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I. o IKITION OF THE FIGGERPRINT

A Tingerprint consists of four groups of
two palrs of sysbols taken from the last
and penultimate lines of four specified
pages, one pair of symbols per line, toakenm
from each bibliographical upit,

i

IK

I.1. Volumes should be carefully exasnined,
as they =ay contain several biblio-
graphical units.

I.l.a. A volume m&y be a ‘random
collection” consisting of sSeparate Litems
bound Tegether, im which case a
fingerprint should be recorded for each
item.

I.1.b., It may slsec be & work composed of
parts which could have been separately
published, in which case the criterion
to be followed in deciding whether or
not to record a fisgerprint should be
that the part could have been separately
igsued. Polnts to look for imclude a
title-page in & new gathering, page
numeration STATTing agalh, OF S1ghatures
starting agaim.

I.2. In the case of works 1m Several
volumas, the fingerprint of eachk volume
is to be recorded (cf, Il.4.2).
I.3%3. [Single sheets printed on one side
of the leaf are a special case.
(cf. II1.5).]
II. GENERAL RULES

I1.1, Cholce of Symbols

These are selected reading from lell Lo
right: at the end of the line on rectos,
at the begimning of the line on varsos.

IT.2, Choice Oof Lioes

Bagin with the last line, then the
penultimate lioe.

IT.3. Cholice oI PB.I;ESH']

The pages To be Used ATE:

I1.3.a. For the lst group: the first
printed recto which follows the title-
page and is not itself a title—page.

I1.3.5. For the 2md group: the Iourth
recto after that used for the first
group.

{1} See p.l11

II.3.e. For the Srd group: there are two

possibilities:

[1.3.¢.1. If there iz numersticn in the
Dok, use the recte of the first leaf
after that used for the second group
which beara the correct oumber 13 in
Arabic numerals on that recto, whathar
it refers to folio, page OF column
numegration; if there ls no recto bal.r]_u,‘
that pusber, use the first recto after
that used for the second group which
bgars the correct number 17 in Arabic,
If there is no Arabic nuseration in the
book, use Roman numeration if that is
available,

Kotes

IT.3.c.1,a. If & book is numbered up
ta XIIT, XIV, XV or X¥I in Roman
nusarals, and therezfter im Arabic
nuzerals, the third group is taken
from 1T7.

I1.2,c.1, b, If the pumeration in
Raman pumerals goes up To or beyond
XVII anod there is po page numbered

13 or 17 in Arabic oumerals, the
[iggerprint should be taken from page
XIII or, failing that, IVIT,

II.3.c.2. If there is mo nuseration
in the book, OF oo recto ousbered 13
or 17 im Arebic or Romen numersls, or
those rectos have already been used,
take the fourth recto after that used
for the second group.

IL.3.d. For the 4th group: the verso of
the recto used for the third group
except in the case of books of
insufficient length {ef. IIT.3.a_3).

IT.4. Additions to the Fingerprint

II1.4.a. Following the fourth group of
the fingerprint, and to indicate the
source of the third group, add the
appropriate suffix:

IT.4.a.1. 3 if the third group comes
from 13 or XIII;

IT.4.0.2, T if the third group comes
from 17 or XVII;

IT.4.a.3. € if the leaves have been
counted, or there are not sufificient
leaved, pages or columns for the thicd
Eroup to be completed im the normal
way (cf. III.3.a.3).



I1.4.b. Record the date (cf. IIT.4_h).

Il.4.c. For works in several volumes or
parts which could have beemn separately
published f{ocf. 1.1.b, 0.2}, Fecord the
nuaber of the volume or part.

II.4.d. If the fingerprint does not
forz part of a catalogue enfry bearing
the shelfmark of the volume, recerd the
ahelfmark.

11.4,2. In the case of all notes
regquired by this Mamual (ef. II.3,
I11.2.b,5, I11.4.6.3), they nre
required only if there is pot already
a pote to the same effect in the
catalogue entry assecciated with the
fingerprint. If the fingerprint is net
part of a catalogue entry, or is later
dertached from it, notes reguired by
this Manugl should accompany the
fingarprint.

III. PRACTICAL GUIDE AND SPECLFIC FOINTS

2
II1.1. Choice of syihuls{ !

I11.1.a. The following are to be
ignored:

II1.1.a.1., Spaces between letters and
words ;

III.1.a.2. Diasplaved letters that take
up more Lhan one line;

I1II1.1.8.3. Letters in speces left for
displayed letters where the spaces
take up =oFe thasn one line.

TIT.l.a.4. A word or phrase placed
opposite two or morTe limes i1z such &
way that 1t 18 clemr that it is
intended to apply to the contents of
all the lines concerned.

III.1.b, The symbols used ian finger-
printing =ust be part of a well-defined
characier set. For Wesatera Europe,
tkis sat consists of:

III.1.0b.1, numerals: 1 2 2 4 5 6 7 8 8

0 [this last should be transcribed @
to distinguish it f[rom the copital
letter O]

I11.1.b.2. punctuation signs: - . , &
L A T A I 4

ITI.1.b.2.8. All forms of single

inverted commax are tFansacrihed: H
all foarms of double inverted commas

{2} See p.ll

are transcribed: .
ITII.1.b.3. the ampersand: &

II1.1.b.4. upper- amd lower-case
letters of the Roman and Greek
alphabetis. The recording of accents
and of other symbols placed above or
below the line is optiomal, but
strongly adwised.

IIT.1.¢. The asterisk is used to
represent any symbol, including the
perragraph mark and pointing hand, that
dops not for= part of the above
character setl.

ITI.1l.d. However:

II1.1.4.1. Early forma of the
punctuaticn sigms for the comms and
hyphen should be transcribed ms a
modern comma and hyphen. The long dash
ahonld also be transcribed 28 = hyphen
{cf. Appendix).

II11.1.d.2.a. All forms of mmpersand
are transcribed: kE (cf. Appendix).

IIT.1.d4.2.b, Toverted forms of the
question and exclamation marks are
trenscribed: 7 ! {(ef. Appesdix).

IIT.1.4.3. Printers”® ligatures ioc the
Roman alphabet should be treated as if
they were composed of separate
characters. However, g , & ,o=,E
should be recorded as siogle syEbols.

II1.1.d.4, Contractions are treated 1n
two different ways:

f1l1.1.d,4.a, Those that look like =
letter modified by an accent or by

another letter or diacritical sigm,
arg recorded as the leiter alome; §
is transcribed g (cf. Appendix).

III.1.d.4.b. All others are replaced
by an asterisk.

I11.1.4.5. The asterisk also replaces
an¥y symbol which is present but not
legible,

III.L.r. The plus aign + iz used to
replace any =issing symbol, whether the
line consists of only omne syabol (1m
which casae it 13 completed with a +},
or there is text missing at the end of
the line, due for exemple to mutlilation
of the paper or Irisket bite. Ko
agttempt should be smade to guess the



pumber of =issing characters, aod the
whole ©f the damsged pair should be
replaced by ++. For exazple, limnes
ending with "3ib* apd 'viatoren'
instead of the words “sibi' and
“yiptorea' would give the fingerprimt
i,

111.Z2. Cholce of Lines

I1I.2.4, The following are to be
ignored:

ITI.2.8.1, Lines consisting solely of
rules or of printers’ ormameats.

Kote

111.2.8.].a. If lines contain bath
text and ornasents, or characters
uzed for crnamental purposes, the
prmnament or ornaments precedimg or
following the text should be replaced
by a single asterisk.

I11.2.a.7. Lines comtaining only
paterial such as short titles,
signatures, catchwoerds, press figures
and paginatiom;

MNoLe

111.7.a.2.a. If lines coantain both
text and signatures, etc.. only the
rext should be used.

I11.7.a.3.a. Engraved captions
scccmpenying an illustratiom : only a
printed caption should be used.

[II.2.a.3.b. Lines consisting only of
eugical motacion.

11I.2.a.%. All marginalia, including
characters 'names in a play or dialegue,
paincing hands, and marginal netes aven
if they continue bemeath the text and
spread right across the foot of the page.

Note

I71.2.a.%.a. However, foornotes and
inrerlinear notes are treated as fexti.
In the same way, if the page contains
commentary as well s text, che
cocmentary is taken imta comsideration
in recording fingerprints, &nd the
rule on columne is followed where
applicable.

[11.7.a.5. All line numeration, whether
of verse or of prose, and numeratiom of
Biklical veraes.

II1.2.%. De noi lgoore:

ITT.2.k.1, Lines of text which do mot
spread right across the page;

ITI.2.b,2, The portion of lines on a
page of verso or of n play which is
over-run: the fingerprint should consist
of the last two symbols to appear in the
lines of print used (usually the last
two lines, but see slso [II.3.8.3);

II1.2.w.3. Inverted cossas and other
punctuation marks which are part of the
text even Lf they appear in the margis.

II1.2.b.4. Chnaracters relsed sbove OT
dropped below the line of which they
form part;

I11.2.b.5. Cancels of any kind,
imeluding text which has been glued
onto the page. The fact that the text
goncerned is om m cancel should,
however, be recorded in A4 note.

IIT.2,c. Epecific points

IT1.2.¢c.l, Column&: when the text is
arranged iz columns, it iz from the
first colu=n an the page, on the left,
that the fingerpriot is taken, whether
from a recto or & verso. ‘Colwmn’ in
this context i3 to be interpreted as
meaning anything that is printed im the
form of a column, whether text or
commentary, aven if dne column spreads
acroge the whole width of the page at
top or bottom or if the columns om A
given page are unegual in width or
height.

ITI.2.¢.2. Tebles: if a table is
arranged in columms which are intended
to be read down the peage, the rule on
eolumns applies (cf, III.Z2.e.1). If
the table is arranged in such a way
that it is intended to be read ACTOBE
the page, whether it is printed im
golumns or not, the page 15 treated as
a noreel page. In cases of mmbiguity,
trgat the page a&s & normal page.

I1T.2.e.3. If the whole of the text is
laid sideways on the page, the
fimgerprint is taken from the last
lines of the text, with the book turned
g0 that it can be read. If the page
contains boeth text primnted nor=ally

and text laid sidewawys on the page, tha
fingerpriznt should be takem omly IFCH
the text printed mormally.



II1.3. Choice of pages

III.3.a. General points

II1.3.4.1. Where leaves are to be
counted, they sust contain letterpress
on either the recto or the verso.

111.3.8.2, Ino recording fingerprints,
only pages which contain letterpress
can be used. Pages which are blank,
including those which coatain only
gignatures, etc., and also pages which
contaln illustrations only {(cif.
111.2.8.2% mre to be lgoored: im such
a case the instructions appropriate to
the particular group should ba
followed (cf. III.3.b.1-4).

Hotes

IIT1.3.a.2.a. Pages comtaining only
engraved text are treated as blank.
1f a page contains text forming part
of an 1llustration, this rext should
be ignored, and if the page contalne
no other text it should be treated
as blank.

111.3.a.2.b. Musical notation 18 to be

ignored, but mot the accompanying
words, unless they are engraved

111.3.a.3. If the book is of
insufficient length for all the groups
top be taken in the usual way, the
fingerprint is completed by returning

to the last page (or column) Irom which
symbols were taken, and using the lines

immediately above those already used
urtil 16 symbols have been recorded.

II1.3.b Specific points

1101.3.0.1, For the lst and Znd groups:
where the page which would normally be
uged for these groups is ignored

(. III.3.a.2), the fingerprimt is to
pe taken from the mext recto which
carries printed toxt,

I1I.3.b.2. For the lst group

111.3.5.2.a. If the first recto which
follows a title-page ia itself a
title-page, take the Iingerprint from
the next recto, If there is mo
title-page, and never has been, lake
the f[ingerprint from the {irst recto
{even if it has a capiion title).

However, if there is oo pormal title-
page but there is a half-title, Tremt

the half-title as a title-page nnd taks
the fingerprimnt from the mext recto.

IT1.3.9.2.b. If iz am imperfect copy
the title-leaf is missing, and
apparently omly the title—leaf, the
fingerprint is taken as usual from the
first recto.

However, 1I it appears that several
leaves are misging, the fiFst Two
groups of the Fingerprint should be
recorded as: ++++ ++4+

III1.3.b.3. For the Ird group: the recteo
uged for the third group must contain
printed text, and must follow the recto
used for the second group.

ITI.3.b.3.a. If there iz numeration inm
the book, whether of folic, pmge or
column, take the recto which bears the
correct number 13 or 17 in Arabic or
Roman puserals (¢f. I[1.3.c.1). F
columns, f¥~ TI&-%.b.3.d. or
Example 1: 1if the numeration i= 10,
11, 13, 13, with the 10 and 11 correct
only the second 13 is to be considered
COFrect.

Example 2: 12 13 is errongously
numbered 31 (or 14, etc.), the
fingerprint is to be taken from 17.
Equally, one would not use & 31 which
had been erroneously aumbered 13,

II7.3.8.3.b. If the recto pusbered 13

in Arabic or Roman numeratiom is blank
17 should be used; if 17 is blapnk, the
fingerprint is taken from the recto of
the fourth leaf after the one used for
the second Eroup.

ITI.3.b.3.¢. If the second group has
been taken from 13, the third group is
to be taken from 17; if the second
group has been taken from 17, the
third group is takesn from the fourth
racte following it.

II1.3.b.3.d. Whez & text is arranged i
columns, the fingerprint is alwaya
taken from the left-hand column, even
1f that column is net the one numbered
13 or 17.

1IT.3.b.4. For the 4th group: if the

woarse of the page used for the third

group 13 blank, the rule on books of
insufficient length should he applied
(I1i.3.m.3), and the lines om the
recte immediately above those used for
the third group should be used.



ITI.4., Additions 1o The Fingerprist

IIT.4.a. The appropriate suffix (sea
IT.4.&).

ITI.4.b. The date. There are two
possible methods of recording the date:

IIT.4.b.1. the m=ore precise is to
transcribe exactly the date printed on
the title-page, including month and day
where present, of failing that in the
volophon. The iranscription sheuold
reproduce all punctuation. Where n
year printed in Arabic or Hesan
numerals includes spaces, these should
be ignored; however, normal spacing
between words should be respected, In
the case of Roman nuserals, the
distinction betwesn upper- and lowser-
case letters should be retained.

IIT.4.b.1l.a. However, if & date is
priosted in both large and s=all
capitals, the small capitals should
be transcribed in lower case.

II1.4.b.1.h, The reversed C used with
an I {IJ3) or with a4 € and an I {CID)
Lo Fepresent 300 or 1000 is
transcribed 5: CID.IJ.XIT is
transcribed CIS.IS.XII.

II1.4.b. 2. the faster, but less
discriminating, 15 to note the date in
Arable nuserals followed by a suffix
indicatlng its form imn the book:-

: Arabic numerals

Chronogras

: First date shown i1n an almapac
Eiving the doete of Easter

: Frenmch revelutionary date

G: Greek letters

H: Hebrew letters

¥M: Arabic lelters

: Roman numerals

T: Textual, e.g. L'ag mil cing cens
: Arabic calendar

¥Y: Regnal voar

Z: Hebrew calendar

mn e

11L.4.b.3. Whichever method is used to
reécord the date, if tkere is no date
on the title-page oF in the colophon,
& date may be teken from elseshere in
the book or supplied from another
source. In this case, the date should
be entered in Arabic aumerals fallowed
by the letter §, and the source of the
supplied date indicated (if this seems
possible and desirable) 1n a note

(ef, ID.4.e).

I11.4.=. The volume ar Fari mumber whaeg
the werk is fin more than one volume or ip

parts which could have beoen separately
Published.

III1.4.d. The shelfmark if Eppropriate
{ef. II.4,d%,

[T11.5. Single sheets

This section appears 1n draft for= in the
Ind issue of the Fingerprinl Newsletter,
and will B¢ included here as scon as
possible. ]

Notes

(1) When a work is incorrectly bound,
every attesmpt should be made to
reconstitute the correct order, e.g, by
examining a perfect copy or by collating
by sigmatures. A note should be made of
the amomalies of oy incorrect or
incomplete copy (cof. II.4d.a).

(2} Where computer treatment of
characters which form part of the
character set is not yet possible, they
should De replaced when imput by special
characters which are net included in the
character set. They sheuld, however, be
noted for future reference, snd the
alphabet to whiech they belong should be
specified,



