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1 INTRODUCTION

The following Guidelines show how the UNIMARC format can be used when creating records for manuscripts. They are applicable to manuscript materials of all kinds, produced at whatever time or date; this includes typescript, typewriter or a print out from a PC prepared in manuscript format
. These Guidelines are intented for isolated or compositum manuscripts, although the treatment of archival material would be able to follow a similar model.

The section 2 of these Guidelines indicates the general model for encoding UNIMARC records for manuscripts. Section 3 lists data elements commonly included in bibliographic description of manuscripts and indicates where each data element would be placed in a UNIMARC record. Section 4 gives examples of full records for manuscript resources.

2 UNIMARC MODEL FOR MANUSCRIPTS

As there is no ISBD for manuscripts, these Guidelines were designed to match the requirements of Anglo-American Cataloguing Rules, chapter 4, second edition, 1988 revision, and the Reglas de Catalogación, by Ministerio de Educación y Cultura. Dirección General del Libro, Archivos y Bibliotecas, chapter 3, Madrid, 1999, and take into consideration the experience of the National Library of Portugal which since 1988 has used the UNIMARC applied to manuscripts cataloguing. 

Unlike other materials, described at the manifestation level, the bibliographic record for a manuscript describes simultaneousely manifestation and item level, a UNIMARC record for a manuscript resource therefore does not differ in general from the structure of a UNIMARC record for other materials: the records could contain all the information that is considered as essential for descriptive purposes along with access points for title(s) of all the works contained in the manuscript or codex and for the names of all relevant persons and corporate bodies with intellectual or artistic responsibility (and for others responsible persons and bodies like former owners, donors and other provenance information). 

The data necessary for the bibliographic description may be taken from the following sources in order of preference:

· internal source – the title page, the colophon, the caption, heading, etc., the content of the manuscript itself;

· external sources – another manuscript copy of the item, a published edition of the item, reference sources, other sources.

The UNIMARC bibliographic format contains data elements for the specification, description and identification for written works produced as well as reproduced by hand (a manuscript or a different version or states in single or multiple copies)(e.g., music produced in multiple manuscript copies and distributed as would have been a printed production; a latest handwritten copy of a printed book).
3 DATA ELEMENTS AND UNIMARC LOCATIONS

	DATA ELEMENTS


	UNIMARC Location

	Title proper and other title elements:



	Title transcribed as it appears on main source of information, that is manuscript itself and, within the manuscript, preferred sources of information are the title page or its substitute, the caption etc. (the title page or its substitute, the colophon, the caption, etc.). Prefer the original manuscript as a source to any other exterior source, even if it is the printed version of the manuscript. If the manuscript lacks a title, the cataloguer should supply one, based on the content of the manuscript (in square brackets).

	200 $a Title proper 

	Manuscript
	200 $b General material designation

	
	200 $e Other title information

	Responsibilities:



	Statements of responsibility relating to persons or bodies apearing on the manuscript. If the manuscript lacks a signature or statement of responsibility the cataloguer would supply one for it, if known (in square brackets).

	200$f First statement of responsibility
 

	(other authors, copyist, bibliographic antecedent,  other names as listed on the manuscript resource, etc).

	$g Subsequent statement of responsibility 

	Edition

$a Version of the manuscript (if it is different from other version) $f Statement of responsibility relating to the edition
	205


	Manufacturing/Handwriting
:


	Place of handwriting of the manuscript (if known). 
	210 $a Place of publication, distribution, etc.

	Name of scriptorium or copyist (if known).
	200 $c Name of publisher, distributor,etc.

	The date or inclusive dates of the manuscript.

	$d Date

	Physical description:



	Number of leaves/pages; number of colums (if more than one exists).

	215 $a Extent of  item

	Name of the material on which the manuscript being described is written; if the manuscript is illustrated, give an illustration statement.

	215 $c Other physical details

	The dimensions include height and width.

	215 $d Dimensions

	Notes 



	Nature of the manuscript
E.g., original, copy, holograph, holograph signed, etc; transcription of the colophon, etc.
	300 General notes

	Notes on the language of the text        

E.g., when different from title proper 
 
	302 Notes pertaining to coded information

	Notes relating to title and statement of responsibility

Translation note (if applicable); source of title proper; [transcription of the Incipit, and eventually of the Explicit]; note pertaining to statement of responsibility in field 200, for example source of statement of responsibility, notes about the illuminator artist/scriptorium. name of the sponsor of the manuscript.

	304 Notes pertaining to title and statement of responsibility

	Version

Version of the manuscript, if it is different from other version
E.g., “copy out before printing”, “2nd draft”.

	305 general notes pertaining to descriptive information

	Notes pertaining to handwriting:

Date of the original (if the present manuscript is a copy) 

E.g., the justifications for the date given, or for the place where the copy was written.

	306 Notes pertaining to publication, distribution, etc.

	Detailed physical data
Style of writing, illustrative matter, collation and other inportant physical details that are not given elsewere in the description. E.g., number and composition of gatherings; type of script; illustrations description, etc.; mention of the number of lines for each leave, etc.

	307 Notes pertaining to physical description

	Variations in title 

For example, notes about cover title, spine title, title found on another title-page


	312 Notes pertaining to related titles

	Other responsibilities

Notes on responsibilities not recorded in field 200 (e.g the author of marginalia, the sponsor of the manuscript;).


	314 Notes pertaining to responsibility



	Detailed information of the item

Missing leaves, other foliation, manuscript annotations, etc., binding characteristics.


	316 Notes relating to the copy in hand

	History of the provenance of the manuscript
Notes on the donor or source of the manuscript, previous owners, etc.


	317 Provenance note

	Notes pertaining to repair interventions


	318 Action note

	Bibliographical references 

1. Mention of the bibliographic reference to the 1st or most accurate published edition of a manuscript.
2. Bibliographical references about a manuscript” 
	321 External Indexes/ References note



	Reference to an original 

In the record of a manuscript which is a copy of another manuscript or a printed resource. 


	324 Original version note


	References to facsimile or other reproductions

In the record of an original notes given details of a facsimile or other reproductions.

	325 Reproduction note

	Contents note


	327 Contents note

	
	

	Printing edition of the manuscript

To link the manuscript being catalogued to published edition(s) of the manuscript.

	488 Other related work

	Access points



	Form of the uniform title

The title most frequently used to identify the work, if different of title proper.

	500 Uniform title

	Title on the boards of the codex
	512 Cover title

	
	516 Spine title

	Variations in title
	517 Other variant titles

	Title proper in standard modern spelling
	518 Title in standard modern spelling

	Expanded title proper


	532 Expanded title

	Generally known title

For example, a popular title for a famous manuscript and which are not considered uniform title.

	540 Additional title supplied by cataloguer



	Subject


	6--

	Place access

Place of the production of the manuscript (city name)
	620$d City, etc.


	Responsibilities

Access points for authors, copyist, bibliographic antecedent,  other names (persons or bodies appearing on the manuscript).
	7-- Responsibility block

	Location
	8--

	Access by shelfmark
	852 Location and call number

	Electronic access
	856 Electronic location and access

	Identification



	b = language materials, manuscript

d  =  notated music, manuscript

f  =  cartographic materials, manuscript

n = record is in non-ISBD form

 
	Record label
/6 Type of record
/18 Descritive cataloguing form

	Coded information 



	General processing data
	100 General processing data

	Language of the manuscript
0 Original language

1 Item is a translation


	101 Language of the item

	Country of handwriting production
	102 Country of publication or production

	Medium designator
 code h – hand-written
	106 Form of item

	Binding material, Types of binding, State of preservation
	141 Copy specific attributes



4 FULL RECORD EXAMPLES

Example 1
01352cbm##2200277#n#450#
001   622267

005   20030331110800.0

100    $a19990105f12011300k y0engy0103    ba

101 0 $alat

102    $aFR

106    $ah

200 0 $a≠nsb≠[≠nse≠Bible]$bManuscript

210    $a[Paris$d12--]

215    $a[4, 1211, 2] p. (2-4 columns, 46-47 l.)$cvellum, illuminated$d165x120 mm

302    $aText written in Latin 

307    $aGothic script

307    $aGold pictorial initials; decorative initials with foliage design and  fantastic animals; 
pictorial initial «I», from the beginning of Genesis, representing the Seven Days of World 
Creation, and the scene of Crucifixion

316    $aBound in leather covering the wooden boards; blind-tooled impressions$5BN:ALC. 457
316    $aLeaves cut on edges$5BN:ALC. 457

317    $aProvenance: Mosteiro de Santa Maria de Alcobaça$5BN:ALC. 457

317    $aPrevious shelf marc: ANTT, C.F. 113$5BN:ALC. 457 

321 1 $aInventário dos Códices Iluminados : até 1500 / Inventário do Património Cultural 
Móvel. - Lisboa Inst. da Biblioteca Nacional e do Livro, 1994. - Vol. 1, p. 40

500 11$aBible

620     $dParis

712 02$aOrdem de Cister$bMosteiro de Santa Maria$c(Alcobaça)$4390$5BN:ALC. 457
801   0$aPT$bBN$gRPC

AM-FL-CfU  :There should be no subfield $5, since there cannot be different copies of this item, but a field 852 with the selfmark, as the shelfmark is a precious identifier for manuscripts, in particular for this kind of medieval manuscripts. 
Example 2
02446cbm##2200337#n#450#
001  894751

005  20030331113500.0

100    $a20000514f15481557k  y0engy0103    ba

101 0 $apor

102    $aPT

106    $ah

200 1 $aLenda da Rainha Dona Isabel chamada a Sancta molher delrei Dom Denis a qual fundou 
a Casa do Spirito Sancto da vila d'Alanquer$bManuscript

210    $d[between 1548 and 1557]

215    $a[11] f., bound$cvellum (4 f. parchment), illuminated$d180x135mm

304314    $aThe author of this «brief legend and compilation» is most probably Damião de Góis 
(1502-
1574). This hypothesis is based on four assertions in the text of the dedication, on 
thematic analogies between this text and other works by Damião de Góis, etc.

306    $aThe supplied date was based on the date when Damião de Góis began to work as 
guardian of «Torre do Tombo» (1548), and the year of death of King John The Third of 
Portugal (1557)

307    $aRound humanistic script (it. rotunda) and humanistic “cancelleresca” script

307    $aIlluminated initials in Gand/Bruges illumination style

316    $aOriginal binding in leather covering the boards with gold-tooled impression$5BN: IL. 
223
317    $aPurchased from the bibliophile Victor Ávila Perez in 1976. Previous owners 
unknown$5BN: IL. 223

321 1 $aDamião de Góis : humanista português na Europa do Renascimento. - Lisboa : BN, 
2002. - P. 88-90

321 1 $aLenda da Rainha D. Isabel : (códice Iluminado 223 da Biblioteca Nacional) / Teresa A. 
S. Duarte Ferreira, Rev. da Biblioteca Nacional, Lisboa, Sér. 2, 2:1 (1987), p. 23-48 
(inclui ed. do texto)

327 2#$aThe text is preceded by a dedication to Queen Catarina of Portugal, wife of King John 
The Third 

518 1 $aLenda da Rainha Dona Isabel chamada a Santa mulher de el-Rei Dom Dinis a qual 
fundou a Casa do Espírito Santo da vila de Alenquer

600   0$aIsabel$cRainha Santa$f1269?-1336$xBiografias$x[Manuscritos]$2SIPOR

600   0$aIsabel$cRainha Santa$f1269?-1336$xGenealogias$x[Manuscritos]$2SIPOR

675    $a235.3 Isabel, Rainha Santa (0.032)

675    $a929.5/.7 Isabel, Rainha Santa(0.032)

700  1$aGóis$bDamião de$f1502-1574

702  1$aPérez$bVítor Ávila$4390$5BN: IL. 223
801  0$aPT$bBN$gRPC

AM-FL-CfU  :

There should be no subfield $5, since there cannot be different copies of this item, but a field 852 with the selfmark. 

Example 3 

02576cbm##2200277#n#450# 

001   
1066707

005   
20030414123100.0

100   
$a20010912f11761200k  y0pory0103    ba

101 0  
$alat

102    
$aPT

106   
$ah

200 1  
$a[Evangeliário]$bManuscrito

210   
$d[entre 1176 e 1200]

215   
$a[4, 107] f.$cperg., il. color.$d238x160 mm

302   
$aTexto em latim

307   
$a[a-n]//8, [o]//4

307   
$aA letra carolina, angulosa, apresenta semelhanças com a de um núcleo de códices mais 
antigo da colecção alcobacense da BN de Lisboa, v.g. ALC. 332 e 232

307   
$aIniciais levemente ornamentadas a vermelho, azul, verde e magenta

307   
$aOs fólios iniciais acrescentados em 1939, contêm, no final, alguns evangelhos que 
foram copiados imitando a letra gótica e decorados ao gosto dos livros de horas do séc. 
XV (v. g. a representação dos quatro evangelistas, f. 1)

307   
$aFalta o primeiro fólio do primeiro caderno, e fólios no final; fólios aparados aquando 
da encadernação (?)

316   
$aEncadernado em 1939 (?) com pastas de cartão revestidas a pergaminho e ferros a ouro 
na lombada

321 1  
$aCepeda, I. V. A propósito de um Evangeliário.... Rev. BN, Lisboa, 2001-02

327 1#
$aComeça no tempo do Natal, seguindo-se os evangelhos do ciclo Temporal; vêm depois 
os evangelhos do ciclo Santoral (S. Estêvão - 26 de Dezembro - a S. Tomé - 21 de 
Dezembro). No final, em letra do séc. XIV, dois evangelhos para a festa do Corpo de 
Deus, alargada à Igreja universal em 1264. No último fólio, sob a rubrica 'Hec est nomina 
de virtutibus', vários nomes de santos e lugares sagrados, em letra minúscula do séc. XIV, 
e ainda uma breve nota em português, em letra cursiva, um pouco posterior: "Estes ssom 
os avangelhos que a... d... d... / demuninhado (?) / Im principio erat verbum [Jo 1, 1] / 
Com natus eset [Mt 2, 1] / Com turba prurima conveniret [Lc 8, 4]". A inclusão desta 
nota revela, pelo menos, que o Evangeliário foi usado em Portugal; à margem de alguns 
fólios do Santoral, indicações, de várias mãos e épocas, de festas acrescentadas.$aO facto 
de começar pela festa do Natal denota antiguidade, seguindo neste particular a ordenação 
das festas segundo a liturgia gregoriana; o santoral é muito semelhante ao que foi 
adoptado na Ordem de Cister, mas não inclui ainda as festas de S. Bernardo e de S. 
Tomás de Cantuária, canonizados em 1173.

500 0 0 $aLiturgia e ritual.$iEvangeliário

710 0 2 $aIgreja Católica.

801   0$aPT$bBN$gRPC

AM-FL-CfU  :

There should be a field 852 with the selfmark. 

Example 4
00864cbm##2200205#n#450# 

001   
1058256

005   
20020918151700.0

100 
$a20010605d1708    k  y0pory0103    ba

101 1  
$aspa$cita

105   
$ay   z   000yy

106   
$ah

200 1  
$aArte universal de la guerra$bManuscrito$fdel principe Raymundo Montecugoli 
Teniente General de las armas del Senhor Emperador$gtradusido de Italiano em Español 
por Don Bartolome Chafrion Alferes de Infantaria Española del Tercio de Valencia

210   
$d1708

215   
$a[6 f. br.], 282 p., [9] f., enc.$cil.$d14 cm

300   
$aCópia

307   
$aDesenho aguarelado de página inteira representando um acampamento de guerra, e em 
primeiro plano, uma peça de artilharia em funcionamento; contém ainda 7 desenhos à 
pena, com plantas de fortificações

316   
$aEnc. com pastas de cartão revestidas a pele castanha marmoreada; lombada com 
nervos, ferros a ouro, e o título «Arte de la Guerra»$5PTBN: COD. 1619

321 1  
$aBibliogr.: A ciência do desenho : a ilustração na colecção de códices da Biblioteca 
Nacional ...- Lisboa : BN, 2001
305321 #  $aPublicado em Lisboa : en la Impr. de Miguel Manescal, 1708
327 11
$bCapitulo 1.º De las operaciones Militares q[ue] se deven hazer en Campaña  y 
fortalezas$pp. 1-28
327 11
$bCapitulo 2.º De las operaciones de Campaña q[ue] se reducen a marchar, aloxar, pelear 
y campear$pp. 28- 56)
327 11
$bCapitulo 3.º De la generalidad de alojar sin sospecha con sospecha, si el campo huiere 
de hazer alto forma de los quarteles quartel de Invierno...$pp. 57-140
327 11
$bCapitulo 4.º De las operaciones q[ue] se hazen en las fortalezas q[ue] se reducen a la 
fabrica, guardia, pressa defensa y socorro dellas$pp. 140-282
700   1$aMontecucoli$bRaimundo$cConde de
702   1$aChafrion$bBartolomè$4730

801   0$aPT$bBN$gRPC

Example 5
01039cbm##2200193#n#450#
001   
1055797

005   
20020912153600.0

100   
$a20010514j18030601k  y0pory0103    ba

101 0  
$apor

105   
$ay   z   000yy

106   
$ah

200 1  
$aLivro segundo que consta da configuração das árvores e frutas silvestres nomeadas na 
relação adiante escrita e numerada, de clarando-se ao pe de cada uma d'elas, a sua altura, 
o tempo em que se colhem, como se comem, e os seus prestimos, e são todas quantas há 
neste Departamento$bManuscrito$fcuja deligencia me encarregou o Ill.mo S.or Coronel 
Joaquim Xavier Curado, Governador do mesmo ... António Jozé de Freitas Noronha 
Cap.m

210   
$d1 de Junho de 1803

215   
$a[4], 38, [1] f., enc.$c38 desenhos aguarelados$d21 cm

300   
$aOriginal; autógrafo (?)

304   
$aEm 1739 é criada a capitania de Santa Catarina, com capital em Nossa Senhora do 
Desterro

306   
$aManuscrito datado de: "C.ª de Nossa Snr.ª do Desterro da Ilha de Santa Catharina, ao 
primeiro de Junho de 1803"

307 
$aOs 38 fólios do códice contêm desenhos aguarelados, acompanhados das respectivas 
legendas, representando árvores e frutos silvestres existentes na Ilha de Santa Catarina, 
Brasil meridional

316   
$aEnc. com pastas de cartão revestidas de cetim verde pintado com motivos florais a ouro 
e preto$5PTBN: COD. 1902

321 1  
$aBibliogr.: A ciência do desenho : a ilustração na colecção de códices da Biblioteca 
Nacional ... Lisboa : BN, 2001

518 1  
$aLivro segundo que consta da configuração das árvores e frutos silvestres...

700   1
$aNoronha$bAntónio José de Freitas$ffl. 1803

801    0
$aPT$bBN$gRPC
� This is the format in which most editors prefer to receive writers’ submittals of text manuscripts for  publication 


� Comments: [AM-FL-CfU : it seems strange to use this field, which corresponds to ISBD area for “edition” and to a statement transcribed as it is on the resource, in a record for non-published resources where this kind of statement is absent and can consequently not be transcribed. Maybe the general meaning of this field could be expanded to record the genetic state of a modern manuscript text (“1st sketch” ? (“premier jet” in French), “copy out before printing”) but this information would be more logically put in field 305].


[RG: In modern manuscript text we could have more than one named version , for instance “2nd draft”. I agree only with the field 305 if the information lacks in the item but it is known and significant. ]


� For manuscripts the field 210 have Indicator 2: Type of release, with  value  “1”.


� AM-FL-CfU Can the English speakers precise the exact meaning of the expression “notes pertaining to handwriting” ? when I read it I think to the way to script looks, the colour, form, etc., so to informations that are to be given in 307. But I could be wrong.


� AM-FL-CfU  (Do you think there is a need to develop a new indicator value to mark this special use of the field ?)


� AM-FL-CfU : ISBD is not intended for manuscripts […], we could define a new value for the label, to express “not applicable”. This value would be reserved to manuscripts.
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