
 

 
 

UNIVERSITI TEKNOLOGI MARA 

FACULTY OF INFORMATION MANAGEMENT 

 

 

 

 

 

 

INDUSTRIAL TRAINING REPORT 

 

 

 

 

 

 

PERBADANAN PERPUSTAKAAN AWAM NEGERI PERAK (PPANPK) 

NO.17, JALAN RAJA DI HILIR, 30350 IPOH, PERAK DARUL RIDZUAN. 

 

 

 

 

 

 

 

 

 

Prepared by: 

Umi Nadia Binti Jalaludin @ Kamarudin  

2019328975 

 Bachelor of Information Science (Hons) Library Management (IM244) 

1 March 2021 – 31 July 2021 



 

 

INDUSTRIAL TRAINING REPORT 

 

 

 

 
PERBADANAN PERPUSTAKAAN AWAM NEGERI PERAK (PPANPK) 

NO.17, JALAN RAJA DI HILIR, 30350 IPOH, PERAK DARUL RIDZUAN. 

 

 

 

 

 

 

Prepared by: 

Umi Nadia Binti Jalaludin @ Kamarudin 

(2019328975) 

 

 

 

 

 

Faculty of Information Management 

Universiti Teknologi MARA 

Cawangan Negeri Sembilan 

Kampus Rembau 

 

 

 

 

 

 

  31 July 2021 



i | P a g e

DECLARATION 

I hereby declare that this is my original work. I have not copied from any other student’s 

work or from other sources. I am also declared that no part of this report has been 

published or submitted for publication except where due to reference or 

acknowledgement is made explicitly in text, nor has any part been written for me by 

another person. I confirm that I have read and understood the UiTM regulations with 

regards to plagiarism and will be penalized by the university if found guilty. 

Signed by 

Umi Nadia Binti Jalaludin @ Kamarudin 

2019328975 

31 July 2021 



 

iii | P a g e  
 

ABSTRACT 

 

The report aims to provide evidence on practicum industrial training fulfilling the 

subjects of industrial training (IMC690). The report is apportioned into chapters which 

are the background of the organization, organization information, industrial training 

activities, industrial training reflection and conclusion. All chapters are described with 

activities in the foundation of learning goals, vision, and expectations borne within the 

organization. The practicum concentrates on practice-oriented based tasks with the 

vision for the application of knowledge, skills, and experience in Perbadanan 

Perpustakaan Awam Negeri Perak training. The practicum of a 24-week work placement 

by working under the supervision of an experienced information professional, in the 

achievement of contribution to the activities of the workplace and meet the same demands 

of work production and responsibility expected by the organization of its regular 

employees. Special project of RDA Merging/Conversion Record are conducted with new 

dynamic skills applied. It is a learning experience in adapting the managerial and 

technical skills in a library and information environment, to demonstrate experiences in 

any specific area of interest, evaluate the specific area of interest from a managerial 

perspective, and display a professional commitment to ethical practice at the industrial 

workplace. 

            (192 words) 

Keywords: Industrial training, Perbadanan Perpustakaan Awam Negeri Perak, RDA 

Merging/Conversion Record 
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1.0 BACKGROUND OF THE ORGANIZATION 

 

 

Perbadanan Perpustakaan Awam Negeri Perak (PPANPk) is a statutory body 

under the Perak State Government. The library was established under the Public Library 

Corporation Enactment, Bil.4 on 22 September 1977 – amendment in July 2005. The 

history commences in 1980, the library was situated at Bahagian Pentadbiran dan 

Kewangan, Pejabat Setiausaha Kerajaan Negeri Perak Darul Ridzuan. In 1983, the 

conscription of general workers, drivers, and library assistants were assigned to adhere to 

two (2) mobile library operations. In 1994, the state library was incorporated in the 

policies and strategies of the Eighth Malaysia Plan (8MP) which is based on the Third 

Outline Perspective Plan (OPP3) which emphasizes quality development towards 

achieving developed country status by 2020. The library embarks its service operation in 

1996.  

 

 The library acted as a key role in endeavours to encourage movements carried 

out in the entire network of library services in the State of Perak. The intended conditions 

are productively implemented following the role of the library to certify the engagement 

of the community in employing the public services and amenities offered. In the age of 

information technology, facilities information provision by now is moving at ease with 

the convenience of distinct systems of mass media such as electronic mass media, and the 

internet is now extensively exploited.  

 

PPANPk vision is “Melahirkan masyarakat termaklum berterskan ilmu 

pengetahuan melalui pendidikan sepanjang hayat” and the mission is “Melahirkan 

masyarakat yang bermaklumat dan berilmu pengetahuan menerusi kegiatan penerokaan 

dan penjanaan maklumat sebagai persediaan ke arah K-Komuniti. The objective is to 

create a comprehensive and quality collection for the benefit of society according to 

current preferences based on the vision of the country, to provide a network of 

authoritative information services through local, national, and international information 

networks and others. The library exists to support and encourage research, deliberation, 

conversation, inspiration, learning and enjoyment of Perak community. It is an equal 

access provision for all no matter religion, race, ethnicity, sex, or financial status. To 

accomplish this goal, Perbadanan Perpustakaan Awam Negeri Perak is striving to 

discover avenues in which to ensure the library programs are more engaging and 

knowledge by employing excellent public services and amenities offered. 
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Figure 1: Motto, Vision. Mission And Objectives 

1.1 MOTTO, VISION. MISSION AND OBJECTIVES 
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1.2 ORGANIZATIONAL STRUCTURE 

 

 

                                                                                      Figure 2: Organizational Structure 
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Figure 3: Library’s Charter 

1.3 LIBRARY’S CLIENT CHARTER  
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1.4 LIBRARY CLIENT'S CHARTER ACHIEVEMENT 

 

Table 1: Library Client's Charter Achievement 
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1.5 LIBRARY’S REGULATIONS 

 

Library’s Regulations 

1. It is not allowed to eat, drink, smoke, spit, listen to Walkman, and use a mobile 

phone in the library. 

2. Users/library patrons must dress neatly and decently. Users who wear and short 

skirts or wear sleeveless clothes are prohibited from entering the library (Children 

are excluded). 

3. Any textbooks or private references to be brought into the library must obtain 

prior permission from the library staff on duty. 

4. Adult users are not allowed to enter or read in the children's library. 

5. Users/library patrons especially teenagers, are prohibited from doing indecent 

things. 

6. Users/library patrons are prohibited from changing the layout of furniture or 

equipment in the library. 

7. Users/library patrons are not allowed to speak loudly to disturb other users. 

8. It is not allowed to take pictures in the library without permission. 

9. The lights will be turned off 15 minutes before closing time and all users must 

leave the library. 

10. Officers and staff have the right to prevent users who do not comply with the 

prescribed library rules. 

 

1.6 OPERATION HOURS 

 

Table 2: PPANPk Operation Hours 

Monday – Friday 9.00 am – 6.00 pm 

Saturday – Sunday 9.00 am – 5.30 pm 

Close on public holiday 
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2.1 DEPARTMENTAL STRUCTURE 

 

 

 
 

ORGANIZATION CHART 

BAHAGIAN KHIDMAT PENGURUSAN 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

Pengarah  

Pustakawan (S48) 

 

Bahagian Khidmat Pengurusan 

Puan Mazita Binti Zainuddin 

Pegawai Tadbir Kanan 

Pentadbiran Kewangan Perkhidmatan ICT 

Puan Mazita 

Pegawai 

(S32) 

Aset & Kenderaan 

Puan Syazwani 

Pegawai 

(S32) 

Encik Saiful 

Pegawai 

(S32) 

Puan Mahani 

Pegawai 

(S32) 
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ORGANIZATION CHART 

BAHAGIAN PERKHIDMATAN PERPUSTAKAAN 

 

 
Pengarah  

Pustakawan (S48) 

 

Bahagian Perkhidmatan Perpustakaan 

Puan Suraya Binti Haji Ariffin 

Pustakawan (S41) 

 

Perpustakaan 

Awam 

Negeri 

 

Gerakan 

Literasi 

Rangkaian 

Perpustakaan 

Puan Wida 

Lisa @ 

Hanim 

 

Penolong 

Pustakawan 

(S32) 

 

Puan 

Farahannum 

 

 

Penolong 

Pustakawan 

(S32) 

 

Encik 

Salehuddin 

 

Penolong 

Pustakawan 

(S32) 

 

Koleksi 

Khazanah 

Negeri 

Pembangunan

/Pengurusan 

& Senggaraan 

ICT 

 

Puan Asiah 

 

 

 

Penolong 

Pustakawan 

(S32) 

 

Encik  

Zakaria 

 

 

Penolong 

Pustakawan 

(S32) 
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ORGANIZATION CHART 

BAHAGIAN PENDOKUMENTASIAN DAN TEKNIKAL 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Puan Junaimi Binti Abdul Moin 

Pustakawan (S41) 

 

Pengkatalogan & Pengkelasan Pengurusan dan Pembangunan 

Koleksi 

Puan Haslina Hassan 

Penolong Pustakawan (S29) 

Puan Noriza Ibrahim 

Pembantu Pustakawan (S22) 

Puan Maimunah Nazura  

Pembantu Pustakawan (S22) 

 

Puan Juriah  

Pembantu 

Pustakawan (S19) 

 

Puan Rosyati  

Pembantu 

Pustakawan 

(S22) 

 

Encik Abdul 

Razak Sani 

Pembantu 

Pustakawan 

(S22) 

 

Encik Abdul 

Razak 

Pembantu 

Operasi (S11) 

 

Encik Mohamad 

Thaqif Pembantu 

Pustakawan (S19) 

 

Encik Mohd. 

Rosli  

Pembantu 

Operasi (S11) 

 

Encik Mohd 

Sabri  

Pembantu 

Operasi (S11) 
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Pengarah  

Pustakawan (S48) 

 

Bahagian Perkhidmatan Perpustakaan 

Puan Suraya Binti Haji Ariffin 

Pustakawan (S41) 

 

Unit Gerakan Literasi 

Puan Farrahanum 

Penolong Pustakawan (S32) 

 

Puan Mazlina 

Encik Azim 

Encik Shahrul 

Pembantu Operasi (S19) 

 

 

ORGANIZATION CHART 

UNIT GERAKAN LITERASI 
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ORGANIZATION CHART 

UNIT RANGKAIAN PERPUSTAKAAN 

 

 

 

Pengarah  

Pustakawan (S48) 

 

Bahagian Perkhidmatan Perpustakaan 

Puan Suraya Binti Haji Ariffin 

Pustakawan (S41) 

 

Unit Rangkaian Perpustakaan  

Puan Asiah Binti Bohbery 

Penolong Pustakawan (S32) 

 

Puan Nurazilla 

Pembantu Pustakawan 

(S19) 
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ORGANIZATION CHART 

UNIT PERPUSTAKAAN AWAM NEGERI 

 

 

 

Pengarah  

Pustakawan (S48) 

 

Bahagian Perkhidmatan Perpustakaan 

Puan Suraya Binti Haji Ariffin 

Pustakawan (S41) 

 

Unit Perkhidmatan Perpustakaan Awam Negeri 

Puan Wirda Lisa @ Hanim 

Penolong Pustakawan (S32) 

 

Perkhidmatan Utama 

 

Perkhidmatan Rujukan 

 

Perkhidmatan Kanak-

Kanak 

Encik Sofian 

Encik Rizal 

Encik Zamir 

Pembantu Pustakawan 

(S19) 

Puan Sharifah 

Pembantu Pustakawan (S19) 

Encik Indra 

Puan Sara Hana 

Pembantu Pustakawan 

(S19) 
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ORGANIZATION CHART 

UNIT KOLEKSI KHAZANAH NEGERI 

 

Pengarah  

Pustakawan (S48) 

 

Bahagian Perkhidmatan Perpustakaan 

Puan Suraya Binti Haji Ariffin 

Pustakawan (S41) 

 

Unit Koleksi Khazanah Negeri 

Encik Salehuddin 

Penolong Pustakawan (S32) 

 

Encik Shahril 

Pembantu Pustakawan (S19) 

 



Industrial Training Report 

 

16 | P a g e  
 

2.2 DEPARTMENT FUNCTION 

DEPARTMENT FUNCTION 

BAHAGIAN PERKHIDMATAN PERPUSTAKAAN 

 

Pengarah  

Bahagian Perkhidmatan Perpustakaan 

Perkhidmatan Negeri Gerakan Literasi Rangkaian 

Perpustakaan 

Pembangunan/Pengurusan 

& Senggaraan ICT 

Koleksi Khazanah 

Negeri 

1. Circulation Services 

✓ Loans 

✓ Returns 

2. Children's Services 

3. Media Resource Services 

✓ Nebook 

✓ Wifi 

✓ Online Database 

4. Perkhidmatan Rujukan 

✓ Information Packaging 

✓ Compilation of 

Bibliography 

✓ Index and Abstract 

5. Program Galak Guna 

6. Service Statistics and 

Encouragement Programs 

1. To manage and 

implement library 

promotion activities at 

the Perak State level 

2. Implement literacy 

movement activities and 

national level programs 

in Perak 

3. Run a reading movement 

campaign 

4. Prepare activity 

statistical reports 

5. Conduct promotional 

papers and 

announcements 

6. Establish cooperative 

relationships between 

agencies 

1. Library Service 

Network 

Management 

2. Coordinate service 

statistics 

3. Coordinate service 

monitoring 

4. Coordinate Customer 

Satisfaction Survey 

5. Publication of 

Bulletin 

6. Skim Pinjaman Buku 

Berkelompok 

7. Door-to-Door 

Service 

8. Departmental 

Security 

Management 

9. Quality System 

1. Develop system 

applications 

2. Maintain system 

applications 

✓ KOHA 

✓ Neuweb 

✓ Ez-Stat 

✓ Mydoket 

3. Manage ICT needs 

✓ List of records 

✓ Hardware/ Software 

✓ Server 

✓ Telephone 

✓ CCTV 

4. Maintain hardware and 

software 

5. Implementation and 

monitoring of LAN & 

WAN 

1. Koleksi Khazanah 

Negeri 

✓ Information 

Packaging 

2. Manage and maintain 

publications and 

research materials 

✓ Bulletin 

✓ Annual Report 

✓ Press \ Clippings 

✓ Material 

Documents 

3. Manage and maintain 

records in the State 

Treasury Collection 

Unit 

4. Material Index 
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Pengarah  

Bahagian Pendokumentasian & 

Teknikal 

Unit Pengurusan Dan Pembangunan Koleksi 

1. Acquisition of Collections and Sources of 

Information on Printed and Non -Printed 

Materials 

a. Purchase 

b. Serials Subscription 

c. Exchanges, Gifts and Donations 

2. Collection Management of Library 

Materials is implemented based on the 

PPANPk Collection Management and 

Development Policy which involves 

activities such as stocktaking, selective 

disposal, conservation and preservation. 

3. Record statistics on the management and 

development of library material 

collections 

1. Documentation and information management 

a. Cataloguing and Classification 

b. Preparation of Bibliographic Records and indexes 

c. KOHA Integrated Library Management System 

2. To ensure that the rules and regulations are implemented as 

follows: 

a. Library of Congress Subject Heading - 25th Edition (LCSH) 

b. Dewey Decimal Classification - DDC 21ST Edition 

c. MARC 21 

d. Z39.50 

3. Material processing is carried out at a good and satisfactory level 

of quality 

4. The printing and pasting of collection sticker labels are carried out 

in accordance with the rules and standards that have been set 

5. Distribution of collections to the entire PPANPK library service 

network 

6. Record statistics documenting the collection of library materials 

Unit Pengkatalogan & Pengkelasan 

DEPARTMENT FUNCTION 

BAHAGIAN PENDOKUMENTASIAN DAN TEKNIKAL 
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2.3 PPANPK INFORMATION 

 

List of libraries govern by Perbadanan Perpustakaan Awam Negeri Perak are as follows: 

 

 

Figure 4: Zone 1 (Daerah Kinta & Kampar) 

 

 



Industrial Training Report 

 

19 | P a g e  
 

 

 

 

Figure 5: Zone 2 (Daerah Larut Matang & Selama) 
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Figure 6: Zone 3 (Daerah Hilir Perak & Batang Padang) 
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Figure 7: Zone 4 (Daerah Hulu Perak & Kuala Kangsar) 
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Figure 8: Zone 5 (Daerah Perak Tengah & Manjung) 

 

 



Industrial Training Report 

 

23 | P a g e  
 

 

 

 

Figure 9: Zone 6 (Daerah Kerian) 
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2.3.1 PPANPK BUILDING & ADDRESS 

 

 The headquarter is stationed at address No. 17, Jalan Raja Di Hilir, 30350 Ipoh, 

Perak Darul Ridzuan. The building is apportioned into the main library building and the 

administration of office building. The main library is built for the purpose to serve the 

needs of a diverse service population and the local community which included 

consideration in design criteria to meet their target audience needs such as easy access 

into the building, adequate lighting, space for children and adults, etc. The administration 

office building is detached from the library building with an aim for administrative 

support spaces. The admin/office building incorporates several space types to meet the 

needs of staff and visitors of the library for administrative purposes. 

  

 

Figure 10: Main Entrance 
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Figure 11: PPANPk Main Library Building 
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Figure 12: PPANPk Map Address 
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2.3.2 BUILDING ATTRIBUTES 

A. Types of Spaces 

 

Main Library Building – 3 Floor Level 

1. Collection space (Bookshelves including other space for book storage) 

2. Circulation Counter 

3. Reference Counter 

4. Children Space/Room 

5. Koleksi Karyawan space 

6. Computer Lab 

7. Koleksi Khazanah Negeri Perak room 

8. Nursing/Breastfeeding Room 

9. User seating space/ Public Electronic Workstation Space 

10. Staff workspace 

a. Perkhidmatan Perpustaakaan workspace 

b. Rangkaian Perpustakaan workspace 

c. Perkhidmatan Negeri workspace 

d. Pendokumentasian dan Teknikal workspace 

- Cataloguing room/ Labelling room/ Distribution room 

11. Meeting space (Discussion room, computer room, AV room) 

12. Special use space (including canteen, restroom, surau, pantry, etc.) 

13. Non-assignable space (including mechanical space, etc.) 

 

Administration Office Building 

 

1. Director’s Office 

2. VIP Room 

3. Staff workspace 

a. Administration workspace 

b. Financial workspace 

c. Development Library workspace 

d. Assets and Vehicles workspace 

e. UGL workspace 

f. ICT workspace 

4. Non-assignable space (including restroom, surau, pantry, mechanical space, etc.) 
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B. Attributes/Features of Library Space Types 

 

1. Accessible 

As PPANPk serves the needs of a diverse service population, the physical building 

and accessible space types are built with the purpose to address the needs and 

based on how the public will use the spaces for those needs and demands. The 

ground/first floor of the main library building is the central focus of the social and 

public space to encourage patrons/users to make full use of the services and 

spaces. Accessible in this context is defined as easy-to-use and promotes 

independent space for traditional and electronic modes of delivery service. The 

design of the entrance is installed with a security detection system and meets the 

current legal requirements for access by those with disabilities. 

 

Physical features include: 

a. Doorway openings and aisles remained wide and clear for library patrons 

including adults, children, disabilities such as wheelchair users. The 

entrance is also considered in minimizing any protruding objects for the 

safety of visually impaired users. 

b. Signages are provided to endorse safety and accessibility for library 

patrons such as directional signs to guide patrons to areas or services, 

identification signs to identify departments, or specific functions, 

information/instruction signs to explain facilities offered, and orientation 

signs which offer directories and maps within the building. 

 

 

Figure 13: Signages 
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2. Functional / Operational 

The spaces are functional, easy to use, and economical to operate as it emphasizes 

a ‘people-centred approach. It response to the needs of the teaching, learning, and 

research community by offering workstation space, individual carrel, meeting 

room, nursing/breastfeeding room, children space/room, etc. Library patrons are 

allowed to use the spaces with permission from library staff. Technological needs 

such as audio-visual rooms are provided with anticipation of future digital needs.  

 

3. Historic Preservation 

PPANPk’s third floor is designed for Koleksi Khazanah Negeri Perak collection. 

The design is coordinated with the requirements of the library's historic 

preservation in respect to the historic aspects of the collection. Facilities are 

coordinated according to the collection requirements, user changes need, and use 

patterns. Displays are provided along with the facilities and collection of Koleksi 

Khazanah Negeri Perak. 

 

 

Figure 14: Information Koleksi Khazanah Negeri Perak 

 

4. Sustainable 

Sustainable library space types are focused on suitable environmental conditions, 

materials, operation, and others. The design considered the convenience and 

comfort of library patrons and efficient operation of computers and the 

preservation of library materials/collection. PPANPk takes advantage of natural 

daylighting and natural ventilation for lower utility costs. Air-conditioners are 

provided for the comfort of users and the ideal temperature and humidity of the 

building to protect the library materials. 
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2.4 SERVICES 

 

Circulation Service 

A. Borrowing & Returning 

PPANPk offers borrowing & returning service for library patrons. Open shelf 

collection can be borrowed by all registered members according to the policy. 

However, reference books/materials are not available for loan and cannot be 

charged out from the library for borrowing. The borrowing period for open 

shelves is 2 weeks per membership for 5 books at a time. To borrow a book, 

library patrons must register as members of the library at the Circulation counter. 

 

B. Library Membership 

PPANPk membership requirements (Adults, Adolescents, and Children): 

i. Malaysian citizens can apply the membership using MyKad. 

ii. Application by Army / Police Members, Children (not using MyKad) 

including other citizens is allowed to apply for membership using 

Smartcard. 

iii. Membership applications using MyKad will register RM1.00 (once every 

3 years) and an annual membership fee of RM10.00 (adults/teenagers) and 

RM5.00 (children). Registration using Smartcard will be charged an 

additional RM5. 00 in the first year. 

iv. Memberships that have expired for 1 year must renew their membership 

for a material loan. 

 

                 Figure 15: Circulation Service 
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C. Book Exchange Service 

The Book Exchange service or “Submit 1 Book Take 1 Book” aims to deliver 

platform for participants to share reading material with each other. This service 

has been operating in the library at Ipoh, Seri Iskandar, Kuala Kangsar, Taiping 

and Teluk Intan. Among the objectives of the service are to encourage the 

community to visit the libraries, knowledge centres, or resources as well as to 

foster reading culture in the community, providing diverse reading materials 

according to the preferences of the community, and participate in healthy and 

beneficial activities. The services are subjected to the rules and conditions of 

participation. 

 

D. Door-to-Door Service  

Door To Door (DTD) service was instituted around 2019. This service involves 

the efforts of staff to carry out introductory services and provide facilities to the 

community to borrow library reading materials. This initiative is an alternative to 

ease the process for the community to make loans without having to visit 

physically to the library particularly for disabilities, rural areas and, etc. 

 

E. Skim Pinjaman Buku Berkelompok (SPBK) 

The Skim Pinjaman Buku Berkelompok (SPBK) is a service that provides loans 

books to institutions that require reading materials such as Registered Youth 

Associations, Surau/Mosque Committee, social and welfare bodies. This service 

grants the agency to select many readings materials for a specified period. 

 

The purpose of SPBK services is: 

i. Provide support and encouragement to government departments, private 

organizations, associations, clubs, and organizations committed to 

providing reading facilities to many people. 

ii. Help to diversify the collection of reading materials available in the 

reading room and for a small library that does not have enough materials. 

iii. One of the initiatives is to expand access to services and reading materials 

to rural communities far from the city centre to enjoy the convenience of 

free provided by PPANPk. 

iv. As one of the efforts to cultivate and increase interest in reading among 

society. 
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F. Children's Library Service 

The Children's Library Service is a specialized service provided for children's 

needs facilities and demands. Among the services provided are: 

i. Child Loan and Reference Collection 

ii. Kids Game Corner 

iii. Reading space and children’s literacy movement activities 

 

 
 

 

Figure 16: Children's Library Service 
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G. Reference Service 

The Reference Service is a section that houses special reference books on Level 

1, PPANPk for library user reference purposes. Reference collections cannot be 

borrowed and taken out as reference material. Among the services provided in the 

materials, section reference is a reading room and reference counter, space rental 

facility room, ICT rooms, and seminar rooms for library use. Any inquiries and 

the material search will be assisted by staff at the reference counter whether 

inquiry regularly directly at the counter or in writing through email. 

 

 

Figure 17: Reference Service 

 

H. Mobile Library Service 

In 1983, the Mobile Library or Mobile Bus commenced operating and deposited 

under the state government, Perak Darul Ridzuan State Secretary's Office. In the 

year, two mobile buses have started services in Larut Matang dan Selama District. 

The mobile library featuring knowledge and technology has now been positioned 

in Headquarters, Main Library, Ipoh. The service was conducted for schools in 

rural area and cities as well are employed in library literacy activities. Five mobile 

libraries are assigned respectively at Ipoh, Taiping, Kuala Kangsar, Teluk Intan, 

and Parit Buntar. 
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Figure 18: Mobile Library Service 

 

I. Multimedia Library Service 

The Multimedia Library or Multimedia Bus service facility has begun operating 

officially on 17 March 2017 and is stationed in Kuala Kangsar, Taiping, and Parit 

Buntar. As a step to reform and starting a new approach in service, it meets the 

demand for modernization with the use of interactive technology and multimedia 

for enhancement of the response to the culture of reading in rural schools for 

library literacy activities. 

 

J. Rental of space and equipment 

 

a. Rental of space 

Table 3: Rental of space 

Bil. Room Floor Level 

1.  Bilik Mawar Level 2 

2.  Bilik Dahlia Level 2 

3.  Bilik Cempaka (Package 1) Level 2 

4.  Bilik Cempaka (Package 2) Level 2 

5.  Bilik Cempaka (Package 3) Level 2 

6.  Bilik Anggerik Level 2 

7.  Bilik Seroja Level 2 
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b. Rental of equipment 

 

Figure 19: Rental of equipment 

 

K. Lockers 

Locker is available during the library’s opening hours. The locker room is situated 

at the library’s main entrance. Reservations for immediate use are subject to room 

availability with charges of RM2.00 per registered user. A deposit of RM1.00 will 

be collected at the Circulation counter before entering the library and the rest of 

the charges are collected in returning of locker key. For any damage or loss of 

locker keys, library patrons will be charged RM5.00 as a responsibility fine.  

  

L. Photocopy service 

Photocopying facility/services are available in the library for authorized users at 

the Circulation counter, ground level of PPANPk. It is an available facility and 

service as part of the auxiliary services that are provided for library patron's usage 

as a means of managing resources and as a source of income. Patrons are allowed 

to photocopy in black, colour, text, graphics, and others. 
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2.5 FACILITIES 

  

A. Discussion & Meeting Room 

PPANPk provides discussion room spaces for library patrons/users in need of 

private discussions with facilities suited for any meeting/social/academic space. 

Patrons may reserve a discussion room and use it on a library operation hours 

basis. Reservations for immediate use are subject to room availability. Discussion 

rooms are located at the 2nd level of the library. 

 

Table 4: PPANPk Discussion & Meeting Room 

 

Bil. Room Floor Level 

1.  Bilik Mawar 

a. Meeting table U shape 

b. 16 seats 

c. Whiteboard 

d. Air condition 

Level 2 

2.  Bilik Dahlia 

a. Computer-24 unit 

b. LCD Projector 24 seats 

c. Air condition 

Level 2 

3.  Bilik Cempaka 

(Package 1) 

a. Rostrum 

b. Whiteboard 

c. Display board 

d. Banquet chair 

e. 70 seats 

f. PA system 

g. Air condition 

Level 2 

4.  Bilik Cempaka 

(Package 2) 

a. Rostrum 

b. Whiteboard 

c. Banquet table – 16 unit 

d. 32 seats 

e. PA system 

f. Air condition 

Level 2 

5.  Bilik Cempaka 

(Package 3) 

a. Rostrum 

b. Whiteboard 

c. Banquet table – 16 unit 

Level 2 
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d. 32 seats 

e. PA system 

f. LCD Projector & White 

g. Air condition 

6.  Bilik Anggerik 

a. Banquet table - 1 unit 

b. Kerusi Kuliah – 10 unit 

c. Air condition 

Level 2 

7.  Bilik Seroja 

a. Whiteboard 

b. Conference table 

c. 10 seats 

d. Air condition 

Level 2 

 

B. Computers 

Computers are provided at Bilik Dahlia with 24 units of computers available for 

24 users per time. All computers are equipped with internet access which should 

be used for academic and research purposes only. The computer lab is mainly for 

user education classes conducted by the library such as staff training, and others 

due to the pandemic. Reservations for immediate use are subject to room 

availability for library patrons who requires permission from the library staff. 

 

 

Figure 20: Computers 
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C. Study Carrels/Individual Study Table 

PPANPk provides only six carol tables on the ground floor, where users must 

register at the circulation counter. However, due to the SOP, all carol tables are 

moved to the second floor in addition to 24 carol tables for individual study. The 

study carrels are provided as an accommodation to help minimize visual 

distractions and for academic purposes. It is also equipped with electric outlets 

where library patrons can plug in laptops and other electronics. 

  

 

Figure 21: Study Carrels/Individual Study Table 

 

D. Lockers 

The locker room is located at the library’s main entrance. Reservations for 

immediate use are subject to room availability with charges of RM2.00 per 

registered user. 

 

 

 Figure 22: Lockers  
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E. Wi-Fi access 

PPANPk also is equipped with Wi-Fi signal access free of usage for library 

patrons. Access is also for users who bring laptops or tools that can be connected 

using Wi-Fi access. Each level is provided with internet access or Wi-Fi. To 

access the internet, a library patron can simply launch the web browser and begin 

surfing if users/library patrons are accessing within the library building.  

 

F. Reading areas/space 

PPANPk provides reading space at the ground/first level designated according to 

needs and level of age to ensure space fulfils the comfort of users and serves their 

level of convenience. Reading spaces for adults are equipped with sofa for 

newspaper reading, and children’s spaces are equipped with children tables and 

chair which suited their appropriate age.  

 

Table 5: PPANPk Reading areas/space 

Reading space Seating Capacity 

1. Adult reading area Adult: 12 (appx.) 

2. Children reading area Children: 15 (appx.) 

 

 

Figure 23: Reading areas/space 
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Figure 24: Children reading areas/space 

 

G. Leisure Corner 

PPPANPk also provides a leisure corner at the ground/first level of the library. 

The space is equipped with a comfy area that simulates a home environment where 

users may relax and loosen up in this area on the floor. The area is filled with the 

magazine, light, and easy book reading. However, due to the pandemic, the library 

closed the leisure corner area to follow the SOP according to the regulations of 1-

meter distance. 

 

 

Figure 25: Leisure Corner 
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H. Terminal OPAC  

PPANPk begins to provide terminal OPAC service for library patrons searching 

books and information on cataloguing systems and bookshelves by using the 

OPAC system. Standing computers with Internet connections are provided for use 

at the ground/first level near the circulation counter area. The facility offers an 

easy and convenient service of seeking books users needed and demand. 

 

I. Nursing/Breastfeeding Room 

The facility is provided to cater to the mother’s need for a nursing/breastfeeding 

room. The room would give privacy to mothers and at the same time do not disturb 

other users/library patrons. 

 

 

Figure 26: Nursing/Breastfeeding Room 

 

 

J. Canteen 

A library canteen has been operated since the establishment of the library. The 

canteen works directly under the library to serve the users/library patrons who 

seek or refreshment and a service to cater to their needs in the usage of the library 

for their convenience. The canteen serves diverse foods from breakfast and lunch 

according to the library operating hours. The library also utilizes the canteen 

service for any program, meetings, and activities for foods and resources needs. 
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K. Vending Machine 

The library also provided a vending machine, an automated machine that provides 

drinks and beverages for the users/library patrons. The machine is located and 

place outside of the main library to ensure any food/drinks are not allowed inside 

of the library that may cause harm to the books and collection.  

 

 

Figure 27: Vending Machine 

 

L. Recycling Bin 

In advocating the go green campaign and EKSA, the library provides a recycling 

bin to cater to conserving and protecting of ecosystem and environment. The bin 

is placed to advocate and provide awareness to the users/library patrons in 

reducing the amount of waste and organizing the refuse for easy disposal at the 

proper facility according to the right category of waste to ease the process.  
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2.6 COLLECTION 

 

A. Koleksi Khazanah Negeri Perak (KPk) 

Perbadanan Perpusatakan Awam Negeri Perak (PPANPk) has established a 

Collection Service Khazanah Negeri Perak (KPk) which is a service that involves a 

process collect and compile the entire collection of Perak State treasures as follows: 

 

1. Printed or non-printed materials related to the State of Perak Darul Ridzuan. 

2. Printed or non-printed materials produced and written by natives Perak or 

published in the State of Perak Darul Ridzuan. 

 

KPk function as a unit to develop and provide relevant reference sources State of 

Perak Darul Ridzuan in line with Article (d) 4/1977 of the Establishment Enactment 

Perak Darul Ridzuan State Public Library Corporation. There is over 1000 collection 

related to the State of Perak including other publications such as journals, reports, 

magazines, books, souvenirs, picture collections and more. All materials in this unit 

are closed access where they cannot be borrowed and taken out as reference material. 

Any business Material search will be assisted directly by the officer on duty. 

 

 

Figure 28: Koleksi Khazanah Negeri Perak (KPk) 
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B. Koleksi Karyawan Negeri Perak 

The Perbadanan Perpusatakan Awam Negeri Perak (PPANPk) Koleksi Karyawan 

was launched on 23 March 2018 by YB Dato ’Nolee Ashilin Binti Dato’ Mohammed 

Radzi. The purpose of the service is to gather information related to professional 

figures in the field of creative arts, performing arts, dance arts, singing arts, fine arts, 

painting, and the field of literature. There are 30 Perak artisan profile biodata has been 

collected and among those displayed along with the work figures are Muhammad bin 

Haji Salleh, Muhammad Daud bin Kilau, Azizah binti Mohamad Yusof, Mohamed 

Zain bin Shamsudin, Abdul Rahim bin Mohd Razali and others. 

 

 

Figure 29: Koleksi Karyawan Negeri Perak 

 

C. Books, Printed Materials, etc. 

Table 6: Category of books collection 

Category Genre Language 

Adult 

Fiction 
Bahasa Melayu 

English 

Non-Fiction 
Bahasa Melayu 

English 

Children 

Fiction 
Bahasa Melayu 

English 

Non-Fiction 
Bahasa Melayu 

English 

 

Physical books are the main priority of library materials which focused on the 

category, genre, and language as shown in the table above. The books collection is 
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developed by the acquisition committee to serve the need of every target audience of 

a public library. The books range from a different year, publisher, price, source, and 

other aspects of selection. The collection is often be acquired in Bahasa Melayu and 

English to serve the knowledgeable quality. The genre has diversity and is carefully 

chosen based on the fiction and non-fiction genre of books. Usually, the books are 

acquired through purchase from a list of publishers, however, there are circumstances 

where the library acquired the book through a donation from the users or agencies or 

purchased from book festivals, etc. In this case, the book is acquired individually and 

catalogued according to the requirement. The purchasing is convinced to be beneficial 

for the library collection development as well as attract the interest of users/library 

patrons.  

 

The budgets allocated by the government as a non-profit organization are 

calculated and tally with the financial unit to ensure all budgets were fulfilled. The 

books will be handled and managed by checking the amount of the book arrives and 

tally with the information. The material should be examined for any physical defects 

such as (e.g., damaged covers or folded pages). If a book or other item purchased by 

the library is defective, it can usually be returned. However, it will not usually be 

accepted for return by the vendor if it has gone through the processing stage. 

 

 

Figure 30: Books, Printed Materials 
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D. Magazine/bulletin 

Magazine also is subscribed and included within the library collection development. 

23 titles of the magazine from the different publishers are subscribed for one year. 

The magazines are acquired through purchase from a list of publishers and reviewed 

regularly. The procedure is to accept and check on the magazine arrival. Then, the 

information will be recorded in a magazine subscription sheet for receival. The list of 

magazines ordered is sent to publishers which include the local and regional titles. 

PPANPk also produced a bulletin annually to record all the library activities. With 

key focus advocacy messaging the importance of the library existence to the public, 

it also to inform the users/library patrons on the effort the library has done throughout 

the years in serving the society. 

 

E. CD-ROMs 

CD-ROM collections are also included within the library collection. The library used 

to keep CD-ROMs and display for the usage of the users, however, due to the shifting 

trends and the pandemic the collection is kept secure by distributing to the branch 

libraries for care and safety. 
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3.1 INDUSTRIAL TRAINING ACTIVITIES 

3.1.1 PROGRAM LET’S READ TOGETHER CAMPAIGN 2021 

 

 

Figure 31: Let’s Read Together Campaign 2021 

 

Summary 

Let’s Read Together for 10 Minutes 2021 is a nationwide program initiated by 

Majlis Pengarah - Pengarah Perpustakaan Awam Se-Malaysia (MPAM) or the Directors 

of Malaysian Public Libraries Council which was held annually. To nurture a reading 

culture among Malaysians, the program slogan is – “Baca itu terapi” with the aspiration 

for Malaysians will read as a daily habit. The target audience range from the public which 

includes government and related agencies, corporate bodies and GLCs, private 

companies, members of associations, and NGOs.  

 

Before event 

A coordination meeting was held to ensure different aspects of the program are 

approved which ensures the big pieces of the event are discussed first, allowing to focus 

on tweaking, smaller event aspects, such as promotion, technical issue, guests, movement 

coordination, and person-in-charge towards the event. Various aspects of the program 

including all the details needed are discussed thoroughly. I was appointed within the PR 

committee for the program. 

 

• Video Promotion 

I was assigned to record for video promotion of the program specifically for Orang 

Asli/Asal Tapah. I went on-site visit to Kampung Orang Asli Chenderung Kelubi, 

Air Kuning to complete the task on weekend. 1-minute videos were recorded with 

different angles and language to ensure the task is appropriate for the montage.  
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Promotion Let’s Read Together 2021 – Orang Asli/Asal Semai, Kampung 

Chenderung Kelubi 

 

 

 

Figure 32: On-site visit - Video promotion 

 

• Editing program book 

I was assigned to edit the program book with provided references of the previous 

event. The book included details such as itinerary, collaboration agencies, 

mission, or vision, objectives, etc. The program book was edited using Photoshop 

and printed. 
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• Distribution of official letters 

Physical letters are sent to various government and NGO agencies within Perak 

to promote the program. The process of preparing the official letters required and 

adheres to the formal structure of procedures and the list of government agencies 

provided. 

 

• Registration form 

The link of the form was created with the purpose to collect data on the attendance 

of users/participants of the program. Details such as name, agency, and telephone 

number were collected to be sent to PNM for data collection. The data will be 

used to track the participant of the program and determine the continuation of the 

next program. QR-Code were also created for the convenience of the participants' 

registration for both programs to show evidence to the attendees.  

 

• Speech Text Mb Dato’ Saarani 

I was assigned to draft a speech script for Menteri Besar Dato’ Saarani for 

Program Lets Read Together for 10 Minute 2021. The context of the text must 

relate to the program and include snippets and information from MB Executive 

Talk with additions from Perak State aspirations. 

 

• Rehearsal 

I assisted in preparing for the program to ensure the program runs smoothly 

according to the plan. All details are checked in terms of information, speech, 

pronunciation, and movement to ensure put the effective parts back together to 

create a total speech and practice before delivering it in front of the actual 

audience.  

 

 During event 

The program begins with the preparation of Let’s Read Together 2021 before the 

event. All designated locations and guest chairs are confirmed according to the formal 

arrangement. The list of guests is checked and confirmed. The program book is printed 

for users’ reference. Gift for guests was verified and ready to give at the registration booth 

which is books. The registration QR-Code and MySejahtera code, program flyers were 

prepared at the registration booth. Each guest is given a book to read during the 10-minute 

session. ICT team is ready with the equipment and live session/stream connected to PNM 

for an official national inauguration. 
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Welcomes were given to The Honourable Dato ’Nolee Ashilin Dato’ Muhammad 

Radzi, Tourism Exco, Local Government. The Honourable Puan Jamilah Zakaria, 

Chairman of the Board of Directors of the Perak State Public Library. Montages for the 

program were played with greetings and speeches from Dato’ Saarani and other board of 

directors. Montages of promotion from the public are displayed as well. The program 

continued with an interview session handled by Puan Wirda Lisa as interviewer for a 10-

minute reading session. Media and press sessions are continued with questions regarding 

the program. The program ended with close greetings from the MC and guests are given 

gifts from the program and the library. The event went successful. 

 

 

Figure 33: Media/Press Interview 

 

 

Figure 34: 10-minute reading session 
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3.1.2 PROGRAM WORLD #QURAN HOUR 

 

 

Figure 35: Program World #Quran Hour 

 

Summary 

Program World #Quran Hour is a movement to build a value system through the 

Quran with solidarity implemented starting from Malaysia to the rest of the world. It is a 

high impact program with objectives to build up spiritual strength in individual and 

society, provide awareness and strengthen love towards Al-Quran, recitation of Surah Al-

Mulk are served to the community as a solution for the ummah. The program carries 3 

(three) main initiatives in the Interact with al-Quran Read, Understand, and Charity 

movement, namely Rumah Ngaji, #QuranHour, and Sahabah al-Quran. In collaboration, 

the movement is supported by the library as a platform for engaging with the wider public 

within the Perak state. The program will be conducted in a hybrid mode which combines 

physical and live streaming event which adheres to the SOP standard.  

 

Before event 

I was assigned to joined/ participate in a meeting for Program World Quran Hour 

which is held at Masjid Sultan Azlan Shah on 6 Mei 2021/ 24 Ramadhan 1442H. The 

meeting started from 10 AM till 12 PM, attended by many government agencies and 

NGOs in collaboration for the program. Various aspects of the program including all the 

details needed are discussed thoroughly. I was appointed as a committee for the program. 
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• Materials Program World #Quran Hour 

I was assigned to manage and handle materials for the program Al-Quran which 

was sent by a package from Karangkraf to PPANPk. The Quran should be counted 

and stamped with PPANPk’s logo for donations purposes. The Al-Quran was un-

packaged and prepared for the Program World #Quran Hour. 18 boxes with 180 

Quran were prepared and stamped. I assisted in the review and coordinate the 

inventory adjustments for the materials. 387 Al-Quran were prepared and stamped 

in a total of new and previous Quran for the program to be distributed at Masjid 

Sultan Azlan Shah for the program's purposes to the public. 

 

• Registration form 

The link of the form was created with the purpose to collect data on the attendance 

of users/participants of the program. Details such as name, agency, and telephone 

number were collected to be sent to collaboration agencies for data collection. 

QR-Code was also created for the convenience of the participants' registration for 

both programs to show evidence to the attendees. 

 

• Distribution of official letters 

Physical letters are sent to various government and NGO agencies within Perak 

to promote the program. The process of preparing the official letters required and 

adheres to the formal structure of procedures and the list of government agencies 

provided. 

 

During event 

 

 

Figure 36: Program World #Quran Hour 
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Due to the SOP and urgency of the pandemic, the program is not allowed to be 

attended physically by all staff of the library. With a limitation of only 30 people within 

a space, the program was held physically at Masjid Jamek Kampung Sungai Tinggi, 

Trong, Perak Darul Ridzuan. Live streaming was conducted on all platforms of social 

media across the libraries under Perak state.  The registration QR-Code and MySejahtera 

code, program flyers card were prepared at the registration booth. Each participant is 

given Al-Quran for the recitation of Surah Al-Mulk. 

 

Masjid Jamek Kampung Sungai Tinggi, Trong, Perak Darul Ridzuan 

Reading led by: 

1. Mr. Hj Abdul Ghani b Hashim 

2. Mr. Hj Mohd Rozi b Hj Termizi 

3. Mr. Mohammed Sobri b Hj Termizi 

Translation by: Ustaz Mohd Jamaee bin Haji Idris 

 

 

Figure 37: Program World #Quran Hour 
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3.1.3 PROGRAM TADDABUR AL-QURAN 

 

 

Figure 38: Program Taddabur Al-Quran 

 

Summary 

Program Taddabur Quran “Ehya Ramadhan” 

• 7 April 2021 

• Ruang Serbaguna, Perkhidmatan Perpustakaan PPANPk 

• FB Live PPANPk 

• Panel: S.F. Tuan Haji Abd Farid bin Haji Salleh (Imam Besar Masjid Sultan Idris Shah) 

 

 

Figure 39: Participants of the program 
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The objective of the program is to celebrate the month of Ramadhan, particularly for 

Muslims. The content of the program is related to a religious theoretical and practical way 

of Islam during the month of Ramadhan. The scholar explains religious observance and 

its spiritual significance. By fasting over an extended period, practicing Muslims aim to 

foster certain attitudes and values that Muslims would be able to cultivate for an entire 

year. The program started at 10 AM and ended at 11 am for a 1-hour lecture including the 

question and answer (q&a) session. 

 

During event 

I assisted in the program for the preparation before the event. All designated 

locations and guest chairs are confirmed according to the formal arrangement and SOP. 

The list of guests is checked and confirmed. The program book is printed for users’ 

reference. ICT team is ready with the equipment and live session/stream connected to the 

social media for live streaming. Welcomes were given to S.F. Tuan Haji Abd Farid bin 

Haji Salleh for the religious lecture. 

 

 

Figure 40: Program Taddabur Al-Quran 
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3.1.4 CATALOGUING: RDA TRAINING 

 
RESOURCE DESCRIPTION & ACCESS (RDA) TRAINING 

 

 

Figure 41: RDA training 

Summary 

RDA training aim is to execute the implementation of RDA international cataloguing 

standard in Perbadanan Perpustakaan Awam Negeri Perak to align and streamlining with 

Katalog Induk Kebangsaan from Perpustakaan Negara Malaysia (PNM). It places a 

stronger emphasis on helping PPANPk's users to seek the information they need from the 

library. More training is needed on other standards as well to enhance the searching web 

for the convenience of users. 

 

The program details as follows: 

• 25 March 2021 – 26 March 2021 

• 8.30 AM – 4 PM 

• Bilik Dahlia, Aras 1, PPANPk 

• Puan Fadliah Binti Darini 

 

During event 

o RDA Training Day 1 

The training started with Puan Fadliah Binti Darini from UNISEL, Kampus 

Bestari Jaya. I receive the detailed background of Puan Fadliah and proceed to accompany 

the lecturer to prepare for the event in terms of slides and technical setup. The slide is 

organized and presented. The program started with an introduction and the training begin. 
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According to the introduction given by Puan Junaimi, I assisted to provide hands-on 

exercises for RDA training. The training and lecture session goes on for 2 hours with 

exercises to enhance the skills and understanding of the PPANPk staff on cataloguing by 

adding new elements of RDA tagging. 

 

o RDA Training Day 2 

RDA training day 2 begins at 8.30 am with a breakfast session. I proceed to accompanied 

Puan Fadliah to the training room after the breakfast session. The lecture session 

continued for 3 hours, and I assisted Puan Fadliah to guide other staff in cataloguing with 

RDA practices. The program ended at noon with a closing ceremony, souvenirs are given 

by Puan Suraya to Puan Fadliah for remembrance of the event. The training ceremony 

ended with a photography session. I proceed to guide Puan Fadliah for the lunch session 

and assisted according to her needs. 

 

 

 

Figure 42: RDA training- Day 2 
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3.1.5 KUIZ PANGKALAN DATA DIGITAL SIRI 3/2021 

 

    

Figure 43: Kuiz Pangkalan Data Siri 3/2021 

 

I was assigned to create/construct questions for Kuiz Pangkalan Data Siri 3/2021 

Perbadanan Perpustakaan Awam Negeri Perak. 30 questions were constructed within 

Google Form regarding online databases subscribed by PPANPk readily available for 

users by accessing to U-Pustaka. The quiz consisted of different levels of difficulty which 

open to public prizes are provided for the winner of the quiz. An analysis of the 

information on online databases which are constructed. The objective of the quiz is to 

attract the attention of the public to online databases available resources that are readily 

accessible.  

Comprehensive multiple-choice questions are constructed to test the knowledge 

of the public and PPANPk audience. The quiz can be used as a brief assessment of skills, 

education, and similar fields to measure growth in knowledge, abilities, of the public 

towards the library. The aim is to engage the audience in a unique and fun way and 

connect the public to the library. The quiz was posted, and posters are uploaded to 

announce the quiz series has started and encourage the public to join the quiz. The prizes 

are stated in the posters, winners with the most correct answers and the fastest time to 

submit their answers. Data Siri 3/2021. The winner is selected based on the total amount 

of correct and accurate answers.  
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3.1.6 STRATEGIC SOCIAL MEDIA BRANDING 

 

Strategic social media branding was assigned for brainstorming and providing 

ideas for the library’s social media. Research and data collection was made from the 

famous library and any cultural institutions from all over the world. Activities and content 

were gathered, and the document was prepared for guidance and approval. Five core ideas 

of content are planned for suggestion and emailed/uploaded in Google Drive for Unit 

Perpustakaan Awam Negeri. The content considered the suitability and resources of the 

library. The step to running a successful Instagram account is to plan content because 

Instagram is a visual platform, start by defining the look and feel of the library profile. 

The planning vision is for current and 5 years ahead of content Instagram planning. 

 

Seven ideas/activities were suggested which is: 

1. Information Package Series 

2. Inspiration Books 

3. Tutorials 

4. FAQs 

5. Podcast 

6. History 

7. Diary: Behind the scenes 
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Figure 44: Content Social Media Ideas Planning Proposal 

 

MANUAL INSTAGRAM – GUIDANCE FOR PAN STAFF 

I prepared a manual document for Instagram intending to guide step-by-step PAN 

staff in creating content on social media to spark creativity and attract a new audience to 

the platform. The module consists of Instagram features to utilize when posting feed posts 

and stories with creative elements. 

 

The manual provides step-by-step guidance on: 

1. Canvas Sizing 

2. Sources for Template Wallpaper 

3. Instagram design feature 

4. Picture in picture / multiple images 

5. IGTV 

6. Reels 
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The features give users an easier way to share and consume helpful 

recommendations and tips in an easy-to-digest format. The guides are a brand-new way 

to share and consume content on Instagram. Consideration to employ past performance 

as guidance, and then review the preference availability of users on an online platform as 

a second opinion was included within the manual. It also introduces various elements of 

the Instagram feature such as swipe-uplink for the official page of the library. It included 

pictures and a guide. Every marque caters to a unique audience, with unique patterns on 

social media. However, there are certain best practices PAN staff can follow that tend to 

yield great results across the board.  

 

The manual includes strategies of posting and elements to attract the audience. 

Consideration is also provided by review the library's top-performing posts aiming for 

brand awareness or engagement and impressions based on views and likes. Monitoring 

and adjusting to the trend are helpful for any insights that will help to rework the strategy 

or posting cadence. 

 

 

Figure 45: Manual: Instagram 
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Figure 46: Manual Instagram: Canvas Sizing 

 

 CONTENT INSTAGRAM – PERAK LIBRARY KUIZ DIGITAL 

The content chosen is Perak Library Quiz as it is related to the library's core 

business as well as to introduce and provide awareness to the follower and new audience 

on the information regarding the library and its resources. Question and answer were 

prepared and ready for the uploading processes. Templates and sources were designed to 

be uploaded for the interesting background of the story. Five-story were uploaded along 

with the application Instagram question, poll, and other interesting features are utilized 

for the digital quiz. A pilot test of the task was tested on another account and was approved 

by Puan Wirda. As soon as the permission was granted, the quiz was uploaded on the 

platform. The quiz received attention and have high numbers of views and the questions 

are answered by followers and most of the posts received a new audience. The feedback 

received from the audience was good. 
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Industrial Training Report 

 

68 | P a g e  
 

3.1.7 BOOK REVIEW SERIES 

 

A Book Review Series task was assigned which required conducting a recording 

of the review to foster a culture of reading among youth Malaysian. A few books were 

borrowed for reading in preparation for the review. The information book was listed for 

reference. I proceed with the preparation of scriptwriting for the book review task. The 

script was completed for a 5-minute recording.  

 

BOOK REVIEW SERIES 1:  

BUSY: HOW TO THRIVE IN A WORLD OF TOO MUCH 

 

      

 

Busy: How to Thrive in A World of Too Much written by Tony Crabbe was 

chosen for the first book review. The book provides advice for increasing productivity 

and efficiency, it sets out four key strategies (corresponding to sections of the book) for 

thriving despite the overload of too much. Busyness is a choice, and it is not the only 

response. The author provides a new fresh approach to save you from drowning in the 

abundance of work. The review video was posted in IGTV Instagram tagged in series for 

the reference of users/audience.  
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Elements included in the script: 

a. Introduction 

b. A concise plot 

c. Favourite quote 

d. Conclusion – closing 

 

 

 

BOOK REVIEW SERIES:   

THE SECRETS OF DIVINE LOVE 

 

The Book the Secrets of Divine Love written by A.Helwa was chosen for the next 

book review series. The book review video is a short promotional video distributed across 

multiple platforms to help the library increase its online presence and reach a wider 

audience. It also gives readers a unique way to be introduced to books and marketing 

messages, other than a traditional book summary or review. The review video was posted 

in IGTV Instagram tagged in series for the reference of users/audience.  
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Elements included in the script is: 

a. Introduction 

b. First impression + Recommendation 

c. Favourite quote/section/part of the book 

d. Conclusion – closing 

 

 

 

Figure 47: Book Review Series 
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3.1.8 LIVESTREAM SERIES 

 

LIVE STREAMING OKU: JANGAN PANDANG SEBELAH MATA 

 

I was asked as a committee in a live program conducted by PPANPk entitled 

OKU: Jangan Pandang Sebelah Mata live on Facebook. I observed the process of 

preparing for the program and helped with script checking for the moderator. I assisted 

the moderator with the pronunciation included in the script. 

 

The program details are as follows; 

Moderator: Puan Haslina Hassan (OKU Fizikal) 

                    Penolong Pustakawan PPANPk 

 

Panel:  Dr. Aizan Sofian Amin 

            Pensyarah Kanan UKM 

             Penerima Tokoh Pekerja Negara (OKU) 

             Kementerian Sumber Manusia 
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The program aimed to inspire OKU groups in Malaysia and brings awareness to 

reveal the secret of the success and spirit of the OKU group. I assisted with the questions 

from the FB live audience regarding the topic of the program. The program Membawang 

@ Perpustakaan OKU: Jangan Pnadang Sebelah Mata was broadcasted for 1 hour 30 

minutes. I referred to Encik Zakaria for the ICT technical process and practices for various 

events in terms of software and equipment. Problems and occurrences of technical errors 

were noted. 

 

      

Figure 48: Livestream OKU: Jangan Pandang Sebelah Mata 

 

LIVE STREAMING APA KATA DEME 

 

Live Streaming Apa Kata Deme? the objective of the program is to discuss career-

wise as a DJ Radio Perak FM. Encik Shaiful Nawab Bin Sabran (DJ Radio, Perak FM) 

was invited as a guest for the event. 

 

• 2/4/2021 

• 11 AM -1 PM 

• FB Live PPANPk 

• Moderator: Puan Suraya Binti Haji Ariffin (Pustakwan) 

• Panel: Encik Shaiful Nawab Bin Sabran (DJ Radio, Perak FM) 
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The radio personality/presenter/jockey career in broadcast live was discussed 

thoroughly in terms of skills, creativity, experience, history, opportunity, etc. I assisted in 

the live streaming for preparation of the program such as essential good studio, set and 

good lighting, etc. 

 

       

Figure 49: Live Streaming Apa Kata Deme? 
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3.1.9 INFOGRAPHIC COVID-19 SERIES 

 

Infographic COVID-19 Series project was assigned to design a poster on topics 

of the COVID-19 pandemic. The examples were given with instructions to ensure 

accurate information was inserted within the poster. The information and sources were 

taken from credible and authoritative sources such as the Ministry of Health Malaysia 

(MOH), World Health Organization (WHO), National Pharmaceutical Regulatory 

Agency (NPRA), etc. which taken from the official website such as Jawatankausa Khas 

Jaminan Akses Bekalan Vaksin COVID-19 (JKJAV), Bernama, and others. 

 

Two posters were assigned to be designed and required to be completed for 

approval by top management. The initiative was led with the purpose of online 

alternatives activities of the library during MCO by utilizing the social media platform. 

The poster is required to be uploaded on a certain period before the scheduled time. The 

poster was completed and uploaded on the Google Drive link and for approval. Puan 

Suraya commented on the poster, and I immediately revised the poster according to the 

instruction given led by Puan Asiah. 

 

DESIGN POSTER COVID-19 

 

 

Figure 50: Design Poster COVID-19 
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Figure 51: Design Poster COVID-19 
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INFOGRAPHIC COVID-19 

 

    

Figure 52: Infographic COVID-19 
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Figure 53: Infographic COVID-19 
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3.1.10 EXHIBITION: MALAYSIA INDEPENDENCE DAY 

 

An Exhibition: Malaysia Independence Day project was assigned by Encik 

Salehuddin regarding the task of researching information and sources for the Merdeka 

exhibition for Malaysia Independence Day. The information must consist of the history 

and transformation of the nation during its pre-and post-independence period of the 1950s 

and 1960s/ during Malaysia's independence period. The exhibition is prepared according 

to the planning of the library activities. To edify the spirit of independence and love for 

the country to share information, provide an opportunity for staff to deepen their 

knowledge, and will cultivate the reading habit in the community regardless of age. After 

the briefing, I immediately, research credible sources such as Arkib Negara Malaysia, 

Jabatan Muzium Negara, Kementerian Pendidikan Malaysia, and others to ensure records 

and information are included from appropriate sources.  

 

History research involves developing an understanding of the past through the 

examination and interpretation of evidence. Evidence may exist in the form of texts, 

physical remains of historic sites, recorded in data, pictures. The topic was listed to ensure 

the information are recorded according to chronological events and history. Each picture 

and event were provided with sources along with details.  

 

The topics are as follows: 

a. Pengertian Kemerdekaan 

b. Kronologi Usaha Mencapai Kemerdekaan (1955-1957) 

c. Perjanjian Kemerdekaan Tanah Melayu - 8 Februari 1956 

d. Detik Pemasyuran Kemerdekaan Negara – 30 Ogos 1957 

e. Pengisytiharan Tarikh Kemerdekaan Malaysia – 31 Ogos 1957 

f. Kronologi Kemerdekaan Negeri Perak 

g. Penentangan Malayan Union: Pemaisuri Perak Memimpin 

             Gerakan Menentang Malayan Union 

h. Penentangan Malayan Union: Rapat Umum, Tapah Perak 

i. Tokoh Pahlawan Tanah Air – Negeri Perak Peristiwa  

             Pembunuhan Residen Negeri Perak - Dato’ Maharaja Lela 
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EXHIBITION: KEMERDEKAAN (INDEPENDENCE DAY) 

 

 

 

Figure 54: Exhibition: Malaysia Independence Day 
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EXHIBITION:  MASJID LAMA NEGERI PERAK 
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3.2 SPECIAL PROJECT 

 

RDA MERGING/CONVERSION RECORD 

 

 
 

Figure 55: Approval of the project 
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1.0 Introduction and Background 

The initiative is prepared to present a comprehensive view of RDA: Resource 

Description & Access and execute the implementation of RDA international cataloging 

standard in Perbadanan Perpustakaan Awam Negeri Perak to align and streamlining with 

Katalog Induk Kebangsaan from Perpustakaan Negara Malaysia (PNM) in sharing of 

high-quality catalog which complies to international standard and establishing a 

centralized database for facilitating to information resources. It is also aimed to simplify 

cooperation in cataloging process with KIK and establish a centralized database for 

facilitating access to information resources and identify the location. PPANPk team has 

already received training on the RDA instructions in 2 days of classroom training included 

exercises and practices in creating RDA records. 

 

2.0 The Scope  

Provide a comprehensive planning in execution and implementation of RDA 

cataloging standard within PPANPk with leadership from Bahagian Pendokumentasian 

dan Teknikal and streamlining with expertise from Unit Teknologi, Maklumat dan 

Komunikasi. The paperwork also includes providing guidelines in learning the instruction 

of RDA which concentrates to develop cataloger judgements necessary to evaluate the 

records and is capable to distinguish the key differences or changes from AACR2 to RDA. 

The document is supported with examples from PNM’s RDA records to present a view 

of understanding which to compendium cataloging committee to ascertain if the practices 

convene the Perpustakaan Negara Malaysia’s standards for acceptable records and which 

records ought to be amended.  

 

3.0 The Objectives 

The objectives are as follows: 

a. To execute the implementation RDA cataloging standard in Perbadanan 

Perpustakaan Awam Negeri Perak. 

b. To ensure PPANPk’s cataloging records are aligned and streamlining with 

Katalog Induk Kebangsaan from Perpustakaan Negara Malaysia (PNM) in 

sharing of high-quality catalog which complies with international standards. 

c. To enable the achievement of a more meaningful display of data for users by 

recording bibliographic records with system support and ease the cataloging 

process and procedure within PPANPk. 
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4.0 Pros and Cons Implementation of RDA in PPANPk 

Pros/Benefit implementation of RDA in PPANPk 

1. Designed for web environment – enable to support all types of resources including 

printed and digital resources with multiple characteristics and will provide more 

guidance on the creation of authority headings. 

2. Streamlining with Katalog Induk Kebangsaan from Perpustakaan Negara 

Malaysia (PNM) – sharing of high-quality catalog which complies to international 

standard and establishing a centralized database for facilitating to information 

resources. 

3. Compatible with internationally established principles, models, and standards – 

flexible with the range of principles e.g., International Cataloging Principles, 

international cataloging standard, e.g., AACR2, encoding schemas, such as 

MODS, Dublin Core, ONIX, and MARC which allow library bibliographic 

records to be integrated with those produced by other metadata communities, and 

to move into the digital environment beyond library catalogs. 

4. Designed for User Search/Task – enable to achieve a more meaningful display of 

data for users by recording bibliographic records with system support. 

5. Ease the process of cataloging – support cataloging process which involve 

accepting as much as possible, limiting changes to the adjustment or correction. 

RDA emphasizes the concept of recording representation of resources and 

cataloger judgement. 

 

Con’s implementation of RDA in PPANPk 

1. Staff resources – Cataloging and technical department although not explicitly 

stated, this support extends to the professionals who do the technical work. 

2. More training – The staff needed more training in enhancing the skills of the RDA 

technique to ensure a smooth transition to RDA during its initial implementation 

phase, the most critical question may be how practicing catalogers and 

paraprofessionals could best receive up-to-date training. 
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5.0 Organization Chart – Unit Involved 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pustakawan (Pemantau) 

Puan Junaimi Abdul Moin 

Puan Haslina Hassan  

Penolong Pustakawan (Penyelaras) 

Pembantu Pustakawan (Penyelaras Perolehan)  

 
Puan Maimunah Nazura 

Pegawai ICT (Penyelaras Sistem KOHA) 

Encik Zakaria 

Pelajar Latihan Industri (Pembantu) 

Umi Nadia Jalaludin @ Kamarudin 

*Changes are prior to future discussion Figure 56: Organization Chart – Unit Involved 
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 6.0 Proposed of RDA Implementation in PPANPK 

It is suggested for cataloging committee of PPANPk to determine 6 main stages 

of implementation: 

1. Determining the types of records, practices, and policies eligible for 

cataloging that meet the Perpustakaan Negara Malaysia and Katalog Induk 

Kebangsaan standard of RDA records. 

Options: 

• AACR2 records to be kept as AACR2 records 

• AACR2 records to be converted to RDA records 

• RDA records 

2. Determine the fixed unit/department involved with the initiatives and the 

training needed for each staff for the earlier phase of implementation. 

Cataloging and technical department although not explicitly stated, this 

support extends to the professionals who do the technical cataloging work. 

The most critical question may be how practicing catalogers and 

paraprofessionals could best receive up-to-date training. 

3. Cataloger professionals are recommended to master the module RDA: 

Resource Description and Access to ensure a comprehensive view of the 

initiatives which concentrates to develop cataloger judgements necessary to 

evaluate the records and is capable to distinguish the key differences or 

changes from AACR2 to RDA. 

4. Standardization in cataloging policies in terms of workflows, cataloging 

standards for the collection, period needed to catalog in a timely and accurate 

manner, library’s subscription online databases, copy cataloging, and original 

cataloging practices. 

5. Ascertain the guidance on the creation of authority headings for authorized 

and variant access points for personal, family, corporate, conference, place 

names, pseudonyms, relationship designators, qualifiers, etc. 

6. Adhere to manual in addition of tag invisible during the process of cataloging 

in the KOHA system. The module provides guidance step-by-step on solving 

the problem of tags that do not appear during cataloging bibliographic records 

process. 
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AACR2 RDA 

Copy 

cataloguing/

Original 

cataloguing  

MARC21 

Indicators 

Publication Analysis 

Acquisition 

Start 

Merging/ 

Conversion  

7.0 Planning of Cataloging Flow Chart 

                        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RDA Tag Checklist 

& Coding/Clues 

Cataloguing 

process begin 

Option: Merging/Conversion 

• AACR2 records to be kept 

as AACR2 records 

• AACR2 records to be 

converted to RDA records 

• RDA records 

*Changes are prior to future discussion/meeting 

Copycat = New Batch Books 

Original = Backlog Books 

Consideration before 

implementation 
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CATALOGING PROCESS FLOW CHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Acquisition  

(PIC: Unit Perolehan Koleksi) 

KOHA Acquisition Module – Insertion of 

bibliographic records: KOHA 

KOHA: Insertion of bib records: 

1. Tag 100 – Author 

2. Tag 245 – SOR 

3. Division of location – 

according to its respective 

location [aim: to minimize 

workload at add/edit item 

section] 

KOHA: Acquisition details 

Refer: Acquisition input sheet 

KOHA Cataloguing Module - Add New 

Bibliography/ Import Z39.50  

(PIC: Unit Pengkatalogan &Pengkelasan) 

Insertion of barcode details – Input Sheet 
Barcode Number 

Refer: Acquisition input sheet [same 

input sheet inserted within book] 

KOHA: RDA New Tag 

Refer: Cataloguing input sheet 

KOHA Tools Module – Label Creator 

(PIC: Unit Pengkatalogan & Pengkelasan) 

 

Enter no. accessions according to number 

of books (naskhah) 

KOHA Tools Module – Spine Label           

Printing - Label Sticker 

Attach the label to the spine of the book 

(PIC: Unit Pengkatalogan &Pengkelasan) 

 

KOHA Tools Module – Label Creator [Create 

New Batch Label – Print list of books] 

 

Distribute books to designated locations 

(PIC: Unit Pengkatalogan &Pengkelasan) 

 

Accession Number 

Refer: Acquisition input sheet [same 

input sheet inserted within book] 

KOHA Tool - New Label Batch 

- Add items 

- Export full batch (PDF format) 

Ensure label on the printer is 

inserted correctly 

Barcode label / Spine label with 

plastics – page title/spine        

Scan the book barcode into the 

KOHA system to get a list of books 

– Print (20 books + PDF format) 

Put the book in the box along with 

the distribution list form 

KOHA Tool - New Label Batch 

- Add items 

- Export full batch (PDF 

format) 



Industrial Training Report 
 

91 | P a g e  

 

 

ADDING NEW BIBLIOGRAPHIC RECORD/ IMPORT Z39.50 FLOW CHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Start/Receive Books from the Collection 

Acquisition Unit 

KOHA Cataloguing Module 

Scan barcode ISBN of the book 

Complete the Bibliographic Record New / 

Import Data Z39.50 

Insertion of barcode details – Input Sheet 

Add Item 

Send books for printing – Barcode/Spine 

label 

KOHA: RDA New Tag 

Refer: Cataloguing input 

sheet 

 

Cataloguer Judgment – 

adjust according to the 

library’s policy 
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PRINTING FLOW CHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Receive the material and the amount of 

material that is ready to be printed 

KOHA Tools Module – Label Creator 

New Label Batch 

Enter no. accessions according to number 

of books (naskhah) 

 

Add Item 

Export full batch (PDF format) 

KOHA Tools Module – Spine Label 

New Label Batch 

Add Item 

Export full batch (PDF format) 

Ensure the sticker label on the printer is 

inserted correctly and print 

Send to Unit Labelling 

Accession Number 

Refer: Acquisition input 

sheet [same input sheet 

inserted within book] 
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LABELLING FLOW CHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Receive sufficient books, label spines and 

barcodes from the Printing Unit 

Attach the label's barcode on the title page 

of the book 

Attach the spine label to the bone of the 

book 

Stick a plastic barcode sticker 

Stick a plastic spine label sticker 

Arrange the books on the cart to be sent to 

the distribution unit 

Ensure label on the printer 

is inserted correctly 

Barcode label / Spine 

label with plastics – page 

title/spine        
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DISTRIBUTION FLOW CHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Receive the book that is ready to be pasted 

sticker on the trolley from labelling unit 

Collect the book that has the sticker ready 

from the cart 

Distribute books to designated locations 

trolley 

KOHA Tools Module – Label Creator [Create 

New Batch Label – Print list of books] 

 

Scan barcode into KOHA - Print a list of 

books for a predefined library 

Put the book in the box along with the 

distribution list form 

Fill in distribution form 

Distribute books to designated locations 

Scan the book barcode into the 

KOHA system to get a list of books – 

Print (20 books + PDF format) 
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8.0 Outsourced agencies 

 
It is recommended to continue outsourcing the service with the existing system service. 

As RDA does not require a new system for the implementation, data is readily adaptable 

to new and emerging database structures. Changing of practices standardization is needed 

in terms of the cataloging process. Maintenance of the system is similar as before with a 

little attention to detail. 

 
Expertise outsources 

Suggestion: 

1. Puan Fadliah Binti Darini (UNISEL)  

 

Justification: PPANPk team has already received training on the RDA instructions in 2 

days of classroom training included exercises and practices in creating RDA records from 

Puan Fadliah Binti Darini. With the help from expertise, Puan Fadliah could help to 

coordinate the project as well.
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9.0 Gantt Chart – Project Planning 

 

Table 7: Gantt Chart – Project planning 

 

 

 

Phase Monthly Project Tasks 
May June July 

1 2 3 4 1 2 3 4 1 2 3 4 

 

1 Project Concept & 

Planning 

Proposal Paper             

Consultation - Faculty & Industry 

Supervisor 

            

Plan Review             

2 

Project Execution 

Information & data investigation             

Gathering of resources             

Consultation             

Module Construction             

Data Collection             

Industry Consultation             

Plan Review             

3 

Consultation – Cataloguer             

Module Revision             

Completion Paper             

 

4 
Project 

Performance & 

Control 

Execution– Meeting Coordination             

RDA Implementation             

Performance & Control             

Assessment             

 

5 Close 

Submission             

Project Punch list             

Presentation             
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10.0 Board Meeting Agenda & Schedule 

 
Platform: Zoom Meeting 

*Time/date/agenda changes are prior to future discussion 

Date Time Agenda / Discussion Points 

5 July 2021 11 AM Meeting – Project Introduction/ Coordination  

- KOHA system – Administration 

- RDA Resources – Module/Printed Materials 

9 July 2021 2 PM Meeting – RDA Implementation [Books & Printed 

Materials] 

12 July 

2021 

2 PM Meeting – RDA Implementation [Fiction Books]  

16 July 

2021 

2 PM Meeting – RDA Implementation [Non-Fiction Books] 

19 July 

2021 

2 PM Meeting – RDA Implementation [Foreign Books] 

23 July 

2021 

2 PM Meeting – RDA Implementation [Magazine/Bulletin] 

 

Table 8: Board Meeting Agenda & Schedule 

 

Agenda / Discussion point 

Agenda / Discussion point can be sorted out according to: 

1. Type of material/publication – e.g., Books, Magazine 

2. DDC – 000, 100, 200, 300 
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11.0 Sample form – MARC21 Cataloging Input Sheet 

 

 Perbadanan Perpustakaan Awam Negeri Perak 

  

 Cataloging Input Sheet                 Control No.: 

_____________ 

 

Instruction:  Date Cataloged:  Initial:  
  Date Checked:  Initial:  
Item Type:  Date Input:  Total:  

 

FIELD TAG Ind1 Ind2 DATA 

Fixed-Length Data 

Element  

008   $a 

ISBN 020 0 0 $a 

Cataloguing Source 040   $a 

DDC Number 

 

082   $a 

Local Call No. 090 0 0 $a 

Main Entry - Personal 

Name 

100  # $a 

Main Entry - Corporate 

Name 

110  # $a 

Main Entry – Meeting 111  # $a 

Uniform Title 240   $a 

 

Title and Statement of 

Responsibility 

245   $a 

Variant Form of Titles 246   $a 
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Edition Area 250 # # $a 

Publication and 

Distribution Area 

260 # # $a 

 

Production, 

Publication, 

Distribution, 

Manufacture, and 

Copyright Notice 

 

264    

Physical Description 

Area 

 

300 # # $a 

Series Statement 

 

490   $a 

Notes Area 

 

 

 

500 

 

 

  $a  

FIELD TAG Id1 Id2 DATA 

Bibliographic Notes 504 

 

  $a 

Summary Notes 520   $a 

 

 

 

Personal Subject 

Heading 

600  0 $a  

 

Topical Subject Heading 650  0 $a 
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Geographical Heading 651  0 $a 

 
Added Entry - Personal 

Name 

 

700  # $a   

Added Entry - Corporate 

Name 

 

710  # $a  

Added Entry - 

UniformTitle 

 

 

730  # $a 

Tag 336 - Content 336 # # $a 

 

Tag 337 - Media 337 # # $a 

 

Tag 338 - Carrier 338 # # $a 

 

 
✓ Tag highlighted with red is the tag that needs to be checked and pay 

attention 

✓  Suggestion: 1. To assign staff to coordinate and ensure tag RDA are 

correctly recorded
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 Perbadanan Perpustakaan Awam Negeri Perak 

  

 Cataloging Input Sheet                 Control No.: 

_____________ 

Instruction:  Date Cataloged:  Initial:  
  Date Checked:  Initial:  
Item Type:  Date Input:  Total:  

 
NO. ACQUISITIONS DETAILS DATA                                    PIC (            )(           

) 

1. Location  

2. Item Category  

3. Condition  

4. SMD  

5. Order Date  

6. Currency Code  

7. Vendor  

8. Invoice No.  

9. Price  

10. Accession Date  

 

NO. BO  DATA                                    PIC (            )(            

1. Barcode number  

2. Total Amount (Books)   

 

NO. PRINTING  DATA                                   PIC (            )(             

1. Total Amount (Books)  

 

NO. LABELLNG  DATA                                   PIC (            )(             

1. Total Amount (Books)  

 

NO. DISTRIBUTION  DATA                                   PIC (            )(             

1. Total Amount (Books)  

 



Industrial Training Report 
 

102 | P a g e  

 

12.0 Conclusion 

 

The initiative results from discussions with the professional cataloger from 

PPANPk to enhance rich access of information for user’s user tasks of retrieval and access 

in online library catalogs and bibliographic databases. The document is reviewed and 

discussed with PPANPK professional catalogers over weeks, without whom the guide 

would not have been possible. Prior to the proposed plan in implementation of RDA to 

builds on the strengths with new features which helps in recording resource description 

as a cataloging code for the modern libraries operating in a digital environment. 

The initiative aims to propose a strategic plan for PPANPk in helping to solve the 

existing problem in the cataloging department as the core service of the library. Along 

with this, it is to ensure bibliographic records are properly recorded according to the 

newest international standard and aligned with the objectives of Perpustakaan Negara 

Malaysia's aspirations. 
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3.2.1 RDA MODULE 

 

Refer to Appendix 1 – RDA Module 

 

3.2.2 IMPLEMENTATION OF PROJECT 

 

First Meeting – Introduction of Project 

 

 

 

Figure 57: First Meeting - Project Introduction 
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Summary of the meeting 

 

1. Project Introduction 

 

 

 

 

2. Creation of authority files 

3. Review of catalogue/bibliography records 

4. KOHA Administration Module 

a. Creation/Addition of RDA tag 

b. Visibility of subfields/tag 

5. KOHA Cataloguing Module 

a. Review of tag/subfields 

b. Discussion on type and number of collections for RDA implementation 

 

6. Implementation of RDA in system 

a. Examining tag and subfields in default framework to be altered into a 

new framework. 
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DECISION/DISCUSSION OF THE MEETING 
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Figure 58: Minute Meeting of the 1st Meeting 
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Second Meeting – Pilot Bibliographic Framework: TEST RDA 

 

 

 

 

Figure 59: Pilot Bibliographic Framework 
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Summary of the meeting 

 

1. Pilot bibliographic framework 

Pilot RDA bibliographic frameworks are created and entitled as TEST RDA for 

the usage of project implementation. 

 

Refer to Appendix 2 for TEST RDA Bibliographic framework 

 

 

 

2. Type of framework – existing/addition 

Discussion on type of framework for existing MARC bibliographic framework 

and a new addition of RDA bibliographic framework into the KOHA system. 
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3. Cataloguing Method/Situation 

Cataloguing method and situation were explained to both professional cataloguers 

for action in cataloguing process during the implementation. 

 

a. New Record 

Step-by-step guidance on recording bibliographic elements into RDA framework 

considering the original and copy cataloguing method/approach.  
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b. Update Existing Record 

Step-by-step guidance on updating existing bibliographic elements into RDA 

framework considering the original and copy cataloguing method/approach.  

 

          

Figure 60: Pilot Bibliographic Framework 
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DECISION/DISCUSSION OF THE MEETING - Pilot Bibliographic Framework 
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Figure 61: Minute Meeting of the 2nd Meeting 
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Third Meeting – RDA Pilot Cataloging (Session 1) 

 

 

 

Figure 62: RDA Pilot Cataloging 
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Summary of the meeting 

 

1. Discussion for each available tagging 

a. 039  [Level of Bibliographic Control and Coding Detail [obsolete] 

b. The addition/editing of the tag is to record names and statements of 

responsibility during the cataloguing process 

 

2. Discussion on differences between Tag 082 & 090 

a. 082 [Dewey Decimal Classification Number] 

b. 090 [Local Call Numbers] 

c. Recommendations for the use of both DDC and local numbers and local 

definitions in KOHA system under bibliographic framework TEST RDA 

 

3. RDA Pilot Cataloguing 

a. The process of cataloguing started with surplus books for 2020 using the 

TEST RDA framework on the KOHA system to update existing records (new 

book records but already on record for the beginning by Puan Maimunah 

Nazura).  

b. Puan Haslina attached excel documents for 10 books of library materials that 

have been recorded using the TEST RDA framework for the review of 

instructions to Umi Nadia and Encik Zakaria. 
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DECISION/DISCUSSION OF THE MEETING - RDA Pilot Cataloging 
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Figure 63: Minute Meeting of the 3rd Meeting 

 

 



Industrial Training Report 
 

119 | P a g e  

 

Forth Meeting – RDA Pilot Cataloging (Session 2) 

 

 

 

Figure 64: RDA Pilot Cataloging (Session 2) 
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Summary of the meeting 

 

1. Discussion for tag 000-008 

a. 001 - Control Number  

b. 003 - Control Number Identifier  

c. 005 - Date and Time of Latest Transaction  

d. 008 - Fixed-Length Data Elements  

 

2. Discussion for tag 020 

a. $c - Terms of availability (NR) 

b. Price or a brief statement of availability and any parenthetical qualifying 

information about availability 

 

3. Discussion for tag 040 

a. $a - Original cataloguing agency (NR)  

The decision to maintain the default value – PNM 

 

b. $b - Language of cataloguing (NR) 

The decision English is the language of cataloguing 

 

c. $c - Transcribing agency (NR) 

The decision to maintain the default value – PPANPk 

 

d. $d - Modifying agency (R) 

The decision to maintain the default value – PPANPk 

 

e. $e - Description conventions (R) 

The decision to maintain the default value – rda 

 

4. Discussion for tag 260 

a. Discussion on the deletion of the existing default value of punctuation in the 

system. Explanation of data import impact towards the recording of 

bibliographic records. 

 

5. Discussion for tag 952 

a. Discussion on repeatable tag appeared at OPAC which is available for user 

view. For standardization, the field is kept in view for programmer 

adjustment. 
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DECISION/DISCUSSION OF THE MEETING - RDA Pilot Cataloging 
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Figure 65: Minute Meeting of the 4th Meeting 
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CHAPTER 4: 

INDUSTRIAL TRAINING 

REFLECTION 
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4.1 APPLICATION OF KNOWLEDGE, SKILLS, AND EXPERIENCE IN 

UNDERTAKING THE TASK (KNOWLEDGE GAINED) 

 

Experience-based Learning 

 

At the commencement of the internship training, I formulated individual learning 

goals and a vision for the application of knowledge, skills, and experience in Perbadanan 

Perpustakaan Awam Negeri Perak training. Consultation with industry experts aid in the 

foundation of learning goals, vision, and expectations borne within the organization.  

 

Vision 

To comprehend librarianship studies to integrate theory and practice of information 

science in real-life experience 

 

Learning goals 

1. To discover library management on the functioning and working conditions of a 

government organization/non-profit organization 

2. To employ work ethics and professionalism critical in a real organisational setting 

3. To enhance professional proficiency necessary for job success 

4. To augment communication and critical thinking skills by analysing underlying 

issues to challenges offering opportunities 

5. To cultivate independent learning skills in the job description by displaying a 

positive outlook 

6. To build networking and social connection within the industry 

 

The reflection consisted of contributions of achievement during the period of training 

intern experience according to the learning goals. The outcomes are from an individual 

experience following a section of description for outcomes on experience-based learning.  

 

a. Leadership & Library automation 

The productive and proactive capability of leadership and library 

automation within Perbadanan Perpustakaan Awam Negeri Perak is demonstrated 

significantly during the absence of an official director of the library. The library 

was led by Puan Suraya Binti Haji Ariffin as a regent during the time being. All 

decrees and instructions are provided based on the requirement and needs of the 



Industrial Training Report 
 

127 | P a g e  

 

library which emphasizes quality development towards achieving engagement of 

the community in employing the public services and amenities offered. The 

library consisted of 12 units to be granted direction and control particularly for 

the period of the pandemic surge which urgently applied to learn on the strategic 

planning of direction to the shifting needs on working from home (WFH). 

Experience to be in the lead for a special project under the appropriate and precise 

guidance of the officer assist in the application of knowledge, skills, and 

experience in leadership direction and undertaking the task. Shifting tasks 

between 8 unit, I learnt on the library integrated system to automate the typical 

procedure and in-house functions. 

 

b. Cataloguing & Classification 

Cataloguing is incorporated within the technical skills course which 

requires consideration although not explicitly stated, this support extends to the 

professionals who do the technical work. Throughout the theories learned from 

Diploma and Degree studies for 5 years full extensive learning on cataloguing and 

its theories, it aids in the understanding of the interest field with subjunction of a 

practice-oriented and hands-on working experience in the real world or industry, 

and critically enhance the learning experience. Power to demonstrate the 

application of knowledge and skillsets acquired from the course and workplace in 

the assigned technical cataloguing work help to view problems and opportunity 

for improvement.  

For exemplar, the ability to provide comprehensive planning in the 

execution and implementation of RDA, an industry international cataloguing 

standard utilized by a countless excellent cultural organization. The initiative 

objective is an effort to streamlining with KIK and leadership from several 

PPANPk units. Capability to apply theories and balancing with real-life 

experience facilitates in undertaking the tasks and comprehend the discipline and 

field of librarianship entrenched in the enlightenment of skills. Advanced 

proficiency in KOHA helps in cataloguing materials during the internship period.  

 

c. Technology Proficient & Computation thinking 

As required, shifting to needs and demands for technological skills are 

expected. The library is the major source of information for Perak society, and 

they serve as guardians of the public’s access to information. The advance of 
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digital skills and revolutionized era has altered the application of skills and 

knowledge within the library when undertaken the task. For instance, I was 

assigned to brainstorm ideas on contemporary multimedia design, adhere to the 

system of the library, and assisting in any program which involves technical and 

technological assistance. The knowledge gained from the university is used 

proficiently for the completion and sharing of knowledge with the PPANPk staff 

for improved performance. The ability to interact and complete tasks using 

computer-based technologies and other associated technologies are applied such 

as social media savviness, project planning, subject matter expert skills, and 

others. Cataloguing skills enhanced with technical skills in using the KOHA 

system helps in undertaking the tasks given by the library. 

 

d. Community Service Engagement 

As I completed my internship at a public library, I believe community 

service engagement skills and knowledge are reflected while communicating and 

serving the users/patrons during work shifts. Although the library is facing 

challenging choices around which services to offer and how, ranging from 

minimal restrictions to full closure owing to the COVID-19 pandemic, the library 

is managing different approaches to the restrictions. The library had provided 

guidance ranging from age and standard of procedure adheres to the decision 

taken following an assessment of the relative risks. Eventually, during Perintah 

Kawalan Pergerakan Bersayarat (PKPB), the library is receiving users/patrons 

while after the SOP. Due to this, community service and engagement experience 

are gained, and I deal with different types of people and personalities.  

 

As the primary purpose of the public library is to make available resources 

and services in an assortment of media to meet the needs of individuals and 

groups, it undeniably cultivates a richer perspective of the world as an essential 

part to yield accountability as an open-minded, principled librarian in a universal 

community to oblige the knowledgeable society. Skills are accomplished as I get 

a hold to intermingle with people who have vastly distinct backgrounds and learn 

patience and empathy in developing a global perspective. As the saying goes, “all 

experience is an arch wherethrough gleams that untravelled world whose margin 

fades for ever and for ever when I move”, it is very clear that having the 

experience first-hand is the key resource in the application of theories and skills 
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undertaking the task. It also offers opportunities to explore academic interests 

through a real-world lens. For instance, working in Unit Perkhidmatan 

Perpustakaan Negeri advantages in the realization of real-time problems dealing 

with users/patrons for direct librarian assistance and provide valuable equal access 

opportunities. It has a critical role in the advancement and maintenance of a 

civilization by offering the individual access to a wide and diverse range of 

knowledge, ideas, and opinions. It also supports the library users/patrons to utilize 

these learning resources essentially as well as offering amenities. The power to 

access information and make effective use of it is vital to successful community 

service engagement. 

 

e. Data analysis & visualization 

Developing professional skills particularly specific skill-building is very 

crucial during the internship period. As skills can expand, professional 

competency such as natural abilities, personal qualities, and technical skills which 

allow to perform and progress in a job. Transferable and hybrid skills which are 

beneficial for any job in commerce such as adaptability, conflict resolution, 

decision making, communication, graphic design, information technology, and 

other skills are applied and gained when undertaken the task specified for every 

rotation of unit within the library. The science of investigating a set of data with 

the aids of skills to draw conclusions are applied thoroughly.  

 

For example, data analysis and visualization which detailed to excellence 

to bring order and structure to collected data in the special project helps inform 

analysis and interpretation for efficient progress of work. Working with the skills, 

decision-making in leading a special internship project. It involves deciding upon 

project strategy, methods, and acceptable actions for the classical approach by 

using a logical and rational process to ensure the project runs effortlessly and in 

accordance with the actual planning. Utilizing all available resources and pursuing 

opportunities while planning for the project help to build specific skills building. 

Planning for an adequate time of project execution such as period devoted to 

researching and evaluating a wide variety of alternatives. It enhances for a 

coherent and proven decision strategy which would be employed to identify the 

great quality of all available options to minimize risk and failure while 

maximizing the probability of triumph of the project.  
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Capability to exercise and make enhancement in data analysis particularly 

with abundance of data collection which mostly involves dealing with officers and 

workforce by notifying the decision and follow-up the progress of a job and task 

undertaken. Receiving and giving information for any instructions is essential for 

responsiveness to perform a task. The tendency on accepting critical feedback and 

provide constructive input to others such as meeting questions, offer solutions or 

help reinforce the project is the knowledge and skills gained during specific skills 

building during 5 months of training. 

 

f. Public Relation 

Upon training, I learn and employ public relations knowledge in 

influencing, engaging, and building a relationship with library users/patrons. It 

involves a two-way communication which includes a strategic communication 

process that builds mutually beneficial relationships between the library and their 

target audience particularly Perak community. Learning theoretically on public 

relations subject knowledge and being able to practice the skills in real-life 

experience helps to enhance the results which including traditional media, social 

media, and in-person engagements.  

 

For exemplar, building positive engagement with the public on library 

activities and project initiatives. The promotion for the program is initiated with 

an aim for an effective opportunity in reaching public awareness towards the 

program. Let’s Read Together 2021 promotion. The promotion was made towards 

different levels and categories of public audiences such as leaders, government 

officials, children, students, delivery and courier, aboriginal villages 

communities, and others.  

 

4.2  PERSONAL THOUGHTS AND OPINION 

 

I believe Perbadanan Perpustakaan Awam Negeri Perak is a decent non-profit 

organization for conducting internship training in terms of gaining experience and 

application of knowledge. As a public/state library, PPANPk is an organization held 

responsible for district and branch libraries around Negeri Perak. PPANPk had a 

centralized workflow as a headquarter for the 64 libraries. The workflow applied is meant 

that all decision is supported through centralized decision leaders at PPANPk and 

institutional management. It is a decent place to learn on library management that focuses 
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on specific issues encountered by libraries and library management professionals which 

encompasses normal managerial tasks, as well as intellectual freedom and fundraising 

responsibilities. The library provides learning opportunities and experience in managing 

the process of library management through hands-on tasks and observation of the working 

environment. 

 

With the alteration of shifting working units, the advantage I obtained is learning 

about the vast resources and expertise within the library organization. Access and 

inclusion towards the resources are convenient and go hand in hand. The library is 

improving by accepting and responding to change for evolving in ensuring that 

community members have the resources they need and want. The core value and library 

mission of the library are reflected, as the pandemic is reached, the library realizes the 

importance of digital resources and providing those resources on an online platform. 

Overcoming the technological and monetary barriers provision of information is 

preserved and strengthened. For example, library activities through live streams, video 

recordings, online exhibitions, digital posters, and information are provided through the 

library social media platform. The library also accepting the change on the technical part 

of the cataloguing in merging and conversion to international standard after convincing 

with evidence and sources needed. Proposal for a special project is accepted and 

implementation is made immediately as soon as confirmation of workflow and direction 

are provided. Industry experts are consulted regarding the library cataloguers. This 

demonstrates the library is making improvement and require time to change.  

 

To add, the training also concentrates on practice-oriented based tasks, the officer 

gives tasks that concerned with the actual task performance rather than the output or 

product of an activity. It allows to acquire necessary professional skills and contributes 

to better apprehension of academic subjects learned in university. From my thoughts and 

opinion, the training at PPANPk is equivalent and decent to achieve learning outcomes 

and discover potential which suited to the strength and vulnerability myself. This 

experience helps for future competitive on the job market and skilled enough to meet job 

requirements in a different industry.  

 

On the contrary, PPANPk organizational culture leadership has a corporate 

culture of any government organization which has the reputation of being susceptible to 

complacency and mediocrity. The library attempts to maintain their status quo as 

government agencies and change sticks only when it becomes, ‘the way we do things 
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around here,’ when it seeps into the very bloodstream of the work unit. The hierarchical 

culture is rooted in social norms of the work unit which decisions are purely based on the 

head officers of the unit. Despite this, the library is striving to find avenues in which to 

make enhancements to the culture and reflect decision based on the performance. To 

streamlining with the national library and Perak State Government aspirations and KPI, 

the library is trying its best to reach the expectations and long-term goals. From my 

perspective, the values, expectations, and practices that steer and enlighten the actions of 

all team members of the organization should be reflected for productivity and 

empowering all levels of the workforce. Enhancement of the employee’s engagement in 

a positive manner, professional proficiency, and staff-based culture should be prioritized.  

 

At the commencement of the internship training and during the training period, 

goals and expectations are formulated personally on receiving comprehensive training 

from the library. As I mentioned in the earlier section, PPANPk has the reputation of 

being susceptible to complacency and mediocrity as a government agency. Despite this, 

I believe intern students should be given more opportunities in being responsible for an 

actual position within any library program and activities. From my experience, the 

management is hesitant to put trust in intern students as being inexperienced in the 

working industry which the allegation is purely based on the experience with past intern 

students from other campuses and batches. After trial and effort in convincing the officer 

with skills, knowledge, and abilities, I was given a task for an actual position that requires 

performance and quality. From this, I deem the expectations are set from the beginning 

due to the experience, however, by being proactive and professional, I managed to change 

the perspectives and adhere to the organization culture. With the goals and vision 

formulated, the growth mindset to shifting needs and demands of the organization are 

altered according to the situation and circumstances. 

  

4.3  LESSON LEARNT 

 

The lesson learned is from personal experience by conducting special projects and 

training at PPANPk. The lesson learned is as follows: 

 

a. Carry out a thorough training needs analysis 

 

The lesson learned from the training period is to carry out a thorough training 

needs analysis. I was given minimal supervision during the training period. With this 
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position, I deem to analyze and act by being proactive and professional for every unit 

shift during the 5 months. Every shifting of the unit, I prepared a schedule of a task 

for the period within the unit to ensure tasks are given every day without fail. The 

schedule is emailed and sent through the head of officers for them to fulfil the space 

and schedule the planning of training. It is a platform/planning to safeguard I fulfilled 

the requirement of the training and receiving feedback from every unit. All tasks are 

noted with completed every day and at the end of the training for the unit, the schedule 

will be informed together with the logbook. This reveals intern students necessary to 

read and take fast action to the situation if there is minimal supervision and an 

exhaustive training schedule.  

 

b. Align learning outcomes with on-job tasks training 

To engage in training, I often focus on making the training fun and interactive, 

however during the process I also often forget about the essence of the training. 

Aligning training with learning goals and outcomes with on-job training is significant 

to help stay on the right track. Identifying and supporting desired learning outcomes 

and being committed to the alignment of the strategy will support just-in-time learning 

interactions and support adoption and learner proficiency. With the right framework 

of outcomes and metrics, I remain on the right track and improving each task. The 

process answers the following key questions: 1) What skills to master to demonstrate 

the outcomes 2) What ability should maser during training and whether it will impact 

the organization’s outcomes 3) What issues to resolve to demonstrate the learning 

outcomes. Enabling faster and smarter decisions could define the achievement of 

learning outcomes and at the same time reduced cycle time, increased volume, and 

productivity. 

 

c. Draw upon the prior knowledge to create associations 

 

Majoring in Library Science and Information Management, I was equipped with 

library knowledge gained from university courses which include an extensive range 

of pre-existing knowledge, skills, principles, and views. It also influences approaches 

to concentrate, interpret and organize incoming information and overall training. With 

associations, it was convenient to understand, discover similarities and comprehend 

new knowledge/concepts. By discovering the pattern and connecting the dots, I 

managed to apprehend with the organization practice and understand the pre-existing 

issues revolving around each department. With this knowledge, I brainstorm ideas 
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and provide the solution to the problem according to the needs and demands. 

Endeavouring the situation of the library, the existence of the problem, each decision, 

and action made towards the library are learned during the training process. 

d. Provide action plans to retain and improve motivation 

As the pandemic 3rd phase peak again, the training is affected in terms of visiting 

the library physically. The library is closed and required the employees to work from 

home (WFH). Considering the situation, I act plan in initiating the meeting through 

an online platform to ensure move the projects forward and communicate information. 

A realistic plan was made in an attempt to fulfil the gaps in the inability to meet face-

to-face in consulting and deciding on the project. Motivation is built consistently 

during the training to ensure the training is conducted despite the pandemic and 

emergency orders of closing. It also shows the library is responding to change and re-

examining the opportunity for organizations to elevate their corporate culture and 

enhance efficiency even in the pandemic.  

 

4.4  LIMITATION AND RECOMMENDATION 

 

The limitation and recommendations are as follows: 

 

Limitation 

a. Pandemic and COVID-19 crisis 

 

The limitation encountered during the training is pandemic and COVID-19 crisis. 

The justification is the pandemic hindered from experiencing full training which 

involves a limitation in enrolling in the program physically. I was informed the library 

had better opportunities in terms of conducting the library activities with a broader 

public audience before the pandemic. Most of the activities and programs are 

conducted physically with a real audience in a face-to-face setting. Minimal service 

and restrictions in closure affected in experiencing full training. However, this is an 

approach to protect the public and the employees of the library as well. Any decision 

to restrict services or close a library is challenging and needs to be taken following an 

appraisal of the comparative risks. Another limitation is the Conditional Movement 

Control Order (CMCO) of the district, which restricted the movement to visit certain 

districts which increase the difficulties to conduct research specifically collecting data 

and information from all district libraries under PPANPk. In consonance with this, 
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the site-visit in requirement of the training tasks is cancelled until further notice for 

control and prevention of the spreading of virus between employees.  

 

Recommendation 

It is recommended to review the course requirement for internship/industrial 

training during the pandemic. In line with the urgency of the situation, it is highly 

recommended to ease the process and provide a short guide to online or work from a 

home internship. The resource guide should be intended for students, career services 

professionals, faculty, and employers who were in the progress of engaging in 

traditional face-to-face internships or virtual internships during a pandemic or state 

emergency.  

 

With mandatory closures of organizations, social distancing requirements, and 

work from home orders due to the COVID-19 pandemic, it is very likely and proven 

that many interns lost direction and were not able to carry out their internships in full 

experience on-site as planned. It is indisputable the primary benefit is interns can 

develop technical skills by completing professional assignments on behalf of a 

professional organization by receiving online tasks. However, depending on the 

quality and character of the experience, for these benefits to be executed in an online 

setting, either third-party organizations, employers, or faculty instructors need to 

carefully design an experience that is more than a mere short-term project outsourced 

to interns. Without active progression in an effort of being in line with the effective 

virtual internship experience requirement, the benefits could not be applied. 

 

Limitation 

b. Period of training is protracted 

In my opinion, five months of industrial/internship training period is longer than 

expected. Having experience in fulfilling the responsibility to complete the training 

particularly during the pandemic, there are days pointless without any productive 

action of receiving tasks from the officer and others. The period of training was 

protracted with simple tasks or having no tasks at all for working days. 

 

Recommendation 

I believe the industrial training period should be shortened and filled with 

directional guidance in providing training to interns. Requirements of action-packed 

tasks/training related to the librarianship main field should be in consideration to 
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ensure interns are informed and have orchestration in the coordination of the training 

elements to produce the desired effect in producing first-class postgraduate quality. 

Three or four months for training is adequate with terms and conditions of 

consideration towards the excellent design an experience that is more than a mere 

short-term project outsourced to interns. 

 

Limitation 

c. Implementation of shifting needs and demands of information provision 

 

I also deem the review of the training course should include the shifting needs and 

demands of information provision. The procedure of selecting the 

company/organization for internship should be refined. It is undeniable, the training 

supervisor provides very good guidance and explanation during the process, however, 

I believe the implementation of shifting needs and demands of information provision 

is necessary particularly during the process of seeking the right company for each 

potential intern. Lack of communication in a listing of a company with limited option 

should be refined. I believe it complicates the process and causes confusion among 

potential interns within the class. Every decision has consideration for evaluation 

particularly during the pandemic in terms of financial status, company quality, and 

others. 

 

Recommendation 

It is recommended for the faculty to involve in the process of selection to ensure 

the interns can make the most of the internship program and have the right 

organization suited for the program. Employing “right”, analyzation in the best 

company suited for each student in consideration of student’s strength, overall 

performance, and vision. Having the best communication in the company listing 

should minimize the possibility of allowing a bunch of potential interns to apply for 

the same company/organization. This might cause potential challenges for the interns 

for projects and coordination.  
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5.0 CONCLUSION 

 

In sum, the training Perbadanan Perpustakaan Awam Negeri Perak is a decent 

non-profit organization for conducting internship training in terms of gaining experience 

and application of knowledge. The report consisted of contributions of achievement 

during the period of training intern experience. The outcomes are from an individual 

experience. The practicum of a 24-week work placement by working under the 

supervision of an experienced information professional, in the achievement of 

contribution to the activities of the workplace and meet the same demands of work 

production and responsibility expected by the organization of its regular employees.  

 

It is a learning experience to adapt in managerial and technical skills in a library 

and information environment, demonstrate experiences in any specific area of interest, 

evaluate the specific area of interest from a managerial perspective and display a 

professional commitment to ethical practice at the industrial workplace. It is important to 

understand what aspects of these experiences make the most worthwhile. The stages of 

an internship occur in a predictable order which has its obstacles and opportunities. These 

become concerns and to some extent, it must be resolved for further growing and learning. 
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-
LOCAL SERIES ADDED ENTRY--MEETING NAME (RLIN)
 


899 
 ?
 
 
-
LOCAL SERIES ADDED ENTRY--UNIFORM TITLE (RLIN)
 



 2 Source of classification
or shelving scheme


 c Koha item type
*


 e Edition


 h Classification part


 k Call number prefix


 m Call number suffix


 n Suppress in OPAC

942 
 ?
 
 
-
ADDED ENTRY ELEMENTS (KOHA)


Dewey Decimal Classification
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The Objectives 

The objectives are as follows: 

a. Understand the concept of Cataloger Judgement and FRBR User Tasks 

b. Explain the key differences from AACR2 to RDA 

c. Able to distinguish mandatory element & descriptive data elements in RDA 

 

For the interim period, prior to the plan in the full implementation of RDA, the PPANPk 

cataloging committee should determine either to retained records as AACR2 records or 

converted them to RDA records or vice versa to comply with the library policy and 

standardization. 
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1.1 RDA: Resource Description and Access 

RDA is a new content standard for resource description and access designed for the digital 

world covering all types of content and media held in libraries and related cultural 

organizations [library, museum, archives, etc.] which aimed to provide: 

a. A flexible framework for describing all resources (analog and digital) for new types 

of material 

b. Data that is readily adaptable to new and emerging database structures 

c. Data that is compatible with existing records in online library catalogs 

RDA is a successor of AACR2 which builds on the foundation of instructions originate from 

AACR2. The main objectives of RDA are to assist in the creation of efficient metadata that 

will better support resource discovery in linked-data environments (Gordon, 2007).  

 

To Understand RDA 

RDA = Continuation of AACR2  

➢ Instructions are derived from AACR2, but it is deconstructed as follows; 

 

 

Scope 

Differences in scope between RDA and AACR2 

RDA AACR2 

A set of guidelines & instructions on 

formulating data to support resource 

discovery  

Rules are designed for use in the construction 

of catalogue and other lists for general 

libraries of all sizes.  

Bibliographic data + Authority data 

Designed for the web environment  

Libraries and related cultural organizations 

[library, museum, archives, etc.] 

Table 1: Differences in scope between RDA and AACR2 

 

 

 

 

New Concept
New 

Structure
New 

Vocabulary
Some new 
instruction

Some 
changed 

instruction 
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Objectives & Principles 

Objectives Principles 

Responsiveness To User Differentiation 

Needs Sufficiency 

Cost Efficiency Relationships 

Flexibility Representation 

Continuity Accuracy 

 

Examples 

Principle = Representation 

“Take What You See and Accept What You Get” 

According to the principle of representation, the data describing a resource should reflect the 

resource’s representation of itself. This complies with the instructions about the transcription. 

RDA directs on to transcribe the source of information as it appears on the works. 

 

Objective = Flexibility 

336 – Content Type 

337 – Media Type 

338 – Carrier Type 

 

According to the objective under RDA, flexibility refers to data that should function 

independently of the format, medium, or system used to store or communicate the data. They 

should be flexible to use in a variety of environments. RDA focus on the content standard 

which provides flexibility in recording the data in accord with its content and carrier 

representation. 

 

1.2 RDA as Content Standard 

“What data should be recorded?” 

RDA show and display what the data should be 

- Not how it should be displayed 

- Not how it should be encoded 

Flexible 

• RDA can be encoded using different encoding schema 

examples = MARC 21, MODS, Dublin Core, etc. 

• RDA data can be displayed using different display conventions 

examples = ISBD, label display, etc. 

• RDA can be stored in current databases and new types of database structures 
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1.3 RDA Framework 

RDA framework is based on conceptual models which are: 

1. FRBR (Functional requirement for bibliographic records) [1998] 

2. FRAD (Functional Requirements for Authority Data)        [2009] 

 

Significant Key Terms 

1. FRBR (Functional requirement for bibliographic records) 

FRBR is a conceptual entity-relationship model developed by the International Federation 

of Library Associations and Institutions (IFLA) that relates user tasks of retrieval and access 

in online library catalogs and bibliographic databases from a user’s perspective. 

 

FRBR User Tasks 

FRBR data have been defined as follows: FISO 

1. Find  

To locate either a single entity or a set of entities as the result of a search using an 

attribute or relationship of the entity 

examples = title, author, keyword, subject, dates, publisher, etc. 

 

2. Identify 

To confirm that the entity described corresponds to the entity sought, or to distinguish 

between two or more entities with similar characteristics 

examples = distinguish between two words that have the same title 

 

3. Select 

To choose an entity that meets the user's requirements concerning the content, physical 

format, etc., or to reject an entity as being inappropriate to the user's needs.  

examples = genre, form, language, content, edition, location, and physical format 

 

4. Obtain 

To obtain or acquire an entity through purchase, loan, etc., or to access an entity 

electronically through an online connection 

examples = purchase order, loan of publication, access via online  

 

FRBR groups of entities 

Group 1 entities = work, expression, manifestation, and item (WEMI). They represent the 

products of intellectual or artistic endeavour. 
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Group 2 entities = person, family, and corporate body (responsible for the custodianship of 

Group 1’s intellectual or artistic endeavour). 

 

Group 3 entities = concepts, objects, events, places (subjects of Group 1 or Group 2’s 

intellectual endeavour) 

  

Figure 1: FRBR Group Entities 

Author’s work (distinct intellectual or 

artistic creation) = work 

Translation of specific language (specific 

intellectual or artistic form that a work takes 

each time it is realized) = expression 

ISBN (physical objects same characteristics, 

for both intellectual content and physical 

form) = manifestation  

Book (a concrete entity) = item 

 

 

Person, family, and corporate body  

The relationships reflect the role with 

respect to the WEMI. 

It shows the importance of performing user 

tasks and regain the lost link of relator terms 

and codes in bibliographic records. 

 

Concepts, Objects, Events, Places 

examples = a work about another work or a 

work about a person or corporate body. 
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2. FRAD (Functional Requirements for Authority Data) 

FRAD is an entity-relationship model to provide an analysis of how authority data functions. 

It is an extension and expansion of the FRBR model. The basic concept is bibliographic entities 

are known by names/identifiers which form the basis for controlled access points. 

 

Authority data = represents the controlled access points and other information to collocate 

works by a specific person, family, or corporate body, or the various editions of a title.  

Controlled access points = include authorized forms and variant forms of name assembled by 

cataloguers to identify an entity 

 

FRAD function is to determine: 

1. The function of authority files 

a. Document decision 

b. Serves as a reference tool 

c. Control form of an access point 

 

2. User Tasks 

a. Find 

b. Identify 

c. Clarify 

d. Understand 

 

3. The different entities and attributes 

4. The relationship between entities 

5. Mapping of entities to user tasks 
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Entities, Attributes & Relationship 

Entities Attributes Relationship 

The 

object of 

a user’s 

interest 

 

The characteristics of the entity The link between one entity and another 

FRBR: 

 

Group 1 

Group 2 

Group 3 

 

 
 

 

 
 

Table 2:  Entities, Attributes & Relationship 
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1.4 International Cataloguing Principles and RDA 

RDA instructions combine the FRBR conceptual model with International Cataloging 

Principles to provide the foundation on which to build cataloger judgment.   

ICP are as follows: 

a. The convenience of the user 

b. Representation 

c. Common usage 

d. Accuracy 

e. Economy 

f. Consistency and standardization 

 

Cataloger Judgement 

Cataloguer determines if the data is important for the successful completion of a user task 

 

 

 

 

 

Consistent focus on user 

 

 

 

 

  

Cataloging and Cataloger Judgement 

In RDA, accepting the representation of information is very important. The cataloging process 

must involve accepting as much as possible, limiting changes to the adjustment or correction 

(referring to AACR2 rules of standardization) of differences or errors judged to be “egregious” 

(“egregious” in this context means data that are inaccurate, misleading, or that result in denial 

of access). 

Consideration of changes might result towards: 

a. misleading description (e.g., someone might mistake the resource for a different one 

when a change is made); 

b. misleading access (e.g., the resource is classified under a number for an artist's painting 

when in fact the work is really about the artist's sculpture). 

RDA + Copy Cataloging = Double Importance of “Cataloger Judgment”. 

why records this data? 

 

 

to support the user in completing the user tasks 

 

- Cataloguer must consider “how does this element assist in meeting the FRBR 

user tasks?”   

- Cataloger judgment is more important in RDA than it was in AACR2 

 



RDA Module  Chapter 2: Elements of RDA 

8 | P a g e  
 

CHAPTER 2: ELEMENTS OF RDA 

 

2.1     Organization and Structure of RDA 

Resource Description & Access has two (2) main parts and divided into 10 sections. The 

sections are organized according to the bibliographic entities which are: 

 

 

 

 

 

Section Description 

Section 1 Recording attributes of manifestation and item 

Section 2 Recording attributes of work and expression 

Section 3 Recording attributes of a person, family, and corporate body 

Section 4 Recording attributes of concept, object, event, and place 

Section 5 Recording primary relationships between work, expression, 

manifestation, and item 

Section 6 Recording relationships to persons, families, and corporate bodies 

associated with a resource 

Section 7 Recording the subject of a work 

Section 8 Recording relationships between works, expressions, manifestations, 

and items 

Section 9 Recording relationships between persons, families, and corporate bodies 

Section 10 Recording relationships between concepts, objects, events, and places 

 Table 3: Organization and Structure of RDA 

Section 1 – 4 = Recording attributes 

Section 5 -10 = Recording relationship 
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2.2    Differences/ Key Changes of AACR2 and RDA record 

 

Main differences in terminology between AACR2 and RDA 

AACR2 RDA 

heading authorized access point 

author, composer, artist, 

etc. 
creator 

editor, translator, 

illustrator, etc. 
contributor 

main entry 
preferred title and, if appropriate, the authorized access point 

for the creator 

added entry access point 

uniform title 

Two RDA counterparts: 

1. the preferred title and any differentiating information; 

2. a conventional collective title such as “Works” 

physical description carrier description 

general material 

designator (GMD) 

three elements: 

1. content type 

2. media type 

3. carrier type 

chief source preferred sources 

authority control access point control 

romanization transliteration 

Rule of three (concept no longer applicable) 

levels of detail in the 

description 
core elements 

library materials resources 

see reference variant access point 

see also reference authorized access point for the related entity 

(No comparable term) relationship designator 

standard numbers identifiers for the manifestation 

Table 4: Main differences in terminology between AACR2 and RDA 
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2.3     Mandatory Elements (Core Elements) 

RDA introduces the concept of “core” elements.  These elements must be recorded if data are 

available.  Some elements are always core (if applicable and the information is available); some 

are “core if” (only in certain situations).  

Examples 

Core elements 

certain elements are flagged as “core” 

- title proper 

- the first statement of responsibility 

- designation of edition 

- designation of revised edition 

- preferred name for the person 

- numbering of serials 

- scale of cartographic content 

- first place of publication 

- first publisher’s name 

- date of publication 

- title of series 

- numbering of series 

- identifier of manifestation 

- carrier type 

- extend 

certain elements are flagged as “core if” 

- date of distribution if date of publication not identified 

- extent is core if resource is complete or if the total extent is known 

*Data can be omitted according to cataloguer judgement 

 

 

 

 

 

 

 

S 
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MARC 21 

To fully implemented RDA, PPANPk staff should be able to understand MARC21 as it is 

related to ensure accurate bibliographic information of resources is recorded.  

 

 

 

The justification instruction refers to the MARC21 standard is to ensure indicators of each 

element and specific descriptive information are entered correctly according to the instructions 

and standardization.  

       

 

Definition 

 

 

 

 

 

 

Changes to MARC21 have been made to accommodate new RDA data elements. Guidelines 

and instructions are given according to fields are marked by tags associated with a 3-digit 

number. These fields are subdivided into one or more "subfields." Some fields are further 

defined by indicators. Each indicator value is a number from 0 to 9. 

 

Steps to record data using MARC21 & RDA: 

 

1. Analyze material/works 

2. Identify core & specific descriptive elements 

3. Enter tag/field [follow the instruction/guideline] 

4. Enter indicators [follow the instruction/guideline] 

5. Enter main term & subfields code [follow the instruction/guideline] 

6. Record the data 

 

 

Visit website = https://www.loc.gov/marc/ 

Indicators is two-character positions follow each tag (except for Fields 001 through 009). 

When an indicator position is not used, that indicator is referred to as "undefined" and the 

position is left blank. It is the convention to represent a blank, or undefined, indicator 

position by the character "#". 

 

https://www.loc.gov/marc/
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How to identify RDA records? 

There are many ways to identify RDA from bibliographic records. RDA records can be 

detected from mandatory and specific descriptive elements, sources, access points, 

transcription, capitalization, Rule of Three, relationship designators, and specific data 

elements. 

 

Value and Indication of RDA 

• Leader/18 contains the value i (for ISBD punctuation included)     

 

 

 

 

 

 

• Field 040 contains $e rda  

[040 - Cataloging Source (NR)] 

 

             

• No General Material Designator (GMD) 

RDA records will not have General Material Designators (GMD’s—245 $h). Instead, 

GMD will be represented with; 

a. Tag 336 for the content type 

b. Tag 337 for media type 

c. Tag 338 for carrier type 

RDA will take records concerning the display of the data rather than the recording of 

the data. The controlled terms in the RDA instructions for content, media, and carrier 

types can be replaced in local displays by terms chosen for local users. 

 

Coding and Clues to identify RDA 

• 040 = $e rda 

• Leader/18 = i 

• Spelled-out title as it appears/without standardization (e.g. GOBLIN: The Monster) 

• Statement of responsibility = Record all persons or agencies bodies 

• Publication, publisher & copyright = Tag 264 instead of 260 

• No GMD = Replace with tag 336/337/338 

• Spelled-out descriptions (e.g., ‘volumes,’ ‘edition,’ ‘illustration’) 

• Relator designation = $e author 
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2.4       Specific Descriptive Data Elements 

 

MARC21 

Tag Field 

Element Name Description Notes 

020 Identifier for Manifestation - International 

Standard Book Number (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

Second Indicator 

Undefined 

# - Undefined 

 

020 ## $a0914378260 $qpbk. $qv.1 $c$5.00 

020 ## $a9780060723804 $qacid-free paper 

 

Subfield codes 

$a – International Standard Book Number (NR) 

$c – Terms of availability (NR) 

$q – Qualifying information (R) 

 

022 Identifier for Manifestation - International 

Standard Serial Number (R) 

 

First Indicator 

Level of international interest 

# - No level specified 

0 - Continuing resource of international interest 

1 - Continuing resource not of international interest 

 

Second Indicator 

Undefined 

# - Undefined 

 

022 ## $a0376-4583 

 

Subfield codes 

$a - International Standard Serial Number (NR) 

$l - ISSN-L (NR) 

 

040 Cataloging Source (NR) 

 

First Indicator 

Undefined 

040 ## $aPPANPK $beng $e rda 

 

Subfield Codes 

$a - Original cataloging agency (NR) 

RDA Tag = shows RDA record 

$e rda 
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# - Undefined 

 

Second Indicator 

Undefined 

# - Undefined 

 

$b - Language of cataloging (NR) 

$c - Transcribing agency (NR) 

$d - Modifying agency (R) 

 

082 Dewey Decimal Classification Number (R) 

 

First Indicator  

Type of edition 

0 - Full edition 

1 - Abridged edition 

7 - Other edition specified in subfield $2 

 

Second Indicator 

Source of classification number 

# - No information provided 

0 - Assigned by LC 

4 - Assigned by agency other than LC 

 

082 04 $a220.47 $222 

 

Subfield Codes 

$a - Classification number (R) 

$2 - Edition number (NR) 

090 Local Call Numbers 

 

Reserved for local call number use and local definition. 

100 Access Point – Personal Names (NR) 

(Creator) 

 

First Indicator  

Type of personal name entry element 

0 – Forename (Direct name: Malay, etc.) 

1 - Surname 

3 - Family name 

 

Second Indicator 

100 1# $aDavid, Carrey, $cDr., $q(Isabella Mary), $d1838-1918., $e author 

100 0# $aDr. X, $e author 

 

Subfield Codes 

$a - Personal name (NR) 

$c - Titles and words associated with a name (R) 

$d - Dates associated with a name (NR) 

$e - Relator term (R) 

$f - Date of a work (NR) 

$n - Number of part/section/meeting (R) 

RDA Tag = access point  

$e author 
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Undefined 

# - Undefined 

 

 

110 Access Point – Corporate Name (NR) 

 

First Indicator  

Type of corporate name entry element 

0 - Inverted name 

1 - Jurisdiction name 

2 - Name in direct order 

 

Second Indicator 

Undefined 

# - Undefined 

 

110 2# $aNew York Public Library 

110 2# $aCatholic Church.$bProvince of Baltimore (Md.) $bProvincial  

            Council $n(10th :$d1869) 

110 2# $aInternational Labour Organisation.$bEuropean Regional Conference 

 

Subfield Codes 

$a - Corporate name or jurisdiction name as entry element (NR) 

$b - Subordinate unit (R) 

$c - Location of meeting (R) 

$d - Date of meeting or treaty signing (R) 

$e - Relator term (R) 

$f - Date of a work (NR) 

$n - Number of part/section/meeting (R) 

 

111 Access Point – Meeting Name (NR) 

 

First Indicator  

Type of meeting name entry element 

0 – Inverted name 

1 – Jurisdiction name 

2 – Name in direct order 

 

Second Indicator 

Undefined 

# - Undefined 

 

111 2# $aWorld Peace Conference $n(1st :$d1949 :$cParis, France; $cPrague,  

            Czechoslovakia) 

111 2# $aSymposium on the Underground Disposal of Radioactive Wastes  

            $d(1979 :$cOtaniemi, Finland)  

 

Subfield Codes 

$a – Meeting name or jurisdiction name as entry element (NR) 

$c – Location of meeting ® 

$d – Date of meeting or treaty signing ® 

 

130 Access Point – Uniform Title (NR) 

 

First Indicator  

Nonfiling characters 

130 0# $aChanson de Roland 

130 0# $aKing Kong (1933) 

 

Subfield Codes 
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0-9 - Number of nonfiling characters 

 

Second Indicator 

Undefined 

# - Undefined 

 

$a - Uniform title (NR) 

$d - Date of treaty signing (R) 

 

Languages in Uniform Titles = 

- Do not record multiple languages (e.g., French & English) in $l 

- Instead, provide specific information about all the languages of each 

expression 

 

240 Uniform Title (NR) 

 

First Indicator  

Uniform title printed or displayed 

0 - Not printed or displayed 

1 - Printed or displayed 

 

Second Indicator 

Nonfiling characters 

0-9 - Number of nonfiling characters 

 

240 10 $aPoems.$kSelections 

240 10 $aIliad 

 

Subfield Codes 

$a - Uniform title (NR) 

$d - Date of treaty signing (R) 

$f - Date of a work (NR) 

$k - Form subheading (R) 

$l - Language of a work (NR) 

245 Title & Statement of Responsibility (NR) 

 

First Indicator 

Title added entry 

0 - No added entry 

1 - Added entry (include when added  

     entry is available) 

 

Second Indicator 

Nonfiling characters 

0 - No nonfiling characters 

1-9 - Number of nonfiling characters 

 

245 14 $aThe Ace Mathematics : $bEasy Tips / $c by   

             Abraham Grande, Mark Lee, Dr. Louis  

             Zuckerberg, and David Carrey ; edited by  

             Johnny ; illustrated by Zoella 

 

Subfield Codes 

$a - Title (NR) 

$b - Remainder of title (NR) 

$c - Statement of responsibility, etc. (NR) 

$n - Number of part/section of a work (R) 

$p - Name of part/section of a work (R) 

 

Title = “Record what you see” 

RDA Rules = include all 

persons/ bodies 
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[Nonfiling characters = Initial definite and 

indefinite articles, "the" and "a"/"an". 

Cataloger should count each character including 

the space before the title] 

 

SOR = Record all persons or bodies in the first statement of responsibility; if it is 

necessary to omit names because it would be burdensome to record all of them, 

indicate the omission using RDA’s technique ([and 6 others]) 

 

246 Varying Form of Title (R) 

 

First Indicator  

Note/added entry controller 

0 - Note, no added entry 

1 - Note, added entry 

2 - No note, no added entry 

3 - No note, added entry 

 

Second Indicator 

Type of title 

# - No type specified 

0 - Portion of title 

1 - Parallel title 

2 - Distinctive title 

3 - Other title 

4 - Cover title 

5 - Added title page title 

6 - Caption title 

7 - Running title 

8 - Spine title 

 

246 11 $aNihon 

246 13 $aCalifornia State Assembly file analysis 

246 14 $aState publications monthly checklist $fJuly 1976- 

 

Subfield Codes 

$a - Title proper/short title (NR) 

$b - Remainder of title (NR) 

$f - Date or sequential designation (NR) 

$n - Number of part/sections of a work (R) 

$p - Name of part/section of a work (R) 

250 Designation of Edition (R) 

 

First Indicator 

Undefined 

# - Undefined 

250 ## $aSecond Edition / $bedited by Paul Watson. 

 

Subfield Codes 

$a - Edition statement (NR) 

$b - Remainder of edition statement (NR) 

RDA Rules = spelled out description 
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Second Indicator 

Undefined 

# - Undefined 

 

Edition = Do not abbreviate; do not convert words to numbers, or numbers to 

words 

260 Publication, Distribution, etc. (Imprint) (R) 

 

First Indicator  

Sequence of statements 

# - Not applicable/No information 

provided/Earliest 

2 - Intervening 

3 - Current/Latest 

 

Second Indicator 

Undefined 

# - Undefined 

 

260 ## $aNew York, N.Y. :$bElsevier,$c1984. 

260 ## $a[New York] :$bAmerican Statistical Association,$c1975. 

 

Subfield Codes 

$a - Place of production, publication, distribution, manufacture (R) 

$b - Name of producer, publisher, distributor, manufacturer (R) 

$c - Date of production, publication, distribution, manufacture, or copyright 

notice (R) 

 

264 Publication, Distribution, and Manufacture 

Statements (R) 

 

First Indicator  

Sequence of statements 

# - Not applicable/No information 

provided/Earliest 

2 - Intervening 

3 - Current/Latest 

 

Second Indicator 

Function of entity 

0 - Production 

1 - Publication 

2 - Distribution 

264 1# $aNew York : $bKarangkraf, $c©2009 

264 #1 $a[Place of publication not identified] : $bABC Publishers, $c2009. 

264 #4 $c©2002 

 

 

 

Subfield Codes 

$a - Place of production, publication, distribution, manufacture (R) 

$b - Name of producer, publisher, distributor, manufacturer (R) 

$c - Date of production, publication, distribution, manufacture, or copyright 

notice (R) 

 

Core Elements = Only the first-named place of publication, first-named 

publisher and date of publication is core 

RDA Rules = use tag 264 

instead 260, however still 

can use tag 260 
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3 - Manufacture 

4 - Copyright notice date 

 

- Distribution elements are core only when publication data cannot be 

identified 

- Manufacture elements are core only when neither publication nor 

distribution data can be identified 

- Do not remove non-core elements in the copied record, unless they are 

inaccurate 

-  

Transcription = Do not use the abbreviations “S.l.”, “s.n.”, or “n.d.” 

- Instruction to record “[Place of publication not identified]” “[publisher 

not identified]” or “[Date of publication not identified.]”  

 

Copyright = Copyright date if recorded should include symbol © 

- May optionally add a copyright date in a separate 264 field, if wish 

- 264 #4 field contains only $c 

- Second indicator should be recorded accordingly, if copyright date is in 

separate 264 field: 

264 #1  Publisher 

264 #2  Distributor 

264 #3  Manufacturer 

264 #4  Copyright Date 

 

300 Physical Description (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

Second Indicator 

Undefined 

# - Undefined 

 

300 ## $a48 pages : $bcolour illustrations, $c23cm. 

 

Subfield Codes 

$a - Extent (R) 

$b - Other physical details (NR)  

$c - Dimensions (R) 

 

Extend =  

- Do not use abbreviations for terms (e.g., record “pages” or “volumes”, not 

“p.” or “v.”) 

RDA Rules = spelled-out 

description 
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- Record “approximately” (rather than “ca.”) and “that is” (rather than 

“i.e.”) 

- Record “unnumbered”, rather than square brackets enclosing the numeral 

 

Illustration = 

- Illustrative content is a core element only in the case of resources 

intended for children 

- Do not use abbreviations (e.g., record “illustrations” or “color”, not “ill.” 

or “col.”). 

 

310 Current Publication Frequency (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

Second Indicator 

Undefined 

# - Undefined 

 

310 ## $aAnnual,$b1983- 

310 ## $aBi-monthly (monthly June-July) 

 

 

Subfield Codes 

$a - Current publication frequency (NR) 

$b - Date of current publication frequency (NR) 

 

 

 

 

 

 

 

336 Content Type (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

Second Indicator 

Undefined 

336 ## $atext $btxt $2rdacontent 

336 ## $aperformed music $2rdacontent 

336 ## $atwo-dimensional moving image $btdi $2rdacontent 

             

 

Subfield Codes 

$a - Content type term (R) 

$b - Content type code (R) - [Appendix Code List of Relator] 

RDA New Tag = replace GMD 

rules. Accept $b if present. Accept 

other $a if appropriate. 
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# - Undefined $2 - Source (NR) 

 

337 Media Type (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

Second Indicator 

Undefined 

# - Undefined 

 

337 ## $aunmediated $2rdamedia 

337 ## $aaudio $2rdamedia 

337 ## $avideo $bv $2rdamedia 

  

Subfield Codes 

$a - Media type term (R) 

$b - Media type code (R) - [Appendix Code List of Relator] 

$2 - Source (NR) 

 

338 Carrier Type (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

Second Indicator 

Undefined 

# - Undefined 

 

338 ## $avolume $2rdacarrier 

338 ## $asheet $2rdacarrier 

338 ## $aaudio disc $2rdacarrier 

338 ## $avideodisc $bvd $2rdacarrier 

 

Subfield Codes 

$a - Carrier type term (R) 

$b - Carrier type code (R) - [Appendix Code List of Relator] 

$2 - Source (NR) 

 

 

 

490 Series Statement 

 

First Indicator 

Series tracing policy 

0 - Series not traced 

1 - Series traced 

 

Second Indicator 

490 1# $aSmart Math ;$vv. 2, no. 4 

 

Subfield Codes 

$a - Series statement (R) 

$v - Volume/sequential designation (R) 

$x - International Standard Serial Number (R) 

 

RDA New Tag = replace 

GMD rules. Accept $b if 

present. Accept other $a if 

appropriate. 

RDA New Tag = replace 

GMD rules. Accept $b if 

present. Accept other $a if 

appropriate. 

RDA Rules: Accept as it 

appears. 
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Undefined 

# - Undefined 

 

500 General Notes (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

Second Indicator 

Undefined 

# - Undefined 

 

500 ## $aIncludes index 

 

Subfield Codes 

$a - General note (NR) 

 

504 Bibliography, etc. Note (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

Second Indicator 

Undefined 

# - Undefined 

 

504 ## $aBibliography: p. 238-239. 

504 ## $aIncludes bibliographies and index.  

 

Subfield Codes 

$a - Bibliography, etc. note (NR) 

 

505 Formatted Content (R) 

 

First Indicator 

Display constant controller 

0 - Contents 

 

Second Indicator 

Level of content designation 

# - Basic 

505 0# $aHow these records were discovered -- A short sketch of the Talmuds -- 

Constantine's letter. 

 

505 00 $tQuark models /$rJ. Rosner --$tIntroduction to gauge theories of the 

strong, weak, and electromagnetic interactions /$rC. Quigg  

 

505 00 $tQuatrain II$g(16:35) --$tWater ways$g(1:57) --$tWaves$g(10:49). 

 

Subfield Codes 

RDA Rules: use tag 504 

instead of 500 on general 

notes for more specific 

description, however, still 

can use tag 500. 
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0 - Enhanced (include SOR/time/title) $a - Formatted contents note (NR) 

$r - Statement of responsibility (R) 

$t - Title (R) 

 

520 Summary notes (R) 

 

First Indicator 

Display constant controller 

# - Summary 

 

Second Indicator 

Undefined 

# - Undefined 

 

520 ## $aAn illustrated collection of nursery rhymes set to music. 

520 2# $aSeries consists of minutes of meetings of the Board together with 

correspondence and other documents referred to in the minutes. The records 

reflect... 

 

Subfield Codes 

$a - Summary, etc. (NR)  

 

 

 

 

 

 

600 Subject Added Entry-Personal Name (R) 

 

First Indicator  

Type of personal name entry element 

0 – Forename (Direct name: Malay, etc.) 

1 - Surname 

3 - Family name 

 

 

Second Indicator 

Thesaurus 

0 - Library of Congress Subject Headings 

1 - LC subject headings for children's  

     Literature 

 

600 10 $aNixon, Richard M.$q(Richard Milhouse),$d1913-$xPsychology 

$zMoscow 

 

Subfield Codes 

$a – Personal name (NR) 

$c – Titles and other words associated with a name ® 

$d – Dates associated with a name (NR) 

$e – Relator term (R) 

$q – Fuller form of name (NR) 

$v – Form subdivision (R) 

$x – General subdivision (R) 

$y – Chronological subdivision (R) 

$z – Geographic subdivision (R) 

 

Recommended to include 

summary notes: Users will 

read the summary of the 

material after searching the 

access point. Summary is one 

of the factors for decision to 

read the book. 
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610 Subject Added Entry - Corporate Name (R) 

 

First Indicator 

Type of corporate name entry element 

0 - Inverted name 

1 - Jurisdiction name 

2 - Name in direct order 

 

Second Indicator 

Thesaurus 

0 - Library of Congress Subject Headings 

1 - LC subject headings for children's  

     literature 

610 20 $aUnited Nations $zAfrica. 

 

Subfield Codes 

$a - Corporate name or jurisdiction name as entry element (NR) 

$c – Titles and other words associated with a name ® 

$d – Dates associated with a name (NR) 

$e – Relator term (R) 

$q – Fuller form of name (NR) 

$v – Form subdivision (R) 

$x – General subdivision (R) 

$y – Chronological subdivision (R) 

$z – Geographic subdivision (R) 

 

650 Subject Heading - Topical Name (R) 

 

First Indicator  

Level of subject 

# - No information provided 

0 - No level specified 

1 - Primary 

2 - Secondary 

 

Second Indicator 

Thesaurus 

0 - Library of Congress Subject Headings 

1 - LC subject headings for children literature 

650 #0 $aMathematics $xTreatment $vHandbooks, manuals, etc. $y500-1400 
$zUnited States 

 

Subfield Codes 

Main Term 

$a - Topical term or geographic name entry element (NR) 

 

Subject subdivision 

$v - Form subdivision (R) 

$x - General subdivision (R) 

$y - Chronological subdivision (R) 

$z - Geographic subdivision (R) 

 

651 Subject Added Entry-Geographic Name (R) 

 

First Indicator 

Undefined 

# - Undefined 

 

651 #0 $aUnited States $xHistory $y1849-1877. 

651 #0 $aWashington (D.C.) $xHistory $vPeriodicals. 

 

Subfield Codes 

Name portion 
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Second Indicator 

Thesaurus 

0 - Library of Congress Subject Headings 

1 - LC subject headings for children literature 

$a - Geographic name (NR) 

$e - Relator term (R) 

 

Subject subdivision 

$v - Form subdivision (R) 

$x - General subdivision (R) 

$y - Chronological subdivision (R) 

$z - Geographic subdivision (R) 

 

700 Access point (R) – Added Entry- Personal 

Names 

(Contributor) 

 

First Indicator  

Type of personal name entry element 

0 – Forename (Direct name: Malay, etc.) 

1 - Surname 

3 - Family name 

 

Second Indicator 

Type of added entry 

# - No information provided 

 

700 1# $aJung, C. G.$q(Carl Gustav),$d1875-1961 $e author 

700 0# $aMuhammad Nabil.$4org 

700 1# $aHecht,; $ewriting, $edirection,  

            $eproduction. 

 

Subfield Codes 

$a - Personal name (NR)  

$b - Numeration (NR) 

$c - Titles and other words associated with a name (R) 

$d - Dates associated with a name (NR) 

$e - Relator term (R) 

$4 - Relationship (R) 

 

examples = Subfield codes $e - Relator term (R) 

                100 1# $a Haider, Salman, $e author 

                700 ## $a Carrey, Jim, $e illustrator 

                700 ## $a Lee, Mark, $e translator 

                700 ## $a Choi, Minho, $e performer 

 

 

710 Access point (R) – Added Entry- Corporate 

Names 

 

710 2# $aHerbert E. Budek Films and Slides (Firm) 

710 2# $aIndian Council for Research on International Economic Relations 

710 1# $aMinnesota.$bConstitutional Convention$d(1857 :$gRepublican) 

RDA Tag = access point  

$e author, in a case if author is also 

a writer, producer, it is acceptable 

to include all responsibility under a 

subfield with different relator term 
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First Indicator  

Type of corporate name entry element 

0 - Inverted name 

1 - Jurisdiction name 

2 - Name in direct order 

 

Second Indicator 

Type of added entry 

# - No information provided 

 

 

Subfield Codes 

$a - Corporate name or jurisdiction name as entry element (NR) 

$b - Subordinate unit (R) 

$c - Location of meeting (R) 

$d - Date of meeting or treaty signing (R) 

$e - Relator term (R) 

 

examples = Subfield codes $e - Relator term (R) 

                100 1# $a Haider, Salman, $e author 

 

730 Added Entry - Uniform Title (R) 

 

First Indicator  

Nonfiling characters 

0-9 - Number of nonfiling characters 

 

Second Indicator 

Type of added entry 

# - No information provided 

2 - Analytical entry 

 

730 0# $aActualités-Service. $nNo 306 (Supplement 1) 

730 0# $aGone with the wind (Motion picture) 

730 0# $aFrankfurt heute.$hMotion picture. 

 

Subfield Codes 

$a - Uniform title (NR) 

$d - Date of treaty signing (R) 

$f - Date of a work (NR) 

$h - Medium (NR) 

$i - Relationship information (R) 

$k - Form subheading (R) 

$l - Language of a work (NR) 

$n - Number of part/section of a work (R) 

 

800 Series Added Entry - Personal Name (R) 

 

First Indicator  

Type of personal name entry element 

0 – Forename (Direct name: Malay, etc.) 

1 - Surname 

3 - Family name 

800 1# $aDarnell, Jack $tEdible wild plants of the planet earth 

 

Subfield Codes 

$a - Personal name (NR)  

$b - Numeration (NR) 

$c - Titles and other words associated with a name (R) 

$d - Dates associated with a name (NR) 

RDA Rules = Apply if tag 490 

series statement is recorded, 

800 as justification. 
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Second Indicator 

Undefined 

# - Undefined 

$e - Relator term (R) 

$t - Title of a work (NR) 

 

[An 800 field is usually justified by a series statement (field 490) or a general 

note (field 500) relating to the series. For reproductions, it may be justified by a 

series statement in subfield $f of field 533 (Reproduction Note)] 

 

810 Series Added Entry - Corporate Name (R) 

 

First Indicator  

Type of corporate name entry element 

0 - Inverted name 

1 - Jurisdiction name 

2 - Name in direct order 

 

Second Indicator 

Undefined 

# - Undefined 

 

810 2# $aCentral Institute of Indian Languages.$tCIIL linguistic atlas series ;$v1. 

810 2# $aAmerican Academy in Rome.$tMemoirs. 

 

Subfield Codes 

$a - Corporate name or jurisdiction name as entry element (NR) 

$b - Subordinate unit (R) 

$c - Location of meeting (R) 

$d - Date of meeting or treaty signing (R) 

$e - Relator term (R) 

 

811 Series Added Entry - Meeting Name (R) 

 

First Indicator  

Type of corporate name entry element 

0 - Inverted name 

1 - Jurisdiction name 

2 - Name in direct order 

 

Second Indicator 

Undefined 

# - Undefined 

 

811 2# $aInternational Congress of Nutrition $n(11th :$d1978 :$cRio de Janeiro, 

Brazil).$tNutrition and food science ;$vv. 1. 

811 2# $aInternational Congress of Romance Linguistics and Philology$n(17th 

:$d1983 :$cAix-en-Provence, France).$tActes du XVIIème Congrès international 

de linguistique et philologie romanes ;$vvol. no. 5. 

 

Subfield Codes 

$a - Meeting name or jurisdiction name as entry element (NR) 

$c - Location of meeting (R) 

$d - Date of meeting or treaty signing (R) 

$e - Subordinate unit (R) 

$f - Date of a work (NR) 
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830 Series Added Entry - Uniform Title (R) 

 

First Indicator  

Undefined 

# - Undefined 

 

Second Indicator  

Nonfiling characters 

0-9 - Number of nonfiling characters 

 

830 #0 $aWonders of man series. 

830 #0 $aSport (International Union of Students. Physical Education and Sports 

Dept.) ;$vv. 10. 

 

Subfield Codes 

$a - Uniform title (NR) 

$d - Date of treaty signing (R) 

$f - Date of a work (NR) 

$h - Medium (NR) 

$k - Form subheading (R) 

$l - Language of a work (NR) 

$n - Number of part/section of a work (R) 

 

Table 5: Specific Descriptive Data Elements 
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2.5    Sources 

According to changes terminology, AACR2 uses ‘chief source’ which has changed in RDA to 

‘preferred source’. RDA allows taking information from multiple sources. In fact, for most 

elements, RDA allows taking information from any source, using a priority order. Cataloguers 

need to make a judgement on preferred sources according to the representation of the material. 

RDA divided resources into three categories and specifies the preferred source of information 

for each; 1) one or more pages, sheets, cards, leaves 2) moving images 3) other resources 

 

2.6    Access Points 

The concepts of “Main Entry” and “Added Entry” have been replaced by the concept of 

relationships represented by “Authorized Access Points.”   

 

Main Entry = creator 

Added Entry = contributor 

 

As under AACR2, MARC21 coding: 

Main Entry = 1XX fields (RDA = creator) 

Added Entry = 7XX fields (RDA = contributor) 

 

2.7    Transcription 

“Take What You See and Accept What You Get” 

According to the principle of representation, the data describing a resource should reflect the 

resource’s representation of itself. Under RDA, do not alter what is on resources when 

transcribing the elements. 

 

This included extensive rules for: 

Abbreviation  

RDA only uses the abbreviations that appear on the resource. In access points (main & added 

entry/1XX, 7XX field), use only the forms in Authority Records. 

examples: 

Accept, because they are recorded as they appear: 

 250 ## $a Second Edition 

Do not change to “2nd ed.”  

 

Capitalization 

Accept as it appears. 
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examples: 245 10 $a Twentieth-century communism ... 

 245 10 $a Report concerning a Member of the Academy ... 

 

For Copy Cataloging, make changes to records if: 

- any failure to capitalize a proper name 

- any failure to follow the instructions in RDA 

In this case, the cataloger must follow the information as it is originally recorded and make no 

alteration or changes as in AACR2 capitalization standardization.  

Punctuation 

Accept punctuation or spacing as found.  

 

However, do make changes relating to: 

 ISBD punctuation and spacing 

 end-of-field punctuation 

 punctuation and spacing in headings. 

 

Numerals 

examples: 

Accept: 

250 ## $a Second edition  

 

Change: 

 250 ## $a 5. Aufl. (appears as “Fünfte Auflage”) 

 Change to Fünfte Auflage 

 

In this case, RDA allows the numeral to be changed to normal romanization according to the 

standard. 

 

2.8      No More “Rule of Three” 

The AACR2 concept of “Rule of Three” for an access point is not part of RDA.   

 

If more than 3 persons (or corporate bodies) are named in a statement of responsibility … 

 In AACR2, record the first, and replace the others with “[et al.]”.  

 In RDA, record all persons or bodies (along with any given title, degree, or affiliation) 

named in the first statement of responsibility 

 

examples: 

              245 10 $a Report concerning a Member of the Academy / by Abraham Grande,  

    Mark Lee, Dr. Louis Zuckerberg, and David Carrey  
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2.9      Relationship Designators 

In RDA, relationship designators are core elements and must be included to ensure the 

relationship between entities are transcribe accurately. 

Definition 

 

 

 

Cataloger are encouraged to use terms from the RDA Appendices (usually, App. I and J). 

Relator terms must be used according to accepted terms in Authority Data and MARC21 Code 

List for Relator. 

examples = Subfield codes $e - Relator term (R) 

                100 1# $a Haider, Salman, $e author 

                700 ## $a Carrey, Jim, $e illustrator 

                700 ## $a Lee, Mark, $e translator 

                700 ## $a Choi, Minho, $e performer 

 

Optional (not required, but acceptable) 

If the field already contains the relationship code “ill” in $4, add the relationship term in $e 

preceding $4, i.e.:  “… , $4 ill” 

examples = Subfield codes $4 - Relationship (R) 

              700 ## $a Nasbullah Ali $4ill 

              700 1# $a Herrman, Egbert $4org 

 

[Abbreviation for relator codes refer to appendices MARC21 Code List for Relator]

Relationship designators, also called relator terms, are words or short phrases that describe 

the relationships between entities associated with library collections. 
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CHAPTER 3: EXAMPLES OF RDA RECORDS 

 

List of tag should be checked during copy cataloguing PPANPk 

 

Tag Field Element Name 

020 Identifier for Manifestation - International Standard Book Number (R) 

022 Identifier for Manifestation - International Standard Serial Number (R) 

040 Cataloging Source (NR) 

082 Dewey Decimal Classification Number (R) 

090 Local Call Numbers 

100 Access Point – Personal Names (NR) 

110 Access Point – Corporate Name (NR) 

111 Access Point – Meeting Name (NR) 

130 Access Point – Uniform Title (NR) 

240 Uniform Title (NR) 

245 Title & Statement of Responsibility (NR) 

246 Varying Form of Title (R) 

250 Designation of Edition (R) 

260 Publication, Distribution, etc. (Imprint) (R) 

264 Publication, Distribution, and Manufacture Statements (R) 

300 Physical Description (R) 

310 Current Publication Frequency (R) 

336 Content Type (R) 

337 Media Type (R) 

338 Carrier Type (R) 

490 Series Statement 

500 General Notes (R) 

504 Bibliography, etc. Note (R) 

505 Formatted Content (R) 

520 Summary notes (R) 

600 Subject Added Entry-Personal Name (R) 

610 Subject Added Entry - Corporate Name (R) 

650 Subject Heading - Topical Name (R) 

651 Subject Heading – Geographic Name ® 

700 Access point (R) – Added Entry- Personal Names 

710 Access point (R) – Added Entry- Corporate Names 

800 Series Added Entry - Personal Name (R) 

810 Series Added Entry- Corporate Name (R) 

811 Series Added Entry – Meeting Name (R) 

830 Series Added Entry- Uniform Title (R) 

Table 6: Checklist  
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CHAPTER 4: KOHA 

 

Problem 1: Invisible Tag  

 

4.1    Administration Module: Adding Invisible Tag 

 

Koha administration provide various system parameters via global system 

preference which deals with administration and maintenance and manage 

preferences.  

Adding Invisible Tag – any hidden tag due to visibility changes 

Open Administration module > MARC Bibliographic Framework 

 

Choose Framework Name (Books, booklets, workbooks) > MARC structure 

 



RDA Module  Chapter 4: KOHA 

34 | P a g e  
 

Find Field/Tag Hidden > Subfields 

examples = Tag 490 [Series Statement] were hidden during copy cataloging, find and check 

the field/tag before adding a new tag. The field/tag might hidden due to visibility changes. 
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Advanced constraints > Visibility click OPAC, Intranet, Editor > Save changes 
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4.1    Administration Module: Adding New Subfields 

 

Adding new subfields 

New > Enter subfield code + Text for librarian/OPAC + Repeatability (yes/no) 

+ Mandatory (yes/no) 

 

Advanced constraints > Visibility click OPAC, Intranet, Editor > Save changes 
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6.0 Conclusion 

 

The initiative results from discussions with the professional cataloger from PPANPk to 

enhance rich access of information for user’s user tasks of retrieval and access in online library 

catalogs and bibliographic databases. The document is reviewed and discussed with PPANPK 

professional catalogers over weeks, without whom the guide would not have been possible. 

Prior to the proposed plan in implementation of RDA to builds on the strengths with new 

features which helps in recording resource description as a cataloging code for the modern 

libraries operating in a digital environment. 

The initiative aims to propose a strategic plan for PPANPk in helping to solve the existing 

problem in the cataloging department as the core service of the library. Along with this, it is to 

ensure bibliographic records are properly recorded according to the newest international 

standard and aligned with the objectives of Perpustakaan Negara Malaysia's aspirations. 
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APPENDICES 
 



1 
 

Elements for RDA Tags 336 (Content Type), 337 (Media Type), and 338 (Carrier Type) 
These examples can be found in the WYLD Database.  A GENERAL search on terms in the RDA 
tags will retrieve a hit list of additional examples. Keyword search example: large print 
 
Provided here are some of the most commonly used elements for RDA tags 336, 337, 338 for subfields 
“a” and “b” for all record formats. Whatever information is provided in subfields “a” and “b”, subfield 2 
remains the same for each record type.  No spaces are entered in the subfield 2.  
336 for subfield 2 is always:  |2rdacontent 
337 for subfield 2 is always:  |2rdamedia 
338 for subfield 2 is always:  |2rdacarrier 
 
Included here are example 300 tags with physical description to assist in determining in what type of 
record these RDA tags should be used. 
 
Print material – book (MARC record format) 
300 tag has pagination, illustrations (if appropriate), and size: 
 
300 422 pages :|billustrations, maps ;|c26 cm 
336  text|btxt|2rdacontent 
337 unmediated|bn|2rdamedia 
338 volume|bnc|2rdacarrier 
 
If the print material is a picture book or a “coffee table” book with illustrations that are as important as, 
or more important than, the text, a second 336 tag can be added to describe the material:   
336 still image|bsti|2rdacontent 
The set of 336-338 tags, with an example 300 tag, for this material would be: 
 
300 32 pages :|bcolor photographs ;|c29 cm 
336 text|btxt|2rdacontent 
336 still image|bsti|2rdacontent 
337 unmediated|bn|2rdamedia 
338 volume|bnc|2rdacarrier 
 
Large print book 
300 246 pages (large print) ;|c22 cm 
336 text|btxt|2rdacontent 
337 unmediated|bn|2rdamedia 
338 volume|bnc|2rdacarrier 
340 |nlarge print|2rda 
 
Board book 
300 1 volume (unpaged) :|bcolor illustrations ;|c21 cm 
336 text|btxt|2rdacontent 
336 still image|bsti|2rdacontent 
337 unmediated|bn|2rdamedia 
338 volume|bnc|2rdacarrier 
380 board book|2local 



2 
 

Records may appear in WYLD with other information for books in the 380 tag. The 380 tag is necessary 
for the display of board book in the Material Type display in the Workflows hit list. However, it is not 
required that other 380 tags be added to other types of books.   
 
Other 380 tag examples displaying in two different records: 
380 Fiction|2marcgt 
380 Comic or graphic novel 
 
 
Serials – magazines/periodicals (SERIAL record format) 
300 tag has open entry for volumes (if title is still published), other physical details if applicable, size: 
 
300    volumes :|billustrations ;|c28 cm 
336 text|btxt|2rdacontent 
337 unmediated|bn|2rdamedia 
338 volume|bnc|2rdacarrier 
 
 
Sound recording – CD book (MUSIC record format) 
Records may appear in WYLD with additional tags 340 (physical medium), 344 (sound characteristics), 
347 (digital file characteristics). Examples of these additional tags are provided here. Not all variations 
for these tags are shown. More information can be found below in the tables. 
300 tag has number of discs (with playing time if appropriate), other physical details, and size: 
  
300 14 audio discs (15 hrs., 15 min.) :|bdigital ;|c4 ¾ in.   
(subfield “b” can be omitted here. RDA prefers use of 344 tag) 
  OR 
300 14 audio discs (15 hrs., 15 min.) ;|c4 ¾ in. 
336 spoken word|bspw|2rdacontent 
337 audio|bs|2rdamedia 
338 audio disc|bsd|2rdacarrier 
340 |b4 ¾ in. 
344 digital|boptical|gstereo|2rda 
347 audio file|bCD audio|2rda 
 
The elements of a 347 tag have to be all in one tag in order to create the Material Type display in the 
Workflows hit list. 
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Sound recording – music CD (MUSIC record format) 
Records may appear in WYLD with additional tags 340 (physical medium), 344 (sound characteristics), 
347 (digital file characteristics). Examples of these additional tags are provided here. Not all variations 
for these tags are shown. More information can be found below in the tables. 
300 tag has number of discs (with playing time if appropriate), other physical details, and size: 
 
300 1 audio disc :|bCD audio, digital ;|c4 ¾ in. 
  OR 
300 1 audio disc ;|c4 ¾ in. 
336 performed music|bprm|2rdacontent 
337 audio|bs|2rdamedia 
338 audio disc|bsd|2rdacarrier 
344 digital|boptical|2rda 
347 audio file|bCD audio|2rda 
 
The elements of a 347 tag have to be all in one tag in order to create the Material Type display in the 
Workflows hit list. 
 
 
Sound recording – MP3 book (MUSIC record format) 
300 tag has number of discs (run time if available), other physical details, and size: 
 
300 1 audio disc (13 hours) :|bdigital, MP3 ;|c4 ¾ in. 
336 spoken word|bspw|2rdacontent 
337 audio|bs|2rdamedia 
338 audio disc|bsd|2rdacarrier 
344 digital|2rda 
347 audio file|bMP3|2rda  
 
The elements of a 347 tag have to be all in one tag in order to create the Material Type display in the 
Workflows hit list. 
 
 
Sound recording – Playaway book (MUSIC record format) 
300 tag indicates media player (run time if available), other physical details, and size: 
 
300 1 sound media player (1 hour) :|bdigital, HD audio ;|c3 3/8 x 2 1/8 in. 
336 spoken word|bspw|2rdacontent 
337 audio|bs|2rdamedia 
337 unmediated|bn|2rdamedia 
338 other|bsz|2rdacarrier 
338 other|bnz|2rdacarrier 
344 digital|bnon-volatile flash memory|2rda 
347 audio file|bPlayaway audio|2rda 
 
The elements of a 347 tag have to be all in one tag in order to create the Material Type display in the 
Workflows hit list. 
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Sound recording – Go Reader book (MUSIC record format) 
300 tag indicates media player (run time if available), other physical details, and size: 
 
300 1 audio media player (6 hours, 17 minutes) :|bdigital ;|c9 x 6 cm 
336 spoken word|bspw|2rdacontent 
337 audio|bs|2rdamedia 
337 unmediated|bn|2rdamedia 
338 other|bsz|2rdacarrier 
338 other|nz|2rdacarrier 
344 digital|bnon-volatile flash memory|2rda 
347 audio file|bGo Reader audio|2rda 
 
The elements of a 347 tag have to be all in one tag in order to create the Material Type display in the 
Workflows hit list. 
 
 
Sound recording – book cassette (MUSIC record format) 
300 tag has number of audiocassettes, other physical details: 
 
300 1 audiocassette :|banalog, 1 7/8 ips. 
336 spoken word|bspw|2rdacontent 
337 audio|bs|2rdamedia 
338 audiocassette|bss|2rdacarrier 
 
 
Videorecording – Blu-ray (VM record format) 
Records may appear in WYLD with additional tags 344 (sound characteristics), 346 (video 
characteristics), and 347 (digital file characteristics). Examples of these additional tags are provided 
here. Not all variations for these tags are shown. More information can be found below in the tables. 
300 tag has number of  discs (with playing time if available), other physical details, and size: 
 
300 1 videodisc (97 minutes) :|bsound, color ;|c4 ¾ in. 
336 two-dimensional moving image|btdi|2rdacontent 
337 video|bv|2rdamedia 
338 videodisc|bvd|2rdacarrier 
344 digital|2rda 
347 video file|bBlu-ray|2rda 
 
The elements of a 347 tag have to be all in one tag in order to create the Material Type display in the 
Workflows hit list. 
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Videorecording – DVD (VM record format) 
Records may appear in WYLD with additional tags 344 (sound characteristics), 346 (video 
characteristics), and 347 (digital file characteristics). Examples of these additional tags are provided 
here. Not all variations for these tags are shown. More information can be found below in the tables. 
300 tag has number of  discs (with playing time if available), other physical details, and size: 
 
300 1 videodisc (124 min.) :|bsound, color ;|c4 ¾ in. 
336 two-dimensional moving image|btdi|2rdacontent 
337 video|bv|2rdamedia 
338 videodisc|bvd|2rdacarrier 
340 DVD video|b4 ¾ in. 
344 digital|boptical|gsurround|2rda 
346 |bNTSC|2rda 
347 video file|bDVD video|2rda 
 
380 tag can also be added to these DVDs. It is for the form of the work and contains phrases such as 
seen in these examples:  
380 Motion pictures. 
380 Documentary films. 
380 Television programs. 
 
The elements of a 347 tag have to be all in one tag in order to create the Material Type display in the 
Workflows hit list. 
 
 
Videorecording – VHS videocassette (VM record format) 
300 tag has number of cassettes (with playing time if available), other physical details, and size: 
 
300 1 videocassette :|bsound, color ;|c1/2 in. 
336 two-dimensional moving image|btdi|2rdacontent 
337 video|bv|2rdamedia 
338 videocassette|bvf|2rdacarrier 
 
 
Map (MAP record format) 
Records for maps that are imported from OCLC are cataloged on the map record format or on a MARC 
record format. Elements in the RDA tags are different depending on which record format is used. 
300 tag has number of maps, other physical characteristics, and size: 
 
300 1 map :|bcolor ;|c32 x 59 cm., folded to 10 x 21 cm 
336 cartographic image|bcri|2rdacontent 
337 unmediated|bn|2rdamedia 
338 sheet|bnb|2rdacarrier 
  OR if the map being cataloged is an atlas the 338 could be: 
338 volume|bnc|2rdacarrier 
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Map (MARC record format) 
300 1 folded sheet (16 unnumbered pages) :|bcolor illustrations, color maps ;|c22 x 80 cm 
336 text|btxt|2rdacontent 
337 unmediated|bn|2rdamedia 
338 sheet|bnb|2rdacarrier 
 
The tag information that displays in the Material Type column of the Workflows hit list is determined by 
the record format used. 
 
  
Online resource (MARC record format) 
300 tag has number of resources with pagination (if available), and illustrative matter (if applicable) 
 
300 1 online resource (xv, 392 pages) :|billustrations 
336 text|btxt|2rdacontent 
337 computer|bc|2rdamedia 
338 online resource|2cr|2rdacarrier 
 
 
Playaway View (VM record format) 
300 tag has media player (run time if available), other physical details, and size: 
 
300 1 video media player (approximately 50 minutes) :|bdigital ;|c3 ½ x 4 ½ in. 
336 two-dimensional moving image|btdi|rdacontent 
337 video|bv|2rdamedia 
337 unmediated|bn|2rdamedia 
338 other|bvz|2rdacarrier 
338 other|bnz|2rdacarrier 
344 digital|2rda 
347 video file|bPlayaway video|2local 
 
 
Video games (MRDF record format) 
MRDF is the record format for software; the abbreviation stands for Machine Readable Data File. 
300 tag indicates computer disc or computer chip, other physical details, size, and accompanying 
material if available: 
 
Nintendo Wii or Wii U 
300 1 computer optical disc :|bsound, color ;|c3 1/8 in. +|e1 booklet (9 pages : illustrations ; 18 cm) 
336 two-dimensional moving image|btdi|2rdacontent 
336 computer program|bcop|2rdacontent 
337 computer|bc|2rdamedia 
338 computer disc|bcd|2rdacarrier 
344 digital|2rda 
380 Video game 
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Nintendo 3DS or Switch 
300 1 computer chip cartridge :|bsound, color ;|c1 3/8 in. +|e1 booklet (12 pages ; 12 x 12 cm) 
336 computer program|bcop|2rdacontent 
336 two-dimensional moving image|btdi|2rdacontent 
337 computer|bc|2rdamedia 
338 computer chip cartridge|bcb|2rdacarrier 
344 digital|boptical|2rda 
380 Video game 
 
GameCube or Xbox or PlayStation  
300 1 computer disc :||bsound, color ;|c3 1/8 in. +|e1 memory card. 
336 computer program|bcop|2rdacontent 
336 two-dimensional moving image|btdi|2rdacontent 
337 computer|bc|2rdamedia 
338 computer disc|bcd|2rdacarrier 
344 digital|boptical|2rda 
380 Video game 
 
 
Playaway Launchpad (MRDF record format) 
MRDF is the record format for software; the abbreviation stands for Machine Readable Data File. 
300 tag has tablet, other physical details, size, and sometimes accompanying material 
 
300 1 Launchpad tablet :|bdigital ;|c20 x 13 cm +|e1 power charging cord 
336 computer program|bcop|2rdacontent 
336 two-dimensional moving image|btdi|2rdacontent 
337 computer|bc|2rdamedia 
338 other|bcz|2rdacarrier 
380 computer tablet 
 
 
Board game (VM record format)  
300 tag has game, other physical details, and size: 
 
300 1 game (1 game board, 4 mole rat movers, 4 equipment tokens) ;|c27 x 22 x 5 cm 
336 three-dimensional form|btdf|2rdacontent 
337 unmediated|bn|2rdamedia 
338 object|bnr|2rdacarrier 
380 Board game 
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Music score (MARC record format) 
300 tag has number of pages or volumes, and size: 
 
300 1 score (3 volumes) ;|c26 cm 
336 notated music|bntm|2rdacontent 
337 unmediated|bn|2rdamedia 
338 volume|bnc|2rdacarrier 
 
348 score|2rda 
382 singer|2lcmpt 
382 instrument|2lcmpt 
 
 
Vocal score (MARC record format) 
300 tag has number of pages, illustrations (if appropriate), and size: 
 
300 1 vocal score (117 pages) ;|c31 cm 
336 notated music|bntm|2rdacontent 
337 unmediated|bn|2rdamedia 
338 volume|bnc|2rdacarrier 
 
 
LP records (MUSIC format) 
300 tag has number of audio discs (run time if available), and size: 
 
300 1 audio disc ;|c12 in. 
336 performed music|bprm|2rdacontent 
337 audio|bs|2rdamedia 
338 audio disc|bsd|2rdacarrier 
340 vinyl 33 1/3 rpm 
344 analog|c33 /3 rpm|dmicrogroove|gstereo|2rda 
 
 
45 records (MUSIC format) 
300 tag has number of audio discs (run time if available), and size: 
 
300 1 audio disc (4:00) ;|c7 in. 
336 performed music|bprm|2rdacontent 
337 audio|bs|2rdamedia 
338 audio disc|bsd|2rdacarrier 
340 vinyl 45 rpm|2rda 
344 analog|c45 rpm|gstereo|2rda 
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Manuscript (MANUSCRIPT record format) 
300 tag has number of linear or cubic feet with number of boxes and size: 
 
300 0.1|flinear ft|a(1|f box) 
336 text|btxt|2rdacontent 
337 unmediated|bn|2rdamedia 
338 volume|bnc|2rdacarrier  
 
If other materials are included in the archival box, other RDA tags may be included. The example below 
has papers and a videocassette: 
 
300 1|fcubic ft|a(1|fbox|g26 x 42 x 33 cm) 
336 text|btxt|2rdacontent 
336 two-dimensional moving image|btdi|2rdacontent 
337 unmediated|bn|2rdamedia 
337 video|bv|2rdamedia 
338 sheet|bnb|2rdacarrier 
338 videocassette|bvf|2rdacarrier 
 
 
Microfilm (MARC record format) 
300 tag has number of pages or reels, size: 
 
300 38 pages ;|c26 cm 
 OR 
300 17 microfilm reels ;|c35 mm 
 
336 text|btxt|2rdacontent 
337 microform|bh|2rdamedia 
338 microfilm reel|bhd|2rdacarrier  
 
 
Toys -- hand puppets (VM record format)  
300 tag has number of puppets, other physical details, and size: 
 
300 6 hand puppets :|bfabric, color ;|c21 cm 
336 tactile three-dimensional form|btcf|2rdacontent 
337 unmediated|bn|2rdamedia 
338 object|bnr|2rdacarrier 
 
 
 
 
 
 
 
 
 



10 
 

Combined materials – book with CD (MARC record format) 
300 tag has pagination, illustrations (if appropriate), size, and description of accompanying audio disc:  
 
300 24 pages :|bcolor illustrations, music ;|c23 x 26 cm +|e1 audio disc (digital, CD audio ; 4 ¾ in.) 
336 text|btxt|2rdacontent 
336 still image|bsti|2rdacontent 
336 performed music|bprm|2rdacontent 
337 unmediated|bn|2rdamedia 
337 audio|bs|2rdamedia 
338 volume|bnc|2rdacarrier 
338 audio disc|bsd|2rdacarrier 
 
344 digital|boptical|gstereo|2rda 
347 audio disc|bCD audio|2rda 
 
Book is described first (first two 336 tags, first 337 tag, first 338 tag). 
 
 
Combined materials – CD with book (MUSIC record format) 
300 tag has number of audio discs, other physical details of disc, size, and description of accompanying 
book: 
 
300 1 audio disc :|bdigital ;|c4 ¾ in. +|e1 book (24 pages : color illustrations ; 21 cm). 
336 spoken word|bspw|2rdacontent|3CD 
336 text|btxt|2rdacontent|3book 
336 still image|bsti|2rdacontent|3book 
337 audio|bs|2rdamedia|3CD 
337 unmediated|bn|2rdamedia|3book 
338 audio disc|bsd|2rdacarrier|3CD 
338 volume|bnc|2rdacarrier|3book 
344 digital|boptical|2rda|3CD 
347 audio file|bCD audio|2rda|3CD 
 
CD is described first (1st 336 tag, first 337 tag, first 338 tag.)  Book is then described (2nd two 336 tags, 2nd 
337 tag, 2nd 338 tag). 
 
Each of the 336-338 tags can also contain a subfield 3 that indicates the type of material. In this 
example, subfield 3 describes the CD or the book. 
 
The 344 and 347 tags contain information specific to the audio disc. 
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Combined materials – CD with DVD (MUSIC record format) 
300 tag has number of discs (with playing time if appropriate), other physical details, size and 
description of accompanying videodisc: 
 
300 1 audio disc :|bCD audio, digital ;|c4 ¾ in. +|e1 videodisc (sound, color ; 4 ¾ in.) 
336 performed music|bprm|2rdacontent 
336 two-dimensional moving image|btdi|2rdacontent 
337 audio|bs|2rdamedia 
337 video|bv|2rdamedia 
338 audio disc|bsd|2rdacarrier 
338 videodisc|bvd|2rdacarrier 
344 digital|2rda 
347 audio file|bCD audio|2rda 
347 video file|bDVD video|2rda 
 
CD is described first (first 336 tag, first 337 tag, first 338 tag). 
 
 
Combined materials – DVD with CD software (VM record format) 
300 tag has number of video discs with playing time if appropriate, other physical details, size and 
description of accompanying CD: 
 
300 4 videodiscs (approximately 9 hr.) :|bsound, color  ;|c4 3/4 in. +|e1 computer disc (4 ¾ in.). 
336 two-dimensional moving image|btdi|2rdacontent|3DVD 
336 text|btxt|2rdacontent|3CD-ROM 
337 video|bv|2rdamedia|3DVD 
337 computer|bc|2rdamedia|3CD-ROM 
338 videodisc|bvd|2rdacarrier|3DVD 
338 computer disc|bcd|2rdacarrier|3CD-ROM 
344 digital|boptical|2rda 
346 laser optical|2rda 
347 video file|bDVD video|eregion 1|2rda 
347 text file|pPDF|2rda|3CD-ROM 
 
The DVD is described first (first 336 tag, first 337 tag, first 338 tag, and the first 347 tag). 
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Combined materials – Video game and book (MRDF record format) 
MRDF is the record format for software; the abbreviation stands for Machine Readable Data File. 
300 tag indicates computer disc or computer chip, other physical details, size, and accompanying 
material: 
 
300 1 computer disc :|bsound, color ;|c4 ¾ in. +|e1 book (96 pages : color illustrations ; 13 x 19 cm) 
336 |3Game|acomputer program|bcop|2rdacontent 
336 |3Game|atwo-dimensional moving image|btdi|2rdacontent 
336 |3Book|atext|btxt|2rdacontent 
337 |3Game|acomputer|bc|2rdamedia 
337 |3Book|aunmediated|bn|2rdamedia 
338 |3Game|acomputer disc|2cd|2rdacarrier 
338 |3Book|avolume|bnc|2rdacarrier 
340 |3Game|b4 ¾ in.|2rda 
344 |3Game|adigital|boptical|2rda 
380 Video game 
 
The game is described first (first two 336 tags, first 337 tag, and first 338 tag). 
 
Each of these tags can also contain a subfield 3 that indicates the type of material. In this example, 
subfield 3 describes the game or the book. 
 
Note also that in this example the subfield 3 is at the beginning of the tag. This requires that the subfield 
“a” be identified as shown in the 337 tag for the book: |aunmediated. Normally the subfield “a” is the 
first subfield in a tag and is not identified with the subfield code letter (“a”).  
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Tables for Additional Elements and Record Formats for RDA Tags 336, 337, 338  
 
The Library of Congress tables below recreate the terms that were found in the drop down options of 
these coded fields (336, 337, and 338) in WYLD.   
 
336 TAG. Terms shown are available for use in the 336 tag subfield “a” (left column), subfield “b” (center 
column), and the type of record to which these terms can be applied.  To illustrate this in the first table 
below, the first column for 366 tag, subfield “a” displaying cartographic dataset is used with the term in 
the center column crd for subfield “b”. The last column on the right indicates that these terms are 
applied to the MAP record format.  Combining these in a bibliographic record makes the tag entry 
appear as: 
 
336 cartographic dataset|bcrd|2rdacontent 
 
The record format MAP is found on the Control tab of the bibliographic record in WYLD. 

 
 
 
 
 

The code for this list in field 336 |2 (Source) is rdacontent.  Terms for subfields “a” and “b” are 

provided.  The column on the far right identifies the record type.   

RDA content term - 336 

|a 

MARC codes for  

RDA terms - 336 |b 

MARC Bibliographic 

Leader/06 code(s) 

cartographic dataset  crd  e or f   MAP 

cartographic image  cri  e or f   MAP 

cartographic moving 

image  

crm  e or f   MAP 

cartographic tactile image  crt  e or f   MAP 

cartographic tactile three-

dimensional form  

crn  e or f   MAP 

cartographic three-

dimensional form  

crf  e or f   MAP  

computer dataset  cod  m        COMPUTER FILE 

(MRDF) 
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computer program  cop  m        COMPUTER FILE 

(MRDF)  

notated movement  ntv  a or t   MARC  

notated music  ntm  c or d  MUSIC  

performed music  prm  j         MUSIC   

sounds  snd  i         MUSIC 

spoken word  spw  i         MUSIC 

still image  sti  k        MARC; KIT 

tactile image  tci  k        MARC; KIT 

tactile notated music  tcm  c or d  MUSIC 

tactile notated movement  tcn  a or t  MARC 

tactile text  tct  a or t  MARC 

tactile three-dimensional 

form  

tcf  r         REALIA 

text  txt  a or t  MARC 

three-dimensional form  tdf  r         REALIA 

three-dimensional moving 

image  

tdm  g        VISUAL MATERIAL 

two-dimensional moving 

image  

tdi  g        VISUAL MATERIAL 

other  xxx  o or p  KIT; MIXED MEDIA 

unspecified  zzz     
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337 TAG. Terms are also shown for use in the 337 tag subfield “a” (left column), subfield “b” (center 
column), and the type of record to which these terms can be applied. To illustrate this, the first column 
for 337 tag, subfield “a” displaying audio is used with the term in the center column s for subfield “b”. 
The last column on the right indicates that these terms are applied to a sound recording which it the 
MUSIC record format in WYLD.  Combining these in a bibliographic record makes the tag entry appear 
as: 
 
337 audio|bs|2rdamedia  
 
The record format MUSIC is found on the Control tab of the bibliographic record in WYLD. 

 
 

The code for this list in field 337 |2 (Source) is rdamedia. Terms for subfields “a” and “b” are 

provided.  The column on the far right identifies the record type. 

RDA media terms -337 

|a 

MARC codes for 

RDA terms - 337 |b 

MARC media codes - 

007/00 

audio  s  s - sound recording  

computer  c  c - electronic resource  

microform  h  h - microform 

microscopic  p   h – microform  

projected  g  g - projected graphic  

m - motion picture  

stereographic  e     

unmediated  n  t - text  

k - non-projected graphic  

video  v  v - videorecording  

other  x  z - unspecified  
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338 TAG. Terms are shown for use in the 338 tag subfield “a” (left column), subfield “b” (center column), 
and the type of record to which these terms can be applied. To illustrate this, the first column for 338 
tag, subfield “a” displaying audio cartridge is used with the term in the center column sg for subfield 
“b”.  The last column on the right indicates that these terms are applied to a sound recording which is 
the MUSIC record format.  Combining these in a bibliographic record makes the tag entry appear as: 
 
338 audio cartridge|bsg|2rdacarrier 
 
The record format MUSIC is found on the Control tab of the bibliographic record in WYLD. 

 

The code for this list in field 338 |2 (Source) is rdacarrier. Terms for subfields “a” and “b” are 

provided.  The column on the far right identifies the record type. 

Audio carriers 

 

RDA carrier terms - 338 

|a 

MARC codes for 

RDA terms - 338 |b 

MARC audio carrier 

codes - 007/01 

audio cartridge   sg   g - 007/01 (Sound 

recording) 

audio cylinder   se   e - 007/01 (Sound 

recording) 

audio disc   sd   d - 007/01 (Sound 

recording) 

sound track reel  si  i - 007/01 (Sound 

recording) 

audio roll   sq   q - 007/01 (Sound 

recording) 

audio wire reel   sw   w - 007/01 (Sound 

recording) 

audiocassette   ss   s - 007/01 (Sound 

recording) 

audiotape reel   st   t - 007/01 (Sound 

recording) 

other  sz   z - 007/01 (Sound 

recording) 
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Computer carriers  

 

RDA carrier terms - 338 

|a 

MARC codes for  

RDA terms - 338 |b 

MARC computer carrier 

codes - 007/01 

computer card   ck   k - 007/01 (Electronic 

resource) 

computer chip cartridge   cb   b - 007/01 (Electronic 

resource) 

computer disc   cd   d - 007/01 (Electronic 

resource) 

computer disc cartridge   ce   e - 007/01 (Electronic 

resource) 

computer tape cartridge   ca   a - 007/01 (Electronic 

resource) 

computer tape cassette   cf   f - 007/01 (Electronic 

resource) 

computer tape reel   ch   h - 007/01 (Electronic 

resource) 

online resource   cr   r - 007/01 (Electronic 

resource) 

other  cz   z - 007/01 (Electronic 

resource) 
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Microform carriers  

 

RDA carrier terms - 338 

|a 

MARC codes for  

RDA terms - 338 |b 

MARC microform 

carrier codes - 007/01 

aperture card   ha   a - 007/01 (Microform) 

microfiche   he   e - 007/01 (Microform) 

microfiche cassette   hf   f - 007/01 (Microform) 

microfilm cartridge   hb   b - 007/01 (Microform) 

microfilm cassette   hc   c - 007/01 (Microform) 

microfilm reel   hd   d - 007/01 (Microform) 

microfilm roll  hj  j - 007/01 (Microfilm) 

microfilm slip   hh   h - 007/01 (Microform) 

microopaque   hg   g - 007/01 (Microform) 

other  hz   z - 007/01 (Microform) 

 

 

Microscopic carriers  

 

RDA carrier terms - 338 

|a 

MARC codes for 

RDA terms - 338 |b 

MARC microscopic 

carrier codes - 

Bibliographic 008/33  

microscope slide   pp   p - 008/33 (Visual 

Materials) 

other  pz   no code  
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Projected image carriers  

 

RDA carrier terms - 338 

|a 

MARC codes for  

RDA terms - 338 

|$b 

MARC projected image 

carrier codes - 007/01 

film cartridge   mc   c - 007/01 (Motion 

picture)  

film cassette   mf   f - 007/01 (Motion 

picture)  

film reel   mr   r - 007/01 (Motion 

picture)  

film roll  mo  o - 007/01 (Motion 

picture) 

filmslip   gd   d - 007/01 (Projected 

graphic)  

filmstrip   gf   f - 007/01 (Projected 

graphic)  

filmstrip cartridge   gc   c - 007/01 (Projected 

graphic)  

overhead transparency   gt   t - 007/01 (Projected 

graphic)  

slide   gs   s - 007/01 (Projected 

graphic)  

other  mz   z - 007/01 (Motion 

picture)  z - 007/01 

(Projected graphic)  

 

 

Stereographic carriers  

 

RDA carrier terms - 338 

|a 

MARC codes for  

RDA terms - 338 |b 

MARC stereographic 

carrier codes - 007/01 

stereograph card   eh   h - 007/01 (Non-

projected graphic)  

stereograph disc   es   s - 007/01 (Projected 

graphic)  

other  ez   no code  



20 
 

Unmediated carriers  

 

RDA carrier terms - 338 

|a 

MARC codes for  

RDA terms - 338 |b 

MARC unmediated 

carrier codes  

card   no  no code 

flipchart   nn  no code 

roll   na   no code  

sheet   nb   no code  

volume   nc   no code  

object  nr  r - Bibliographic 

Leader/06 

other  nz   no code  

 

 

Video carriers  

 

RDA carrier terms - 338 

|a 

MARC codes for  

RDA terms - 338 |b 

MARC video carrier 

codes - 007/01 

video cartridge   vc   c - 007/01 

(Videorecording)  

videocassette   vf   f - 007/01 

(Videorecording) 

videodisc   vd   d - 007/01 

(Videorecording) 

videotape reel   vr   r - 007/01 

(Videorecording) 

other  vz   z - 007/01 

(Videorecording) 

 

Unspecified carriers 

 

RDA carrier terms - 338 

|a 

MARC codes for  

RDA terms - 338 |b 

MARC unspecified 

carrier codes - 007/01 

unspecified   zu   u - 007/01 (Unspecified) 
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RDA/ MARC 21 Example Bibliographic Record 
 
E-Book: Single-part or multipart; Provider-Neutral Guidelines Applied; Derived from Print Record. 
(adapted from NCSU Libraries documentation) 
 

Leader/7  m 

Leader/18  i 

020 ## $z 0131679848 

020 ## $z 9780131679849 

040 ## $a LRU $c LRU $e rda 

006 ## m d 

007 ## c $b r $d c $e n $f u $g --- $h a $i u $j u $k u $l u 

050 04 $a HB3717 2008 $b .M315 2012 

100 1# $a Macdonald, Roderick, $d 1952- $e author. 

245 10 $a Genesis of the financial crisis / 

$c Roderick Macdonald. 

260 ## $a New York : $b Palgrave Macmillan, $c 2012. 

300 ## $a 1 online resource (xi, 178 pages) : $b illustrations. 

336 ## $a text $2 rdacontent 

337 ## $a computer $2 rdamedia 

338 ## $a online resource $2 rdacarrier 

588 ## $a Description based on print version record. 

504 ## $a Includes bibliographical references and index. 

505 
 

0# $a Contents note. 

 

 650 #0 $a Global Financial Crisis, 2008-2009. 

651 #0 $a United States $x Economic conditions  $y 2001-2009. 

655 #0 $a Electronic books. 

 

 

710 2# $a Palgrave Connect (Online service) 

776 08 $i Print version: $a Macdonald, Roderick, 1952-  $t Genesis of the financial 

crisis. $d New York : Palgrave Macmillan, 2012 $z 

0230298532 $w (DLC)  2012021610 $w (OCoLC)757930978 

856 40 $3 Palgrave Connect $u 

http://www.palgraveconnect.com/doifinder/10.1057/9781137026897 $z An 

electronic book accessible through the World Wide Web; click for information 

Tulane Local Record 

856 40 $3 Ebrary $u http://libproxy.edu/login?url=                                             
http://example.com $z Click here for access. Off-campus access may require 
Tulane login. 

 



 

 
General Instructions: RDA 3.1.5 Online Resources 

 
OCLC Connexion 

 Books workform 

 Fixed field Type = a 

 
006 

 Coded for Computer file 

 Use Edit > Guided Entry > Insert 006 Field > Computer file 
o Type = m 

o Audn = blank 

o File = d 

o GPub = blank 

 

 Provide-Neutral Guideline Adaptation: 
o Code first byte “m” 

o Optionally add an additional 006 field with appropriate first byte value 
when resource is an online reproduction of a manuscript 

 
007 Physical Description Fixed Field (Electronic resource) 

 Input according to OCLC Bibliographic Formats & Standards 

 

 Provide-Neutral Guideline Adaptation: 
o Code first two bytes “c” and “r” [electronic resource, remote access] 

 
008 

 Provider-Neutral Guideline Adaptation: 
o Form (008/23) = o for ebooks and other formats except Cartographic and 

Visual materials which use byte 008/29 

 
010 

 Provide-Neutral Guideline Adaptation: 

 Do not include print LCCN in 010 field of ebook record, move to 776 

o Note: OCLC Insert from Cited Record macro will automatically supply the print 
010 field, if available in print record 

 
020 

 Fields are not transcribed 

 Data is entered if it appears on the resource 

 
 Provider-Neutral Guideline Adaptation: 

o Electronic ISBN 

 Give as first ISBN in record 
 Record in $a 

o Print ISBN 

 Record in $z 
 If using 776 field, ensure print ISBN is also recorded in 776 $z 



 

 Note: If using Insert from Cited Record macro this will 

automatically be done 

o Unknown ISBN 

 Record in $z 

 
050/060/082/086 

     Provider-Neutral guideline: 
o 050/060 
 

 Mandatory for BIBCO libraries, optional for others 
 

 Provide LC classification for all ebooks using 050 first indictor blanc, 

second indicator 4 
 Append “ebook” separated by a blank space after the 050 $b: 

 L1234 $b .M34 2008 ebook 
100 

o RDA 9.2.2 Preferred Name for the Person 



110, 111 
o RDA 19.2 Creator 

 
130, 240 

 
 RDA 6.2.2 Preferred Title for the Work 

 RDA 6.2.2.8 Recording the Preferred Title for a Work 

 RDA 6.27.1 Authorized Access Point Representing a Work 

 
245 $a 

 
 RDA 2.3.2.2 

o “Make a note on the source of the title proper, if required, applying the 
instructions given under 2.20.2.3” 

o Give the source of title proper in 588 note if not taken from Preferred 

Source of Information 

 
245 $h 

 Omit “$h [electronic resource]” from 245 field. Use RDA Content, Media and 
Carrier Type fields instead [MARC 336, 337 and 338] 

 
245 $b 

 Other title information is not RDA Core, but is LC Core+ for monographs 

 
 RDA 2.2.3 Parallel Title 

 RDA 2.2.4 Other Title Information 

 RDA 2.3.5 Parallel Other Title Information 

 RDA 2.3.6 Variant Title 

 
245 $c 



 

 RDA 2.4.2 Statement of Responsibility Relating to the Title Proper 

 “If more than one statement of responsibility relating to title proper appears on the 
source of information, only the first recorded is required” 

 
246 

 
 
 RDA 2.3.6 Variant Title 

o Not RDA Core, but is LC Core+ 
 

 RDA 2.3.6.3 Recording Variant Titles 
o Record variant titles that are considered to be important for identification 

or access applying the basic instructions on recording titles given under 
2.3.1 

 
 Provider-Neutral Guideline: 

o Use as applicable 

 Note: Note: RDA and the Provider-Neutral E-Monograph 

Record Task Group guidelines are in agreement. 

 
250 

 RDA 2.5.2.2 Sources of Information: Same as title proper 

 Transcribed element 

 
 Provider-Neutral Guideline Adaption: 

o Record only edition statements originating from the original 
publisher/society; ignore statements that pertain to specific provider 
versions 

 

 ISBD Convention 
o The 250 field ends with an ISBD full stop 
o RDA D.1.2.1 instructs us to include a mark of punctuation following an 

abbreviated element and the ISBD full stop 
o Example: 

3rd ed.. 
not 
3rd ed. 

 
256 

 Provider-Neutral Guideline Adaption: 

o Do not record Computer file characteristics 

 
 RDA 3.19.2 File type 

 RDA 3.19.4 File size 

 
260 

 Provider-Neutral Guideline Adaption: 
o Record first named publication, distribution, manufacture that applies to all 

known instances of the online resource. If the e-resource being 



 

cataloged is an online reproduction of a print monograph, usually the 
publisher/distributor/manufacturer information will come from the original 
print/other format source record. 

 Note: Provider-Neutral E-Monograph Record Task Group guidelines 
refers only to publication and distributor information. 

 
o If an existing record (either RDA or non-RDA) uses field 260, generally do 

not revise to field 264 

 
 RDA 2.8 Publication Statement 

o Core 

o Only first named is required 

 
 RDA 2.9 Distribution Statement 

o Core if Publication Statement elements are not identified 

 
 RDA 2.10 Manufacture Statement 

o Core if Publication and Distribution Statement elements are not 
identified 

 
 RDA 2.11 Copyright Date 

o Separate date element in RDA 

o Given in addition to publication or distribution date 

 

 

 
300 

 RDA 3.4.1.3 Recording Extent 
o Record the extent of the resource by giving the number of units and an 

appropriate term for the type of carrier as listed under 3.3.1.3 
 

 RDA 3.1.5 Online Resources 

o Record “online resource” as the extent term (from RDA 3.3.1.3) for all online 
resources 

 Note: RDA and the Provider-Neutral E-Monograph Record Task 
Group guidelines are in agreement. 
 

 RDA 3.4.1.7.5 Online Resources 
o If the resource consists of one or more files in a format that parallels a print, 

manuscript, or graphic counterpart (e.g., PDF), specify the number of subunits 
by applying the instructions for extent of cartographic resources (see 3.4.2), 
notated music (see 3.4.3), still images (see 3.4.4), and/or text (see 3.4.5), as 
appropriate 

o Give pagination for textual ebooks as a parenthetical in $a 



 

 Note: RDA and the Provider-Neutral E-Monograph Record Task 
Group guidelines are in agreement. 

 
300 $b 

 RDA 7.15 Illustrative Content 

 RDA 7.15.1.3 Recording Illustrative Content 
o If the resource contains illustrative content, record illustration or 

illustrations, as appropriate. 
 Note: RDA and the Provider-Neutral E-Monograph Record Task 

Group guidelines are in agreement. 

 
300 $c 

 Do not record dimensions for an online resource 

 

 ISBD Convention 
o The 300 field ends with an ISBD full stop only when a Series area is 

present 
 

336/337/338  

 Terms and coding listed here: http://www.loc.gov/marc/bibliographic/bd3xx.html 
 

 
490 

 Core 

 RDA 2.12.2 Title Proper of Series 
o If the resource is issued in a series, record the title proper of the series 

applying the basic instructions on recording titles given under 2.3.1: 

 
o RDA 2.3.1.4 Recording Titles 

 Transcribe a title as it appears on the source of information. Apply 
the general guidelines on transcription given under 1.7 

 RDA 2.12.8 ISSN of Series 

 
 Provider-Neutral Guideline Adaption: 

o Record series as it applies to all known instances of the online resource: 

 When the e-version is being used as the basis of description and 
only one ISSN appears in the resource being described, record that 
ISSN in the 490 subfield $x. 

 If both a print ISSN (p-ISSN) and an electronic ISSN (e-ISSN) appear in the 
resource being described, record the e-ISSN in the 490 subfield $x 

 When the print version is being used as the basis for description, use 
whatever ISSN appears in the print version record in the 490 subfield $x. 
If no ISSN appears in the existing print version record, do not add any 
ISSN to the 490 subfield $x. 

 

 
. 

500/550 

 Provider Neutral Guidelines Adaptation: 

http://www.loc.gov/marc/bibliographic/bd3xx.html


 

o Use package/provider names, if desired, in local record only. 

 
538 

 For provider-neutral ebook records, System Details Note for usually not recorded. 

o There is no “Mode of access” in RDA; covered in carrier type 

o Use only for DLF Registry of Digital Masters, Hathi Trust, etc.   

o Use with subfield “5” 
506 

 Provider Neutral Guidelines Adaptation: 
o Use only for records for DLF Registry of Digital Masters and other digital 

preservation projects. 
o For other resources, record use restrictions information in local record only 

 
 RDA 4.4 Restrictions on Access 

 RDA 4.4..1.3 Recording Restrictions on Access 
o Record all restrictions on access to the resource, including the nature and 

duration of the restriction, as specifically as possible. The absence of restrictions 
may also be noted if it is considered to be important. 

 
516 

 Provider Neutral Guidelines Adaptation: 
o Generally do not use unless e-resource has unusual properties 

 
 RDA 3.19.2 File Type 

 RDA 7.2 Nature of the Content 

 
530 

 Provider Neutral Guidelines Adaptation: 
o Generally do not record Additional physical form note; prefer subfield $i in the 

776 field 

 
 RDA 27.1 Related Manifestation 

 
533 

 Provider-Neutral Guidelines Adaptation: 
o Give Electronic reproduction note only for DLF Registry of Digital Masters and 

other digital preservation project records. Use with subfield $5 [MARC code of 
holding institution]. 



 

 RDA 1.11 Facsimiles and Reproductions 
o When describing a facsimile or reproduction, record the data relating to the 

facsimile or reproduction in the appropriate element. Record any data relating 
to the original manifestation as an element pertaining to a related work or 
manifestation, as applicable. 

o See also Facsimiles and Reproductions: 

 RDA 2.3.1.3, RDA 2.4.1.3, RDA 2.5.1.3, RDA 2.6.1.3, RDA 2.7.1.3, 
RDA 2.9.1.3, RDA 2.10.1.3, RDA 2.12.1.3, RDA 3.1.3 

 RDA 27.1 Related Manifestation 
o LCPS 27.1 states, “Related manifestation is a core element for LC for 

reproductions and for standard serial relationships. When giving a relationship, 
give reciprocal relationships when appropriate (primarily for serials and 
integrating resources).” 

 
534 

 Provider Neutral Guidelines Adaptation: 
o Do not give Original version note unless the e-resource being described is a part 

of a larger original resource but is sufficiently different to warrant a separate 
record (e.g. the e-resource is one poem scanned from a book of poems). In this 
case, record the provider information in the 260 and 
008/7-10 fields, and record the information for the original resource in the 
534 field 

 
 RDA 1.11 Facsimiles and Reproductions 

o When describing a facsimile or reproduction, record the data relating to the 
facsimile or reproduction in the appropriate element. Record any data relating 
to the original manifestation as an element pertaining to a related work or 
manifestation, as applicable. 

o See also Facsimiles and Reproductions: 

 RDA 2.3.1.3, RDA 2.4.1.3, RDA 2.5.1.3, RDA 2.6.1.3, RDA 2.7.1.3, 
RDA 2.9.1.3, RDA 2.10.1.3, RDA 2.12.1.3, RDA 3.1.3 

 RDA 27.1 Related Manifestation 
o LCPS 27.1 states, “Related manifestation is a core element for LC for 

reproductions and for standard serial relationships. When giving a relationship, 
give reciprocal relationships when appropriate (primarily for serials and 
integrating resources).” 

 
540 

 Provider Neutral Guidelines Adaptation: 
o Do not record Terms of Use note 

o Use only for digitized archival collections 

 
 RDA 4.5 Restrictions on Use 

 
583 

 Provider Neutral Guidelines Adaptation: 



 

o Use Action note only for DLF Registry of Digital Masters and other digital 

preservation project records. Use with subfield $5. 
 

588 

 Provider Neutral Guidelines Adaptation: 
o P-N record is not based on a print or other format record 

     Give source of title as first note in 588 field. Do not use 
“Description based on print/other format version record” is 
present 

 “Description based on PDF title page (viewed September 
29, 2010).” 

o P-N record is based on print or other format record: 

 Give as first note in 588 field: 

 “Description based on print version record.” 

 “Description based on [other format] version record.” 

o Apply RDA Appendix B Abbreviations 

 RDA B.5.11 Other Elements 

 Generally do not abbreviate words in elements other than those 

covered under B.5.1 and B.5.3–B.5.9 

 Do not abbreviate words quoted in notes 

 Generally do not abbreviate words recorded as part of 
details of an element 

 
 Source of Description Note 

o RDA 2.20.13.1 Scope 

 A note on issue, part, or iteration used as the basis for the 
identification of the resource is a note identifying the issue or part 
of a multipart monograph or serial, or the iteration of an integrating 
resource that has been used as the basis for the identification of a 
resource. 

 A note on issue, part, or iteration used as the basis for the 
identification of the resource may also include the date on which an 
online resource was viewed for description. 

 
 RDA 2.20.13.5 Date of Viewing of an Online Resource 
 

o For online resources, make a note identifying the date on which the resource was viewed for 

description 

700-711 

 Provider Neutral Guidelines Adaptation: 
o Use if applicable to all known instances of the online resource 

o Do not use for package/provider names (Digital Masters and other digital 

preservation project records are the exception) 

 
700-730 

 Provider Neutral Guidelines Adaptation: 
o Use if applicable to all known instances of the online resource 



 

o Do not use for package/provider names (Digital Masters and other digital 
preservation project records are the exception) 

   o Give subfield $i as the first subfield (See M&C Confluence         

              documentation for full encoding instructions and examples) 

 
773 

 Provider Neutral Guidelines Adaptation: 
o Do not record Host item entry note 

 
 RDA 25.1 Related Work 

 LCPS 25.1: Related work is a core element for LC for compilations: generally, no limit on 

number of works in contents note unless burdensome; number of 
analytical authorized access points according to cataloger’s judgment. 

 
776 

 Provider Neutral Guidelines Adaptation: 
o Often used in conjunction with a 588 “Description based on print/other format 

version record” note 
o If cataloging in OCLC environment, prefer OCLC’s Insert from Cited 

Record macro 
o Use 776 subfield $i, rather than 530 to describe additional physical 

format: 
 776 08 $i Print version: $a 

 
 RDA 25.1 Related Work 

 LCPS 25.1: Related work is a core element for LC for compilations: generally, no limit on 

number of works in contents note unless burdensome; number of 
analytical authorized access points according to cataloger’s judgment. 

 
830 

 Provider Neutral Guidelines Adaptation: 
o Use authorized access point for Preferred title for the work when providing 

added entry for a series that exists in print as well as online 
o For series that exist only online, use authorized access point for the 

Preferred title for the work of the online series 
o Do not use for package/provider series (Digital Masters and other digital 

preservation project records are the exception) 
o When OCLC implements 8XX $x for series ISSN, use the print ISSN rather than 

the online ISSN for series that exist in print and online. The ISSN for the online 
version should be used for series that exist only online. 

 
 RDA 6.2.2 Preferred Title for the Work 

 RDA 6.2.2.8 Recording the Preferred Title for the Work 

 
856 

 Provider Neutral Guidelines Adaptation: 

o Use subfield $u for URLs that are general (not institution specific) 

o Do not use subfield $z for information that is institution specific 



 

 
Suggested Local Policy: 

 OCLC Master Records: 
o Record general access URL in subfield $u (i.e. do not include local proxy 

address) 
o URL does not have to provide free access to be recorded 

o Record provider name in subfield $z or $3 

o Example: 

856 40 $z ebrary $u http://site.ebrary.com/id/10370329 

 

Recommendations for Best Use of Provider-Neutral Records in Libraries 

Libraries need to make policy decisions as to the use of single or multiple records for their 

e-resources. They can use a single provider-neutral record that incorporates all specific package 

and other local information on one record – or they can use multiple records, each with one 

specific package/URL on it. Whatever decisions PCC member libraries make for their local catalogs, 

they still need to follow the provider-neutral guidelines when coding master records in OCLC as 

PCC program records. Records from any library that are added to OCLC are subject to having 

package-specific information removed. 

For further information: 

The PCC Standing Committee on Standards has issued two draft versions of the PCC RDA Provider-

Neutral Guidelines for E-Resources. The documents are available at: 

 

Combined serials, integrating resources, and monographs: 

http://www.loc.gov/aba/pcc/scs/documents/PN-guideRDA-Combined-2012Sep27.docx 

 

Serials and integrating resources only: 

http://www.loc.gov/aba/pcc/scs/documents/PN-guideRDA-SerialsOnly-2012-Sep27.docx 

 
 

 

http://site.ebrary.com/id/10370329
http://www.loc.gov/aba/pcc/scs/documents/PN-guideRDA-Combined-2012Sep27.docx
http://www.loc.gov/aba/pcc/scs/documents/PN-guideRDA-SerialsOnly-2012-Sep27.docx
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