Transcribing Wills and Associated Documents
1. Please transcribe as closely as possible to the original in Word, Open Office Document, Works Document or even Wordpad . Many spellings will appear to be wrong, but please don’t correct them.
2. Use upper case, bold and italic where relevant, but there is no need to try to match the font in the original.

3. As with Parish Register Transcriptions, use ?----, Pa—er? or Sho-----? wherever there is doubt.

4. Insert any notation, which doesn’t appear in the original, in round parentheses and italics e.g. (signed) or (sealed) or (stamped 5 pence quire). This could also include (in left hand margin) or (in right hand margin) or similar. This statement will appear at the bottom of every page -
N.B. Words in italics within brackets are inserted by the transcriber e.g. (signed)
5. If it’s possible to show the approximate positioning of phrases which are bracketed together, then please do. These are usually found near the signatures. An example could be

Signed, sealed and stamped )

In presence of me )

6. If a document covers more than one page, use (page 1), (page 2) etc in the relevant places.
7. If an inventory is attached, use a spreadsheet for that, if it’s more convenient.

8. Many of the documents will have been folded, often into 4 or 6, and details written on the other side of the paper to the main part of the Will.  Please indicate those with (On the Reverse) at the beginning of that section, or whatever wording applies.
9. If any person made their mark or sign, rather than using their signature, use (mark) before the name. There’s no point in tying to reproduce the mark, even if it’s a form of X.
10. Help with transcribing early records can be found at http://www.cornwall-opc.org/Resc/transcribing.php. If a form of Latin is used in the first paragraph, then please try to transcribe ‘as is’. If your knowledge of the language allows, then a translation can be added in italic and between brackets.
11. Acknowledge the source at the end, such as LDS Film Number 2276068, Image Number 1756. The film number is the one given in the body of the email you receive, not the first part of the image name(s).
12. Already completed examples an be found at 

http://www.cornwall-opc.org/Records/parishes/A-D/boconnoc_will_gilbertt.php
http://www.cornwall-opc.org/Records/parishes/L-P/liskeard_will_edey.php and

http://www.cornwall-opc.org/Records/parishes/L-P/menheniot_will_hicks.php
13. Where pre-printed forms are used, for example for Executors, there is no need to include the instructions which are usually found on the left of the page. I’ve uploaded examples to http://www.cornwall-opc.org/Records/parishes/wills_executors.php and I’ll link to those from relevant pages, as done for the Liskeard and Menheniot Wills in 11.
14. Please don’t spend too much time trying to reproduce an exact copy of the original. It’s the contents which are more important.

15. It would speed up the process of uploading if you could also include a brief summary at the bottom of the document. This would be used for completing the pdf index at http://www.cornwall-opc.org/Resc/pdfs/wills.pdf and could look like this example:

HOOPER Benjamin

St Stephen in Brannel

Written 26th April 1805

Proved 13 Jun 1806

Beneficiaries: Richard Hooper (son), John Hooper (son), Joseph Hooper (son), Mary Penwarden (friend), Joanna Courtis (niece), wife (not named)

16. Finally, please include the parish and surname as part of the file name.

