
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ITEM RECORD 

 Barcode – attach to unit for identification accession  purposes 

 Material item type - “Equipment” or “Realia” depending   

 A separate location can be added for Equipment collections 

 Call number - helps staff locate items/units.  For multiple units, use increasing numbers to identify “Mic #1”,“Mic 

#2”, etc. 

 Enter Cost 

 Comment – only displays for staff;  can contain store/vendor purchase place  

 Circ Note - displays for circulation staff to check all the parts being returned. 
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Examples of equipment in the online catalog: 
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This process can also be used for special collections such as this cake pan collection:

 

 


