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Submitting a Will for the Database

• Submit to Wills@qfhs.co.uk
• Document should be in Word (.doc or .docx)
• Text should be in Arial 11pt font.
• Single-spaced with no additional formatted 

space between paragraphs.
• Request a format sheet from Wills@qfhs.co.uk
• If you plan to submit multiple wills, we can 

provide you with a template.



Source Information

Summary

Biographical Notes

Collection Reference Number
Source Archive



Page Structure

• Each will transcript page has the following:
– Source information
– Summary
–Biographical Notes
–Highlights of the Will
– Transcriber’s/Editor’s Notes
–Will and Probate Transcription



Source Information

• Please include the following information:
– The name of the Archive which holds the original 

will. (ie “The National Archives”)
– The name of the Collection and Reference

information for the specific will.
– The web link for the archive.
– Name of other sites where the document can be 

found (Ancestry, Findmypast, The Genealogist).
– Your Name and email link (optional)



Summary Page

• This is where you will list the names found in 
the will.

• Surnames should all be in UPPERCASE
• Spelling of names should reflect the spelling 

found in the will.
• Relationship should reflect information 

provided by the will.
• Comments should also reflect information in 

the will.



Biographical Notes

• This is information that you are providing in 
addition to the information in the will;
– Name of parents, father’s profession, location
– Date of birth of testator, location
– Education/Apprenticeship, where/to whom, when
– Profession, where
– Marriage(s): to whom, when, where
– Meeting(s) testator is known to have belonged to
– Date of Death
– Burial place



Highlights

Additional Notes

Transcript

Probate

Body of Will

Affirmation



Highlights of the Will

• Briefly indicate the names and legacies of the 
individuals appearing in the will.

• Names of entities (schools, charities, etc) to 
which legacies were left.

• Names of Executors/Executrixes, Trustees

The purpose of the section is to be able to 
quickly glance over the highlights to see what 
information is available in the will.



Transcriber’s/Editors Notes

• This section is to provide additional 
biographical information, such as clarification 
of relationships.

• Explain or clarify provisions in the will.
• Other relevant information about the will or 

persons appearing in the will.



Transcription

• The transcribed will should follow the line breaks of the 
original will.

• [page break] should appear to indicate additional 
pages in the original document.

• Maintain the original spelling and punctuation
• Do not use superscript for abbreviations (ie. yt ). Use  

an ‘ to indicate an abbreviation (ie. y’t)
• Include probate, unless in Latin (unless you are 

comfortable transcribing Latin), but indicate whether 
Executor “declared and affirmed” or “swore an oath”

• Submit a copy of the original will for cross reference.


