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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards bodies
(ISO member bodies). The work of preparing International Standards is normally carried out through 1SO
technical committees. Each member body interested in a subject for which a technical committee has been
established has the right to be represented on that committee. International organizations, governmental and
non-governmental, in liaison with ISO, also take part in the work. ISO collaborates closely with the
International Electrotechnical Commission (IEC) on all matters of electrotechnical standardization.

International Standards are drafted in accordance with the rules given in the ISO/IEC Directives, Part 2.

The main task of technical committees is to prepare International Standards. Draft International Standards
adopted by the technical committees are circulated to the member bodies for voting. Publication as an
International Standard requires approval by at least 75 % of the member bodies casting a vote.

Attention is drawn to the possibility that some of the elements of this document may be the subject of patent
rights. ISO shall not be held responsible for identifying any or all such patent rights.

SO 690 was prepared by Technical Committee ISO/TC 46, Information and documentation, Subcommittee
SC 9, Identification and description.

This third edition cancels and replaces the second edition of ISO 690:1987 and the first edition of
SO 690-2:1997 of which the entire texts have been amalgamated and technically revised.
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Information and documentation — Guidelines for bibliographic
references and citations to information resources

1 Scope

This International Standard gives guidelines for the preparation of bibliographic references. It also gives
guidelines for the preparation of citations in Latin scripts in works that are not themselves primarily
bibliographical. It is applicable to bibliographic references and citations to all kinds of information resources,
including but not limited to monographs, serials, contributions, patents, cartographic materials, electronic
information resources (including computer software and databases), music, recorded sound, prints,
photographs, graphic and audiovisual works, and moving images. It is not applicable to machine-parsable
citations. It is also not applicable to legal citations, which have their own standards.

This International Standard does not prescribe a particular style of reference or citation. The examples used in
this International Standard are not prescriptive as to style and punctuation.

Annexes A and B make reference to the relevant clause(s) of this International Standard which explain the
requirements for referencing or citing printed and electronic information resources. Annex C gives examples of
bibliographic references that comply with this International Standard.

2 Terms and definitions
For the purposes of this document, the following terms and definitions apply.

21
call number
reference provided to enable the custodian to locate a resource within a repository

2.2
citation
indication within the text or other form of content of a relevant reference

23
computer program
schedule or plan that specifies actions expressed in a form suitable for execution by a computer

[ISO/TR 9544:1989]

24
contribution
item provided by a creator to form part of a host resource from several creators

EXAMPLE An article in a serial.
2.5

creator
entity primarily responsible for making the resource

1SO 15836:2009]
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2.6

database

collection of data objects stored together in electronic form, according to one schema, and made accessible
by computer

NOTE Some databases, or files within a database, can also constitute a monograph or serial publication. In cases
where it can readily be determined that a specific electronic resource is a monograph or serial, those terms are preferred
over the broader term “database”.

27

graphic works

graphics such as photographs (including negatives and transparencies), engravings, prints, drawings, wall
charts, etc.

2.8
key title
unigue name for a continuing resource, established by the ISSN Network and inseparably linked with its ISSN

[ISO 3297:2007]

29
landscape
orientation of a page with the longer edge running horizontally when it is in reading position

210

map series

number of related map sheets designed to form a single group, normally distinguishable by such common
characteristics as a collective title, a sheet-numbering system and the same scale

NOTE Normally a map series is the work of one mapping agency.
21
map height

vertical measurement of a map when the map is in reading position

212

map series designation

coded numeric or alphanumeric identification applied to a map sheet, a map series or an atlas by the
publisher

213
monograph
publication in print or non-print form, complete in itself or intended to be completed in a finite number of parts

214
neat line
a line separating the body of a map from the map margin

215

reference

data describing a resource or part thereof, sufficiently precise and detailed to identify it and to enable it to be
located

NOTE A reference can be: part of a list of information resources; the heading of an abstract or a critical review; a
note appended to a text, either at the foot of the page or at the end of a text; or a statement embodied in the text.
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2.16

serial

publication in print or non-print form, issued in successive parts, usually having numerical or chronological
designations, and intended to be continued indefinitely, whatever the periodicity

NOTE Serials can include periodicals, journals, newspapers, annuals, etc.
217

series
group of monographs, serials or other publications sharing a common title, and possibly numbered

3 Basic principles for creating references

3.1 The information included in a reference should be sufficient to clearly identify the material being cited.
3.2 The creator of the reference should determine the appropriate level of specificity at which the reference
is made (e.g. to an entire document or to a specific part of a document) based on the purposes of the citation

and the use that was made of the material being cited.

3.3 The data included in a reference should, whenever possible, be taken from the information resource
being cited.

3.4 The data recorded in the reference should reflect the specific copy or instance of the document that was
used. For online documents that are subject to change, such data include the network location of the
particular version that was used and the date on which the document was accessed.

3.5 A uniform style, format and punctuation scheme shall be used for all references in a document,
regardless of the particular style guide being used.

4 Elements of a reference

4.1 Sources of data

411 General

The data used in a reference should, if possible, be taken from the cited information resource itself. An
eye-readable source of data should be preferred to any other. Where possible, the text of machine-readable,
microform or audiovisual sources should be viewed to verify the elements of the reference. Data that are
taken from a source other than the item itself should be recorded in brackets.

Suitable sources of data for the reference, in order of preference, are the following:
a) title page or equivalent, such as title screen, home page, disc label, map face;
b) verso of title page, header, etc;

c) cover or label permanently associated with the item, including captions on graphic works, microfiche
headers, etc.;

d) container;
e) accompanying documentation, e.g. explanatory leaflet or manual.

If any element of data appears in different forms in different places on the item, the form appearing most
prominently in the preferred source should be used unless that source is obviously incorrect, e.g. an incorrect
label has been attached.
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4.1.2 Data supplied from other sources

Any information that does not appear in the cited information resource, but is supplied by the citer, should be
enclosed in brackets.

4.2 Transliteration

Any element in a non-Roman alphabet may be transliterated or romanized in accordance with the appropriate
International Standard.

4.3 Abbreviation

Generally accepted bibliographic terms should be abbreviated in accordance with the rules established in

[So 834

Other abbreviations should be avoided, except as provided in 5.3.4 for patents, in 6.3.4 for series titles, in
15.7.1 for graphic works and in A.4.2 for running notes.

4.4 Punctuation and typography
A consistent system of punctuation and typography should be used throughout a list of references. Each

element of a reference should be clearly separated from subsequent elements by punctuation or change of
typeface.

NOTE In order to emphasize the importance of consistency, a uniform scheme of punctuation is used in the
examples in this International Standard. The scheme is purely illustrative and does not form part of the recommendations.

4.5 Order of elements

The usual order of elements in a reference is as follows:
a) name(s) of creator(s), if available;

b) title;

c¢) medium designation, if necessary;

d) edition;

e) production information (place and publisher);

f) date [in the name and date system (see Annex A), the year should not normally be repeated in this
location unless a fuller date is necessary (e.g. for a serial)];

g) series title, if applicable;

h) numeration within the item;

i) standard identifier(s), if applicable;

j) availability, access or location information;
k) additional general information.

If the name and date system, commonly referred to as the Harvard system (see Annex A), is being applied,
the year element is inserted after the creator.

EXAMPLE CRANE, D., 1972. Invisible Colleges. Chicago: University of Chicago Press.
Documents
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Annex B illustrates the application of this recommendation in particular circumstances related to serials,
monographs, contributions and special categories of information resource.

5 Creator

5.1 Selection

The persons (see 5.2) or organizations (see 5.3) shown most prominently in the preferred source (see 4.1) as
responsible for the content of the cited item, in its published form, should be given as creator. The creator's
role varies from one type of information resource to another. If there is no obvious creator, one should be
selected from the following roles, listed in order of preference:

a) author, composer, librettist, mapping agency, surveyor, cartographer, copyist, system designer of
software, patentee, patent applicant, artist, photographer, draughtsman, graphic designer;

b) conductor, performer of music, drama, etc., director of films, inventor;

c) compiler, editor, reviser;

d) translator, engraver, photographer of another creator's work, copyist, arranger, software programmer;
e) publisher, online information provider, production company;

f)  distributor, online host.

For cited information resources containing a number of contributors, a role with which a single creator is
associated should be preferred to any role with which several creators are associated (see also 5.4.3).

EXAMPLE 1 AYMARD, Maurice, ed. Dutch capitalism and world capitalism. In: Studies in Modern Capitalism. New
York: Cambridge University Press, 1982, pp. 78-96.

EXAMPLE 2 BRITTEN, Benjamin. Eight folk song arrangements for high voice and harp. Osian ELLIS (Ed). London:
Faber Music, 1980.

EXAMPLE 3 KING'S SINGERS. Christmas with the King's Singers: six arrangements for mixed voices. London:
Chappell Music, 1981.

5.2 Personal names

5.2.1 General

Names of creators should normally be given in the form in which they appear in the preferred source (but see
5.2.2), transliterated if necessary (see 4.2).

Forenames or other secondary elements should be given after the surname, if at the beginning of the
reference.

EXAMPLE 1 BACH, C.P.E.
EXAMPLE 2 DURER, Albrecht.
EXAMPLE 3 FOWLER, HW.
EXAMPLE 4 GORDON, Dexter.

EXAMPLE 5 RAMON Y CAJAL, Santiago.
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Treatment of secondary elements should follow the practice of the nation to which the creator belongs as
closely as possible.

EXAMPLE 6 FALLA, Manuel de. [Spanish].
EXAMPLE 7 LA FONTAINE, Jean de. [French].
EXAMPLE 8 DE LA MARE, Walter. [English].

EXAMPLE 9 KLEIST, Heinrich von. [German].

5.2.2 Variant forms

If a creator's name appears in different forms in different information resources cited in one work (e.g.
Tchaikovsky, Chaikovski), the form used in the cited information resource should be retained. Only one form
of the name, in brackets if necessary, should appear as the first element.

5.2.3 Additions

Additions to names indicating rank, office or status (academic, professional, etc.) may be retained or supplied
to distinguish creators with the same names.

EXAMPLE 1 CLARK, William, ARIBA.
EXAMPLE 2 CLARK, William, MD, MRCP.
EXAMPLE 3 BALFOUR, Robert [Col.].

EXAMPLE 4  BALFOUR, Robert [Rev.].
5.3 Organizations or groups

5.3.1 Form of name

If the creator is an organization or group of people, the form of name used in the reference should be that
which appears for the name in the bibliographic database being used for making the reference, usually a
reference to a name in a national authority file, transliterated if necessary (see 4.2).

EXAMPLE 1 ACADEMIA SCIENTIARUM FENNICA.
EXAMPLE 2 ACADEMIE FRANGAISE.

EXAMPLE 3 AKADEMIYA NAUK SSSR.

EXAMPLE 4 INSTITUT GEOGRAPHIQUE NATIONAL.
EXAMPLE 5 MAGYAR SZABVANYUGYI.

EXAMPLE 6 ROYAL SOCIETY.

If the name appears as a group of initials, the full form, if known, may be added in brackets, unless the body is
usually identified by the initials only, e.g. UNESCO, NATO.

5.3.2 Ambiguous names
To distinguish between different bodies with the same name, the appropriate place name should be added.

EXAMPLE TRINITY COLLEGE [Cambridge].
TRINITY COLLEGE [Dublin].
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5.3.3 Subordinate body

If the name of an organization implies subordination to a parent body of which it is an organ or administrative
division, or if its full significance depends upon the inclusion of the name of the parent body, the latter should
be given first in the reference.

EXAMPLE 1 IMPERIAL CHEMICAL INDUSTRIES. Paints Division.

EXAMPLE 2 MINISTRY OF PETROLEUM AND MINERAL RESOURCES. Air Survey Department.

A subordinate body should appear under its own name if it has specific functions of its own and the full
significance of its name is independent of that of the parent body.

EXAMPLE 3 ACADEMIE FRANGAISE. [not INSTITUT DE FRANCE. Académie francaise].

EXAMPLE 4 WORLD HEALTH ORGANIZATION. [not UNITED NATIONS. World Health Organization].

5.3.4 Parent body

If the parent body is a state, a federation of states or a provincial, local or municipal authority, a name in
general use should be given in preference to a full or correct official name. Foreign names may be given in the
language of the information resource or in the language of the main target audience.

EXAMPLE 1 FRANCE. [for République francaise].

EXAMPLE 2 HULL. [for Kingston-upon-Hull].

EXAMPLE 3 WESTMINSTER. [for City of Westminster].

For patents (see 15.9), the country of origin or originating office may be abbreviated according to the
SO 3164 country code or the World Intellectual Property Organization (WIPQO) ST3 code.

EXAMPLE 4 GB. [for United Kingdom].
5.4 Multiple creators

5.4.1 Two or three creators

If there are two or three creators of equal status, their names should be given in the reference. The name that
is given first should be in a form that is suitable to the alphabetical arrangement of a list, i.e. usually in inverted
order (family name recorded first). The name(s) of the second and subsequent creators may be recorded in
direct order, if desired. A consistent system of recording such names shall be used throughout the list of
references.

EXAMPLE 1 MURET, Pierre and Philippe SAGNAC.

EXAMPLE 2 Bundesanstalt fir Bodenforschung and UNESCO.

EXAMPLE 3 QU H.Q., C. POLYCHRONAKOS, and TYPE | DIABETES GENETICS CONSORTIUM.

5.4.2 More than three creators

For works with four or more creators, all names should be given if possible. If any names are omitted, the
name of the first creator shall be given followed by “and others” or “et al.”.

EXAMPLE FITTING, Hans and others.
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5.4.3 Title first

For certain kinds of information resources (e.g. encyclopaedias) or if an item is the co-operative output of
many individuals, none of whom has a dominant role as creator (e.g. films), the title should be used instead of
a creator. For references to information resources with several creators, it may be appropriate to give the title
or series title first (but see 5.1). (See also 5.6 and 15.6.1.)

EXAMPLE 1 Encyclopaedia Britannica.

EXAMPLE 2 The last command [silent film]. Directed by Josef VON STERNBERG.

EXAMPLE 3 60 years of cool. Blue Note Records OBSBNO1, 1999.

5.4.4 Conferences

If no person or organization can be identified as the creator (see 5.1) of the proceedings of a single
conference, the name of the conference should be treated as the first element.

EXAMPLE International Conference on Scientific information. Washington DC, 1958.

The numbered proceedings of a series of conferences should be treated as a serial.

5.4.5 Subsidiary creator

To facilitate identification of a particular information resource, or because of relevance to the purpose of the
citation, the name of any editor, translator or other person who has collaborated in the production of that
resource may be added after the title with an indication of the role, so placed in the reference that the relation
between that role and the whole or part of the information resource is clear.

EXAMPLE 1 BAARD, H.P. Frans Hals. Translated from the Dutch by George STUYCK.

EXAMPLE 2 BACH, C.P.E. Sonate G-moll fiir Violine und obligates Cembalo. Herausgegeben von Anne Marlene
GURGEL.

EXAMPLE 3 FOWLER, H.W. A dictionary of modern English usage. 2nd ed. Revised by Sir Ernest GOWERS.

EXAMPLE 4 Macbeth [film]. Directed by Orson WELLES.

5.4.6 Originators of multiple editions

If a new edition, abridgement or updated version of an information resource is produced by a new creator, the
name of the first creator should be used if it appears as a creator in the preferred source.

EXAMPLE 1 PARKER, T.J., and W.A. HASWELL. A text book of zoology. 6th ed. Vol. 1 revised by Otto
LOWENSTEIN; vol. 2 revised by C. FORSTER-COOPER. London: Macmillan, 1940.

EXAMPLE 2 GORDON, Dexter. Settin' the pace. In: Long Tall Dexter, the Savoy Sessions [sound disc]. New York:

Savoy, 1976, SIL 2211, side B, track 5. Distributed by Arista Records Inc., 1776 Broadway, New York,
NY 10019. Originally released on Savoy, MG 9003, 1947.

5.5 Pseudonyms

If a work has been issued under an assumed name, normally this name only should be given in the reference.
EXAMPLE 1 CARROLL, Lewis.

EXAMPLE 2 MAUROIS, Andreé.

If the creator's real name is known, it may also be supplied preceded by “pseud. of”.
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