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Fingerprinter's manual

I. DEFINITION OF THE FINGCERPRINT

A fimgerprint consists of four groups of
two pairs of symbols caken from che last
and perulei=msre lines of four specified
pages, one pair of svmbols per line, taken
from sach bibliographical womit.

Notes

1. Volumes should be cafefully examined,
as they may contain several hiblio—
graphical unita.

1.2 A wolume mey be a *random collection'
consisting of separate items bound
together, in which case a fingerpriac
should be recorded for each ivem,

1.b It may alao be a work composed of
parcs which could have been separately
published, im which case the criteriom to
be follewed in deciding wherher or mor oo
record & Eimgerprint should be that the
part could have been separately fmsued.
Points to lock for include a ticle-page inm
a new gathering, page numeration starting
agein, or signatures starting again.

2. In the caspe of works in several

volumes, che fingerprint of each volume is
to be Tecorded (cf. IL.&4.c).

3. The fingerprint svete= alsc applies
to brosdsides and other single=shee:
publications (ef. III.3,a.3).

IT, GENERAL HULES

1. Choice of Sumbals

These are gelecced reading from left o
right: at the end of the line on rectos,
at the beginning of the line on werdss.

2. Choloe of Lines

Begin with the last lime, then the
pemultimate line.

J. Chodce af Puz_.-ea“}

The pages o be used are:-

3.2 PFor the lst group: the firar priated
recto which follews the title—page and is

aor iteelf & ticle=page.

3. b PFor the 2nd group:s che fourch recio
afrer thar used for the firat group.

3.c Por the Ird group: there are two

possibilicies:-

J.e.l If there is nuseration in the book,
use che recto of che firsr leaf afrer char
used for the second group which bears the
correct number 11 in Arabic numetals om
that recto, wherher ic refers o folie,
page of column mumeration; if chere is no
recto bearing that pusber, use the first
recto after that used for the second group
which bears the correcr mmber 17 in
Arabic. If chere {8 no such available
numeTation in che book, ose Roman
pnumaration 1f that is available.

Notag

i.e.l.a If & book iz nusbered wp to XITI,
HIV, XV or VI in Roman msmerala, and
thereafrer inm Arabic pumerals, the third
group iz taken from 17,

3.e.1.b If che numeracion in Roman
numerals goes up to or beyond XVII and
there is no page numered 13 or 17 in
Arabic numerals, che fiongerprint should
be caken from page XITI or, feilimg that,
XVIL.

j.e.2 If there iz no numeration im the
bosk (in Arabiec or Roman numerals), or no
recto pumbered 13 or 17 in Arabic of Roman
nu=srals, or those rectos have already been
vaed, rake che fourrh reecro afrer thec
used for the second group.

i.d For the §th grosp: the verss of the
recte used for the third group except in
the case af books of insufficient length
{cf. ITI.3.2.3).

4, Addicicons to the Fingerprimot

4.4 Following rhe fingerprinr, amd ro
indicate the pource of the third group,
add the appropriate suffix:

4.,a.1 3 if the third group comes from 13
or IIII;

4.2.1 7 if the third group comes from 17
or IVII;

4.8.3 C if the leaves hawve besn counted,
or there are not sufficient leaves, pages
or colmens for the third group to be
complered in che normal way {cf. III.3.a.3).

4.2 Becord the date [gf, TIT.4.B).
4.2 For works in speveral wolumes or parts

separately poblished (cf. TI.1.b, I1.2),
recerd che oumber of the wolume or pare.
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b4,d If the fingerprint does oot form part
of & catalogue entry bearing the shelfsark
of the volume, record the shelfmark.

4.¢ In che case of all notes reqguired by
this Manual {ef. IL.3, IIT.4.b.3), they
are required only if there is mot alresdy
a mote to the seme effecr in the catalogue
entry associated with the fingerprint., If
the fingerprinc is not part of a catalogue
entry, or is later detached from it, ootes
requited by this Manual should be recorded
with the fingarprimt.

II1. PRACTICAL GUIDE AND SPECIFIC
FOINTS

l. Chofoe of Symbols
1.8 The following are to ignored:-
Spaces between letters and words;

!.8.2 Displayed latters that rike uwp mote
than one line;

l.s.3 Lerrers in spaces lefe far dia-
played lecters where the spaces take up
more than ome lins.

l.b The symbols used in fingerprincing
=ust be part of & well=defined character
set. For Westerm Burcpe, this set
consigts of:=—

l.bel oxmerals: | 23456 7B9 0
[this last should be transcribed # co
distinguish ir from the capital lecrer 0]

1.b.2 punctustion signa: = . , z = " ()
[ 1™ 1 ¢

1.b.3 the spersand: §

l.b.é4 wupper= and lower—case lerters of

the Eoman and Greek alphabets(I), The
recording of accents and of ocher sv=hals

placed above or below the line is opriomal,
but advisable.

l.e The asterisk * iz used to represent
any symbol having a fenction in the cext
that does mot form pare of the above
character set.

1.d Howsvar:=

l.d.1 Early forms of the punctuation signs
for the comms and hyphen should be
transcribed as a modern comma and hyphen.
The long dash should alsc be transcribed
a3 a hyphan (cf. Appendix).

l1.d.2 411 forms of smpersand are
transcribed: & (cf. Appendix).

1.,d.3 Printers® ligarures in the Roman
glphabet should be rreaced as if thay wers
composed of separate characters. Howsver,
% » 2,0 ,(F should be recorded as single
symbolaf2)

l.d.4 Contractions are rreated in two
different wvays:-

l.d.4.a those tkar lock like & lecter
modified by an accent or by amother letter
or discritical sign, are recordsd as rhe
lecter alone: ¥ is transcribed g

{cf. Appendix),

lsd.4.b &ll orhers are replaced bw an
asterisk,

1:8.5 The asterisk also replaces all
formn of the parsgraph mark amd peineing
hand; it should alec be used to replace
any symbol which is presemt bur mot
legible.

l.4.6 The plus sign + is used to replace
any missing symbol, whether the 1ime
conaists of only one symbol {in which case
it in complered with @ +), or there is
text missing at the end of the line, due
for exssple to sutilacion of the paper or
frisket bire. No arrespr should be made
to guess the missing cheracrers, snd rhe
whole of the damaged pair should be
replaced by ++. For example, 1ines
ending with "£ib’ and “wistoren’ insread
of the words *sibi’ amd *“wistorem® would
give the fingerprint ++++,

2. Choice of Lines
.8 The following are to be ignored:=-

Z.8.1 Lines comsisting of rules or
printers’ ornaments;

Z.,2.2 Lines containing material such as
short titles, signatures, catchwords,
press figures and pagination;

Note

2.a.2.,a If lines conmcain both text and
signatures, erc., only the text should be
uped, g

2.8.3 Taved captions accospanying &n
illustration: only a printed eapriom
should be used. This alse applies to
masic,
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2.8.6 All marginalia: characters’ names
in & play or dialogue, poinring hands, and
marginal motes evea if they continue
beneath the text and spread right across
the foot of the page.

Rota

Z.8.5.8 Eowever, fcotnotes and interlinear
noted Ate tredted &8 text, In the s&me way,
if the page comsists of a commentary
surrounding the cext commented on on at
least thres sides, the fingerprint is taken
£rom the commentary. If & comoentary is om
only ome or two sides of che text and falls
within the main cype area, the Tule cn
columne should be mpplied {ef. III.2.c.1).

2.a.5 All line mmerarion, whecher of
warse, Biblical verses or prose.

l.b Do nor ignore:-

. 2.8.1 Lines of text which do not spread
right across the page:

2.5.2 The portion of lines onm & page of
warse or of a play which is over-run: tha
£ingerprint should consist of the last two
symbols to appear in the lizes of print
usged (wsually che lasr cwe lines, bur see
slao I[I1.3.a.3);:

2.b.3 Inverted commas and other punctua=
tion =arks which are part of che text even
if they appear in the margin.

2.c Spacific points

2.e.1 Colusma: when the text is arranged
in columne, it is from the firet columm om
the page, on the left, that the fingerprint
is raken, wvherher from a rTecte of 4 veFso.
*Columm® in this comtext is co be
interpreted as meaning anything that is
princed is the fors of & columm, whether
text or commentary, even if one colum
spreads across the whole width of the page
ar top or borrem or if che columma om a
given page are unegual in widch or heighe.

2.c,2 Tablea: if a cable Is intended to
be read as columms, the fingerprint is
taken from the left—hand colu=n, as
described above. If a table is laid out
in columns, bur is read acroas the whole
width of the line, the fingerprimnt is
taken as in the case of an ordinary line
of printing.

2,e.3 If the vext is laid sideways on the
page, the fingerprint is caken from che
last lines of the text, with the bock

rurned so that it capn be Tead,
3. choice of Pages
J.a Gensral points

j,a,l VUhere leaves are to be counted,
they must contain printed text on either
the recto orf the verso.

3.a.1 ‘'In recording fingerprints, pages
which sre blank or vhich contain enly
signatures, etc. (cf. II1I.2.a.2) are to
be ignored: in such & case the instruct—
ions appropriate to the particular growp
should be followed.

Note

l.8.2.8 Fages containing a full-page
illustrarion with an raved capticn are
treated as blank. This also applies to
music,

3.8.3 If the book is of inaufficisne
length for all the groups to be taken in
the usual way, the fingarprint is
completed by returning to the last page
{or column) from whick symbola were taken,
and using the lines imsediarely abowe
those already used until 16 sysbols have
been recorded.

1.b Specific points

3.b.l For the i1zt and Ind gromps: where
the page which would mormally be used for
these groups is ignored (ef. ITI.3.a.2),
che fingerpriat is to be taken from the
next recto which carries princed rext,

3.b.2 For the Izt grosp

3.b.2,a If the first recte which follows
a ticle—page ia itself a title-page, take
the fingerprint from the next recto, If
there is mo title—page, and never has been,
cake the fingerprint from the first recto
{even if it has & caprion ticle), Howewer,
if there is no normal title-page but there
is & half-rizle, treat cthe half-ritle as

& tictle-page and cake the fingerprint

fro= the next recto.

J.b.l.b If im an imperfecr copy the
title-leaf is miseing, and spparently
only the title=leaf, tha fingerprint is
caken as uaual from the first recto.
Howewer, if it appears cthar several leaves
are missing, the first two groups of rhe
fingerprint should be recorded as:

kg g
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1.b.3 PFor the rd group: the recto used
for the third group must coatain primced
text, and must follow the rtecto used for
the second group.

3.b.3.a If thers is mmeration in the
book, wherther of folio, page or colusn,
takeé the recto which bears the correct
mmber 13 or 17 in Arabie ar Roman
mmerals (ef, TI.3.c.1).

Eﬂ;l 1 if che sumerarion is 10, 11,
13, 13; with the 10 and 1 correct, omly
the second 13 is to be considered correct.

%ﬁ 2: if 13 is erronecusly mumbered
or 14, etc.), the fingerprint is to be
taken from 17. Egqually, one would not use
& 3| which had been erronecusly numhered
13.

3.b.3.b If the recto mmbered 13 in Arabic
or Roman numeration is blank, 17 showld be
used; if I7 is blank, the fingerprinc is
taken from the recto of the fourth leaf
after the one used for cthe second group,

3.b.3.c If the second group has bheen
taken from 13, the third group is to be
taken from 17; if the second growp has
been taken from 17, the chird greup is
taken from the fourth recto follewing ir.

3:0.3.d When a text is arranged in

colutms, the fingerprint is always caken
from the left-hand column, even if that
column is not the one me=bered 13 or 17,

1,b,4 For the 4tk group: if rhe werso of
the page used for the third group is Blank,
the rule on booke of insufficient lesgeh
should be applied (I1I.3.2.3); énd the
lines on the recto immediately above those
used for the third group should be used.

4. Addiecions te the Fincerprint
4.8 The sppropriate suffix (see II.&.a).

4.k The dare. There are (wo possible
mathods of recording the date:-

&.b.1 rthe more precise is to transcribe
exactly the date printed on the ricle-page,
including momth and day where present, or
failing that in the coleophon. The
transcription should reproduce all
punctuation but ignore spaces. In the case
of Roman numerals, the distinction betwesn
upper= and lower-case letters should be
recained,

4.b5.1.a However, if a date is prinmted im

borh large and small capitals, the small
capitals should be transcribed in lower
cage,

4.b.1.b The reversed C used with an I
{I2) or with & C and an I (CI) ko
represent 500 or 1000 is transcribed S5:
CI2.13.XIT ie tremscribed CIS,IS.XII.

4.b.2 the faster, but lees discriminating,
is to note ate in Arabic mumerals
followed by @ suffix indicating its form
in the booki-

A: Arabic numerals

C: Chromogram

E: First date showm in an almanac giving
the date of Eascer

F: French revolutionary date

Gt Greak letters

H: Hebrew leotters

M: Arabic letteres

R: Roman numerals

T: Textual, e.g. L'an =il cing cens

X: Arabiec calendar

¥: Regnal wear

i: Hebrew calendar

5.2.3 Whichever method is used ro record
the date, if there iz no date om che
title—page or in the colophom, s dats may
be taken from elsewhers in *he book or
supplied from amother poyrce. In this
case, the dacte should be entered in
Arabic mumerals followed by the letter Q,
and the sourse of the supplied dare
indicated [if this seems possible and
desirable) in a note (cf, IT.4.e).

“.¢ The wolume orf part number when the
werk 18 in mwore than one volume or part
separately published.

4.4 The shelfzark if appropriate
(cE. TI.&.d).

1) When a work is incorrectly bewnd,
every attempt should be made to
reconstitute the correct order, e.g. by
examining a perfect copy or by collating
by signatures. A nete should be made of
the anomalies of any incorrect or
incomplete copy {cf. IT.4.a).

(2} VWhere computer trestment of
characters which form part of the
characrer set is not yet possible, chey
should be replaced by asterisks; bur ir
ig advisable to keep records for furure
Teference.



