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CCO - Eine Anleitung zur
Beschreibung von kulturellien
Objekten und deren Bildern

Die Publikation gliedert sich in eine Einleitung und dre i
Haupttelile

Part 1. General Guidelines
|. How to Use This Guide
Il. What Are You Cataloguing?
lll. Minimal Descriptions
V. Work and Image
V. Related works
VI. Database Design and Relationships
VII. Authority Files and Controlled Vocabularies

VIIl. Examples of Work Records <M
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CCO - Eine Anleitung zur
Beschreibung von kulturellien
Objekten und deren Bildern

Part 2: Elemente (Elements)

Chapter 1: Object Naming
Work Type / Title

Chapter 2: Creator Information
Creator / Creator Role

Chapter 3: Physical Characteristics
Measurements / Materials and Techniques /
State and Edition/ Additional Physical Characteristics

Chapter 4: Stylistic and Chronological Information
Style / Culture / Date

S M
DMB — FG-DOK 2005 Monika Hagedorn-Saupe Axel Ermert -7 - B Institut fur Museumskunde



CCO - Eine Handreichung zur
Beschreibung von kulturellen
Objekten und deren Bilder

Part 2. Elemente (Elements)

Chapter 5: Location and Geography
Current Location / Creation Location / Discovery Location/ Former Location

Chapter 6: Subject
Chapter 7: Class

Chapter 8: Description
Description / Other Descriptive Notes

Chapter 9. View Information
View Description / View Type / View Subject / View Date
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CCO - Eine Anleitung zur
Beschreibung von kulturellien

Objekten und deren Bildern
Part 3: Normdateien

(The Authorities)

Authority 1: Personen- und Korperschaftsdatei
(Personal and Corporate Name Authority)

Authority 2. Geographische Ortsdatel
(Geographic Place Authority)

Authority 3: Sachschlagwortdatel
(Concept Authority)

Authority 4: ikonographische Erschliel3ungsdatel
(Subject Authority)
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CCO - Eine Handreichung zur
Beschreibung von kulturellien
Objekten und deren Bilder

Appendices
Appendix A: Database Models
Appendix B. VRA Core Elements
Appendix C. CDWA Categories
Appendix D. Sample Records
Appendix E. Mappings/Crosswalks

Resources
Recommended Readings
Glossary

Index
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CCO
Teil1 behandelt allgemeine Fragen

PAFRT1 oW only one panel o1a Hplsch or ore page Tom amaraesaipl An e Tulon may own ofe
ergraurg kal comes 4om apublished serdes crergrdrgs . boes he aElcguer aeak a
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[. HOWTO USE THIS GUIDE
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recommendalors and explans he mmiicalons oTusing one approach oerancher. inal
res, 0O recommerds that each etintice do aaks arvd mabie ard adirce local
il to aTlomy effictire Tetriaral De-pomp os i, and erodvarge of Tformation .

II. WHAT ARE VOU CATALOGUING?
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Calaloguing Cultiral Obijects: & Guide lo Describing Cullural Warks and Thair Images—Draf

= Display i a Work Record: Ina Work Record, whole'part and other relationships
may be described as Redaded Wovks. If recards for the works are linked, data far
these Retated Warks may be concatenated fram the linked record to form a display.
I the examp lee below, i the Work Recard, the preferred Title, Wark Type, and
Creator Display elements of the linked recond were concalenated for dieplay.

o Examples:
Jiow dispiay it the recand far an Bamination of the Fight ints Egval]
o Relvied Work:
Relstionship Type: part of
Reebated Wark [
Rusiin Hours: Prayer book. Urknown Franch, ca. 1300

[far display i the resard far the Camp Scans print by Jasques Callod]
o Relsted Work:

Relationship Type: part of
Related Wark [concatensted isbel]:
Srmall Missries of War Series designed and stched by Jacques Caliol,
6331633 in Nancy [France), frat published posthumausly it 1635 in
Paris

ffar cigalay in the record for 8 16"-century drawing by Giovanm Anfomio
Diosic; fhe Banthean would idealy also be recorded under the Subjsct

slamant]
o Related Waorks:
Retationship Type: dapiclion of
Related Work [concatenated fabel):
Panitace [Rame, iaiy). raturds, femple Unknown Raman archifes:
far fhe amperer Hadvian, bagun in 27 ACE, campletely rebuit
118711 - 125/128
m“ W Ll . r'ﬁ”
Related Work [concatenated fabelf:
Paribace, engraving, it G.0 Cavaber, Unbis Ramae sediicisrum
istriven, 1560, piate T

VI DATABASE DESIGN AND RELATIONSHIPS

Dutabase Design: The CCO0 guidelines bave bean carsfilly crafled o be ussfil in 2 variaty
of databage seftnge and designs. Keep in mind Eal the scope of COO is limtad Io
descriptive data fand the metadata elemernts within which that data “lives") about cubural
chjacls and images. The GO0 does not decuss administralive and technical matadata,
alihauigh shearly hase must alss be scesmmadaled ina calalsguing syetarm.

CO0 recommends the use of a relational database because of the complexity of
cultaral information and the importance of Authority Records. A relational database
provides 3 lagical srganization of irterralated infarmation fe g, dala aboul wecks and images,
autharity files, and so an) that is managed and stored as 2 single information system. A data
struchune should provide a means of relating works lo each other, works to irages, and works
and images b authorilies. When records of the same type are related, they have a ¢

relationship. Hierarchical relationships between recards of the s=ame tyoe should be possible.
Using unigue numeric identifiers is a common way o make relationships. The specifics of
bl recoeds are linked and related i a losal database system design msue, nof explicitly
disciszed in this guide.

23 February 2004 Part 1. General Guidelines 18
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Catakguing Cullirsl Dbjects: A Guits 1o Deecribing Cullutal Wtk ard Thait | gas—Deaft

- Mﬂm:mﬂ’:ﬁmmwmnwmw
pedmnigd

Work Record
Record Thpe Lowlind 220 = Cigss [omealled patinltings
“Wark TYPe fink w swbccss: paitling
*Tifle - Jase of Flowers
“Creator Dispiay: Jan van Huysum (Dubch, 1882-1740)
- e 2R Ty T ik e M sym T, vy iy eests, Ja6 vaf
‘Création Date 1722 fromraliedl « Sfart 1722+ Bnat 1722
“Sutyeof (b to satormiay sufil life «fowers sum cledpe sorowen of tharmes plard
‘Passion of Christ  -hifps  -roses  <bidsnest  «insects - beauty
dmansence e cdeath - &enses  ~Vanilas
= Curenf Locatian (et o oakeris) J, Paul Getty Museum (Los Angetes, Calloonia, USA)y
0 82.PETO
* fsssurementis TOE 61 am (31 W 24 inches)
{eonbofial "Wistne 'E Uit om  Tipo: Byl Vakm i Link om Tpe: wiss
*  Motenials g Tachniquas: of onpanel [ e csiees] <ol past = panal
= Syl sk g sty Rococo
= 0 Tha Is @ sl We of liowars onlo & WOTH anid
Sy S SASEr i sy thaiaists rn e
symholze the ressient nature ol e, youlh, and boauty; fha [edge pushaed up fo the polun plans
resombles the ledge seen in posthumous porimils, hus symbolzieg deatt. The omwn of Thoms
Norwsr il Hhe fop symisolizes tha Passion of Shilsl,
= Mole Sowre blﬂuﬂﬂl‘J Paud Gaetty Musoim Hansoos of T Dok, Lo Angeis: 1 Padl

~Es enthalt Beispiele: ety

Ve of Fowwrs Jan wan Hispmam { Do, T332
T 1732, 06 on peasl 71 18 0 34 Indwe
PR x B8 ang. 4 Pedl Gatty Busam (Lo
Apgelan Cél SZPETS & Thm J. Fusl Goiy
Tt ST04. A8 rightn eesmrved

amiﬂ“mhmndld I ilustraie metadata eloments. disoussed inthis manual. Field namas
e daka values in thi esample do nol necessanly reprosent the mmoord 1or this work i e Gty Mesam's
cen databiase.

23 Fabruary 2004 Part 1: General Guidalines et}
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2.2 Cataloguing Rules
2.21 RULES FOR NAMES

2.21.1  Choosing the creator’'s name A cursory discussion of a few issues regarding
creators’ names appears below. For a fuller discussion of names, see Presentation of
the Data below and Part 3: Personal and Corporate Name Authority.

~ Capitalization of names. For the names that appear |

capitalize surnames, initials, forenames and honorifics 2.3 Presentation of the Data

includes an article or preposition used as a prefix (e.g.

von der). use lower case except with relatively modern. 2.3.1 DISPLAY AND INDEXING

with the prefix and therefore generally spelled with an
standard reference sources (e.g., Le Ligwe). See 23 F  2.3.11
and Part 3: Personal and Corporate Name Authority fo

Examples:

James Ensor (Belgian, 1860-1549)
Peter Le Liévre (French, 1671-1745)
Abraham Louwis van Loo (Duich, ca 1640/1647.
Nizami (Azerbaijan, probably 1141-1217)

o oo oo

~ Language of the names. The name chosen to identif
Record generally should be in the language of the cats
Sanzio in English); however, some institutions may pre
vernacular language of the creator (e.g., Raffaelio San

*  Note that most names do not have English eqH
speakers use the name in the vernacular lang

= Constructed names (for anonymous artists) th
should be in the language of the catalogue rec

Display vs. Indexing: |deally, the creator and the creator's role should be recorded in
both a free free-text field for display (Creator Display) and in controlled fields that will be
used for search and retrieval. The most efficient way to do this is to link the Work
Record to the Personal and Corporate Names Authority.

o Examples:
o Free-text Creator Display: designed by Callof Soeurs (French, active 1895-
1937)
Controlled fields:
* Role: designer
Link to Personal and Corporate Name Authority:
Souvers, Callot

o Free-text Creator Display: painted by Boucicaut Master (French, active ca.
1400-ca 1430)
Controlled fields:
* Role: painter
Link to Personal and Corporate Name Authority:
Boucicaut Master

« Ifincluding a free-text field is not possible, a rudimentary display for the creator
and the creator rele can be constructed at the time of publication by

ronratenatinn Aata frnm controllad fislde that are in the \Wnrk Becard and the

Dominican Effigies in English rather than Maesiia geiie iiigi

Domenicane).

S M
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CCO Teil 2 behandelt die einzelnen

Datenelemente

Erganzend zu den
Beispielen in den
Kapiteln stehen am
Ende jeden Kapitels
ausfuhrliche Beispiele

bel denen auch der
Zusammenhang
zwischen Datensatz und
kontrolliertem
Vokabular gezeigt wird.

DMB — FG-DOK 2005 Monika Hagedorn-Saupe Axel Ermert

Cataloguing Cultural Objects: A Guide to Describing Cultural Works and Their Images — Diraft

» Work Record linked to a Personal and Corporate Mame Authority Record:’
Regquired snd recomimanded elsments are marked wilh an asfansh.

rk Record:
Record Typs feamt | t2m
Class foo §- painbngs

*Work Tyoe fuk i Cooept duterin ] painting

" Tt Landscaps with Classscal Ruins and Figures

* Creator Display Marco Rico (Venstian, 1675-
1730, figures by Sebasbano Ricc [Venstian
1E58-1734)

{808 1o
JSOEDE CEMCITRG

"Creatron Date ca. 1725-1730

* Sutyact [l o sutheemic): *TEns  wfigures
slandscaps  *Dionysos (Greek god)
*Classical architecture
*Current Location fiw). | Faul Getly Museum (Los
Angeles, Calfornia, USa) -10: 83.08.2301
"Measuements 123 % 161 cm

"Materials and Techniqgues ol on canvas
Descripticn. in thiz fantastic vista, Marea Rreol
combingd ancient Roman monuments, such as an
obelisk, sections of temples, and statues, to creats
& scene both picturesque and evocative of the
power of the ancient world,
= Mode Sowrce k) J Paul Gesty Museum onling
{acoeeeed 10 Februany 2004}

#  “Names:

%

Personal and Corporate Name Authority Record:
4 Fecord Type frouaied) person

= Ricci, Marco {preferred, inverted)
arco

Richi, Marco

Ricei, Marchetio

Rizzi, Marco

= Riz, Marco

4 “Display Bography: Venetian painter, 1678-1730

4 “Nafionalies frowaieap © Halian * YVenetian

iccl [preferred. natural order)

& CLife Aolas joewsied « painter - drafsman
4 FPlace of Binh e Belluno (Veneto, [aly)
#  Place of Death okl Venice (Veneto, ltaly)}
& Flaces of Achivly k) - Menets (faly) + England
Helafad FPeapls:
4 Aelaiionship Tyoe feonrodind] brother of
4 fiid o Relared Person). Sebastiano ool
[Wenetian 16559-1734)
% "Sources [k

Ueion Ligd of Arbiat Names (1988-)
Thizme-Backer, Aligamsinss Laxikon
dar Kanatlsr | 1HE0-1888)

Bolalfi, tNzionano del pitton dabani
[IETE-1878)

SM
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CCO Teil 3 behandelt Normdateien zu
folgenden Bereichen

Cataloguing Cultural Objects: & Guide to Describing Cultural Works and Their Images—Draft

Personal and A1, PERSONAL AND CORPORATE NAME AUTHORITY
Corporate

A About the Personal and Corporate Name Authority

A4, DISCUSSICN

N am e The Personal and Corporate Mame Authority confains names and other information about
. artists, architects, studios, architectural firms, and others responsible for the design and
Auth O rlty production of works of art and architecture. This authority may also contain information
about patrons, repositories, and olher people or corporate bodies important to the record

for the work. This authority includes records for single individuals (persons) or bao or

G e O g rap h i C more people working together {corporate bodies).

Person: Fersons include individuals whose biographies are well known (e.g., Rembrandf

P I aC e A u t h O rlty varn Rl (Dufch painfer and printmaker, 1606-7665)) as well as anonymous creators with

identified osuvres but whose names are unknown and whose biography is estimated or

surmised (e.g., Master of Allmaar (North Nefhedandish painter, actve ca. 1480-ca
Concept 7510),
: Corporate Body: A corporale body may be a legally incorporated entity, such as a
Auth O rlty modern architectural firm, but it is not necessardly legally incorporated; for example, a
16™-century sculptors' studio or family of artists may be recorded as a corporate body.
M Corporate bodies should be arganized, identifiable groups of individuals working together
S u bj eCt in a particular place and within a defined period of time. A workshop may be included in

the Personal and Corporate Mame Authority if the workshop itself is a distinct
A h 1 “personality” collectively responsible for the creation of arl (for example, the 13th-century
ut O rlty group of French illuminators, Soissons ateler). Museums and most other repositories are
also corporate bodies_

Unknown artists: Mofte that a designation such as workshop of Raphael is typically
outside the scope of this authority. In this example, the concept “workshop of is
considered a gualifier of the atinbution to Raphael (whose record would be in this
authority). This qualifier belongs in the Work Record. Qualifiers may be used in Waork
Records when the identity of a creator is unknown but he has worked closely with a
known creator; in such cases, itis common to associate the work with the name of a
known creator whose ceuvre is stylistically similar or otherwise related to the work at
hand. In such cases, you should link the Work Record to the Authority Record for the
known creator, but the known creator's name needs to be gqualified in the Work Record
with a phrase such as workshop of, follower of, alfribufed to, or sfudio of. For further
discussion of this issue, see Part 2: Chapter 2: Creator Information. 2.2.1.8: Using
attribution gualifiers.

Anhange

In other cases, in order to conbrol values in the Work Record, unidenfified arfistic
personalities with unestablished oewvres may be recorded in this authority. If the identity
of a hand and s oswvre is not established, a generic identification is often devised by the
cataloguing mstitution for use in the Work Record (e_g., unknown Florenting 16t

S M
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CCO - Eine Anleitung zur
Beschreibung von kulturellien
Objekten und deren Bildern

Schauen wir uns als Beispiel Kapitel 5 etwas genauer an:

Kapitel 5: LOCATION AND GEOGRAPHY

Current Location / Creation Location / Discovery Location /
Former Location

5.1 About Location and Geography

5.1.1. DISCUSSION
Geographic places and repositories; Current Location;
Discovery Location; Former Locations; Location as Subject;
Specificity; Ambiguity and uncertainty;

Organization of the data; Authorities .
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CCO - Eine Anleitung zur
Beschreibung von kulturellien
Objekten und deren Bildern

Beispiel: Kapitel 5: LOCATION AND GEOGRAPHY

Recommended elements:

Current Location display (required)

Controlled location (link to corporate body or geographic
authority)

Creation Location display

Controlled location (link to corporate body or geographic
authority)

Discovery Location display

Controlled location (link to corporate body or geographic
authority)

Former Location display

onuoalled location (ink to corporgte body of GeQGARNE mevunce



CCO - Eine Anleitung zur
Beschreibung von kulturellien
Objekten und deren Bildern

Beispiel: Kapitel 5: LOCATION AND GEOGRAPHY

5.1.2 TERMINOLOGY

5.1.2.1 Sources for Terminology
Location Names,; Geographic Place Names; Names of
Repositories and Buildings

5.1.2.2. Choice of Terminology
Consistency; Use of an authority file

S M
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CCO - Eine Anleitung zur
Beschreibung von kulturellien
Objekten und deren Bildern

Beispiel: Kapitel 5: LOCATION AND GEOGRAPHY

5.2 Brief Cataloguing Rules

5.2.1 RULES FOR LOCATION

5.2.1.1 Brief rules for Location

5.2.1.1.1 Types of Location

Current Location; Creation Location; Discovery Location; Other
Former Locations

5.2.1.1.2 Recording the Location

Capitalization; Abbreviations; Language of the names;
Constructing a name

5.2.1.2 Additional recommendations for Loge&tion
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CCO - Eine Anleitung zur
Beschreibung von kulturellien
Objekten und deren Bildern

Beispiel: Kapitel 5: LOCATION AND GEOGRAPHY

5.3 Presentation of the Data

5.3.1 DISPLAY AND INDEXING

5.3.1.1 Display vs. Indexing

How location Is indexed; Elements to include in an
authority;

5.3.2 EXAMPLES

S M
DMB — FG-DOK 2005 Monika Hagedorn-Saupe Axel Ermert - 21 - B Institut fur Museumskunde



Cataloguing Cultural Objects: A Guide to Describing Cultural Works and Their Images—Draft

-

Work Record linked to Authority Records’

Required and recommended elements are marked with an asterisk.

Work Record

Record Type fcontroffed] item

*European art

Fork Tyoe flink ] painting

*Titte: Wheatstacks, Snow Effect, Morning

*Creafor Oisplay: Claude Monet (French, 1840-1926)

+ Role flinkf: painter = flnkl: Monet, Claude

FCreation Oate: 1891 - foontrofted: - Start: 1

*Subiect flinks to authorities ]: =landscape =Givern

Normandie, France) -wheatstacks -field -snow -l
fnk: Impressionist

* Class feonfroffedf: -paintings

California, USA) JI:95.P
Creation Location fimk]: Giver
FMeasurements: 65 x 1

a ® 39 Va inches)
Sfoantrofed - Value: 65 fcm Tpe: height | = badse 100
Lt cm Tipe: width

ute-MNormandie, France)

AL

184 (20 von 22)

> M 2159x27594mm | L1 — A4 ‘ij

Geographic Place Authority Record
“MNames
Givern referred)
{ arnacum (historical)
“Hierarchical Position {fink/
. Europe (continent)
... France (nation)
Haute-Normandie (regian)
-.. BEure (department)
_o.o Giverny (inhabited place)
- F'.Face Type feonr ;. inhabited place

[=]

- Coordinates fcont.}
= Lat: 49 04 00 N degrees minutes
Long: 001 32 00 E degrees minutes =
{Lat 49 0867 decimal degreas) =
{Long 1 5333 decimal degrees) -
<+ MNote: Located on the right bank of the River -
Seing, at I'ls nunﬂuer‘u::e with one of the two %
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CCO - Eine Anleitung zur
Beschreibung von kulturellien
Objekten und deren Bildern

Insgesamt ist das CCO eine ausfuhrliche Anleitung flr
die Dokumentation und Erschlief3ung von
Museumsobjekten und deren Bildern.

Wir sollten Uber eine deutsche Ubersetzung nachdenken.

Vielen Dank fur lhre Aufmerksamkeit !

S M
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