
 
 

Research Helps 
 
These research helps provide you with quick reference charts which will facilitate your research. 
 
 
 
Research Process--provides a one-page discussion of the cycle of 
research. 
 
Documentation Essentials--provides a quick guide for collecting 
the necessary information for documentation of your data. 
 
Recording Data Properly--is a guide to the use of standard 
abbreviations and standard protocols for recording genealogical 
information. This makes your document more usable by others. 
 
Basic Library--guide to a minimum library of reference materials to 
aid you in finding sources of information about your family. 
 
Types of Records--provides a checklist of possible records you 
might find about an ancestor. 
 
US Records Matrix--an in-depth checklist of the data a specific 
record might contain. 
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PUBLIC RECORDS 
LOCAL STATE Federal PUBLICATIONS 


Land Records STATE RECORDS U.S. FEDERAL CENSUS: NEWSPAPERS LEGAL NOTICES 
____Deeds ____Acts, Journals ____  Index ____Advertisements ____Probate Notices 
____Grantee Index ____Archives ____  1790  ____  1860 ____Anniversaries ____Auctions 
____Grantor Index ____Census~State ____  1800  ____  1870 ____Births ____Forced Sales 
____Mortgages ____Census~ ____  1810  ____  1880 ____Indexes ____Divorce Notices 
____Patents, Grants ____State or Local Militia ____  1820  ____  1890 ____Local News ____Bankrupticies 
____Plat Maps ____Local Census~ ____  1830  ____  1900 ____Legal Notices ____Court Claims 
____Surveys ____Local Histories ____  1840  ____  1910 ____Marriage Announcements ____Convictions 
____Title Abstract/Search ____State Histories ____  1850  ____  1920 ____Obituaries  
                      ____  1930     
CIVIL/CRIMINAL RECORDS STATE TAX RECORDS  PUBLISHED WORKS/COLLECTIONS INTERNET POSTINGS 
 ____Adoption Record ____Personal Property Tax ____Agriculture ____Abstracts/Compilations ____E-mail messages 
____Case Files ____Poll Tax ____Mortality Schedules ____Biographies ____Family Files~Electronic 
____Court Docket ____Poor Rate—Tax Records ____Revolutionary War ____Business Records ____Family Web Sites 
____Court Index ____Real Estate Tax ____Union Army Survivors ____Cemetery Records ____Inquiries 
____Court Minutes ____School Tax  ____City Directories  
____Court Orders/Decrees ____Tax Exemptions MILITARY RECORDS ____Correspondence  
____Jail Records  ____Bounty Awards ____County, Local Histories  
____Judgments  ____Discharge ____Family Histories  
____Jury Records  ____Military Service Record ____Genealogies  
____Justice of Peace Records  ____Muster Rolls ____Index/Indices  
____Lawyers’ Briefs  ____Pension ____Inscriptions  
____Police Records   ____Manuscripts  
____Sheriff’s Records  CITIZENSHIP/IMMIGRATION ____Obituary Collections/Indices  
  ____Alien Registration Cards ____Occupational History  
VITAL RECORDS  ____Change of Name ____Oral Histories  
____Birth Record  ____Citizenship Papers ____Pedigrees  
____Divorce Decree  ____Immigrant Aid Societies ____Personal Papers  
____Marriage Application  ____Logbooks ____ Surname Files  
____Marriage Banns  ____Naturalization ____ WPA Projects  
____Marriage Contract  ____Oaths of Allegiance   
____Marriage Index  ____Passenger Lists   
____Marriage License  ____Passports   
____Marriage Record  ____Vaccination Certificates   
  ____Voter Records   
PROBATE RECORDS  ____Voter Registration Lists   
____Administration Bond     
____Administration of Estate     
____Estate Settlement     
____Guardianship     
____Probate Index     
____Probate Records     
____Death Record     
____Will     







 
TYPES OF RECORDS 
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PRIVATE RECORDS 


FAMILY BURIAL RELIGIOUS INSTITUTIONAL S 
PERSONAL RECORDS CEMETERY RECORDS CHURCH RECORDS SCHOOLS 
____  Baby Book ____  Cemetery Plat ____  Admissions ____  Elementary 
____  Citizenship Papers ____  Deeds ____  Archives ____  Secondary School 
____  Family Bible ____  Headstones/Tombstones ____  Birth ____  Vocational/Trade School 
____  Family Letters ____  Memorials ____  Baptism ____  College/University 
____  Family Record ____  Perpetual Care Records ____  Christening ____  Ladies Finishing School 
____  Financial Records ____  Sexton Records ____  Confirmation ____  Other Schools 
____  Employment Records  ____  Circumcision  
____  Interviews MORTUARY RECORDS ____  Death/Burial EMPLOYMENT RECORDS 
____  Journals, diaries ____  Burial Registers/Record ____  Disciplinary Actions ____  Apprenticeships 
____  Medical Records ____  Funeral Books ____  Divorce/Annulment ____  Business Financial Records 
____  Memorial Cards ____  Funeral Cards ____  History ____  Indentures 
____  Military Record  ____  Marriage ____  Licenses 
____  Social Security Card HEADSTONES ____  Marriage Banns ____  Pensions 
 ____  Index ____  Membership Lists ____  Personnel Files 
DOCUMENTS ____  Monument Maker Records ____  Ministers’ Records ____  Service Records 
____  Accident Insurance ____  Photograph ____  Meeting Minutes ____  Union Membership 
____  Adoption Certificate  ____  Mission Reports  
____  Ahnentafel (Ancestral)  ____  Ordination LIBRARIES 
____  Baptism Certificate  ____  Removal/Excommunication ____Public 
____  Birth Certificate  ____  Subscription Lists ____Genealogical 
____  Blessing Record   LDS SOURCES 
____  Confirmation Certificate  CHURCH SUPPORTED ACTIVITIES ____  Family Group Records Archives (FGRA) 
____  Death Certificate  ____Convents/Monastery ____  Temple Index Bureau (TIB) 
____  Divorce Papers  ____Missions ____  International Genealogical Index (IGI) 
____  Fire Insurance  ____Mission Societies ____  Ancestral File 
  ____  Seminaries ____  Family Register 
____  Graduation Records   ____  Pedigree Resource File 
____  Life Insurance    
____  Manumission (Emancipation)   ASSOCIATIONS 
____  Marriage License   ____  Fraternal Orders 
____  Oral Traditions   ____  Genealogical Societies 
____  Professional Certificate   ____  Historical Societies 
____  Property Insurance   ____  Professional Association 
____  Property Records    
____ School Records   OTHER 
____  Scrapbooks   ____Charities 
____  Will   ____Hospitals 
   ____Orphanges 
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This is a guide to information that may be found in a given record.  There is no guarantee that the information indicated will be found in the specific record you are reviewing. 
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1790  Census X  X   X     X X 
1800 Census X  X   X     X X 
1810 Census X  X   X     X X 
1820 Census (naturalization) X  X   X     X X 
1830 Census X  X   X     X X 
1840 Census (Revolution Pensioners) X  X   X  X   X X 
1850 Census X X X X X X X    X X 
1860 Census X X X X X X X    X X 
1870 Census X X X X X X X    X X 
1880 Census X X X X X X X    X X 
1900 Census (citizenship) X X X X X X X    X X 
1910 Census X X X X X X X X   X X 
1920 Census X X X X X X X X   X X 
1930 Census X X X X X X X X   X X 
Abstracts/Compilations X X X X X X X X X X X X 
Administration Bond      X    X X X 
Administration of Estate X X X X X X X  X X X X 
Admission to Church X X X   X     X X 
Adoption Certificate X X X   X     X X 
Adoption Record X X X   X     X X 
Agriculture Censuses     X X X    X X 
Ahnentafel (Ancestral) Chart X X X X  X    X X X 
Alien Registration Cards X X X X  X X X   X X 
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Ancestral File (LDS) X X X X  X X X  X X X 
Apprenticeships      X X    X X 
Baby Book X X    X     X X 
Bankruptcies     X X X  X  X X 
Baptism X X    X     X X 
Baptism Certificate X X    X     X X 
Biographies X X X X X X X X X X X X 
Birth Certificate X X    X     X X 
Birth Record X X    X     X X 
Blessing Record X X    X     X X 
Burial Registers/Record          X X X 
Business Financial Records  X   X X X    X X 
Business Records  X   X X X    X X 
Case Files      X   X  X X 
Cemetery Plat   X X      X X X 
Cemetery Plot Deeds  X X X      X X X 
Cemetery Records  X X       X X X 
Change of Name X X X   X   X  X X 
Charities  X    X     X X 
Christening X X    X     X X 
Church Archives X X X X  X    X X X 
Church Death/Burial Record  X X X  X    X X X 
Church Disciplinary Actions  X    X     X X 
Church History X X X X  X X   X X X 
Church Meeting Minutes  X  X  X    X X X 
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Church Membership Lists X X X X  X    X X X 
Church Mission Reports  X    X    X X X 
Church Ordination Record  X    X     X X 
Church Record of Birth X X    X     X X 
Church Record of Divorce/Annulment  X    X     X X 
Church Record of Marriage X X    X     X X 
Church Subscription Lists  X    X     X X 
Circumcision X X    X     X X 
Citizenship Papers X X X X  X X X   X X 
City Directories X X X   X X    X X 
College/University X     X     X X 
Confirmation X     X     X X 
Confirmation Certificate X     X     X X 
Convents      X     X X 
Correspondence (Published and Unpublished) X X X X X X X X X X X X 
County Histories X X X X X X X X X X X X 
Court Claims      X   X  X X 
Court Docket      X   X  X X 
Court Index      X   X  X X 
Court Minutes      X   X  X X 
Court Orders/Decrees      X   X  X X 
Criminal Convictions      X   X  X X 
Death Certificate X X    X  X  X X X 
Death Record X X    X X X  X X X 
Deeds  X   X X     X X 
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Discharge Papers      X  X   X X 
Divorce Decree  X X  X X X X   X X 
Divorce Notices (Legal)  X    X     X X 
Divorce Papers  X   X X X X   X X 
Elementary School X X X X  X X    X X 
E-mail messages X X X X X X X X X X X X 
Employment Records  X X   X X   X X X 
Estate Auctions  X X X X X X   X X X 
Estate Settlement  X X X X X X   X X X 
Family Bible X X X X  X    X X X 
Family Files~ Electronic X X X X X X X X X X X X 
Family Group Records Archives (FGRA) X X X X X X X X X X X X 
Family Histories X X X X X X X X X X X X 
Family Letters X X X X X X X X X X X X 
Family Record Book X X X X X X X X X X X X 
Family Register (LDS) X X X X X X X X X X X X 
Family Web Sites X X X X X X X X X X X X 
Financial Records  X X X X X X X X X X X 
Forced Sales of Estate  X X X X X X   X X X 
Fraternal Orders X X X X  X X X  X X X 
Funeral Books  X    X    X X X 
Funeral Cards  X    X    X X X 
Genealogical Societies X X X X X X X X X X X X 
Graduation Records X     X     X X 
Grantee Index     X X     X X 
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Grantor Index     X X     X X 
Guardianship X X X X X X    X X X 
Headstone/Tombstone Index  X    X  X  X X X 
Headstones/Tombstones  X    X  X  X X X 
Historical Societies X X X X X X X X X X X X 
Homestead Papers  X   X X     X X 
Hospitals      X    X X X 
Immigrant Aid Societies X X X X X X X X   X X 
Immigration Logbooks X X X X  X X    X X 
Indentures      X X    X X 
Inquiries~ Message Boards X X X X X X X X X X X X 
Insurance (Fire, Accident, Life, Auto, etc.)  X X  X X X   X X X 
International Genealogical Index (IGI) X X X X X X X X X X X X 
Interviews of Family Members/Friends of Family X X X X X X X X X X X X 
Jail Records      X X  X  X X 
Journals, diaries X X X X X X X X X X X X 
Judgments     X X   X  X X 
Jury Records     X X     X X 
Justice of Peace Records      X   X  X X 
Land Grants     X X  X   X X 
Land Patents     X X     X X 
Lawyers’ Briefs X X X X X X X X X X X X 
Libraries/Archives X X X X X X X X X X X X 
Lineage Society X X X X X X X X X X X X 
Local Census X X X X X X X    X X 
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Local Histories X X X X X X X X X X X X 
Manumission (Emancipation) X X X X  X  X   X X 
Manuscripts (Published & Unpublished) X X X X X X X X X X X X 
Marriage Application X X    X     X X 
Marriage Banns X X    X     X X 
Marriage Contract X X    X     X X 
Marriage Index  X    X     X X 
Marriage License X X    X     X X 
Marriage Record X X    X     X X 
Medical Records X X X   X     X X 
Memorial Cards      X    X X X 
Memorials          X X X 
Military Bounty Awards      X  X   X X 
Military Index (LDS)      X  X  X X X 
Military Service Record  X    X  X  X X X 
Militia      X  X  X X X 
Ministers’ Records X X X X X X    X X X 
Mission Societies           X X 
Monument Maker Records  X    X    X X X 
Mortality Schedules (1850, 1860, 1870, 1880)      X    X X X 
Mortgages  X   X X     X X 
Muster Rolls        X   X X 
Naturalization X X X   X X X   X X 
Newspaper ~ Legal Notices X X   X X X  X  X X 
Newspaper Advertisements      X X    X X 
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Newspaper Article~Anniversary  X    X     X X 
Newspaper Birth Announcement X X X   X     X X 
Newspaper Index      X     X X 
Newspaper~ Local News X X X X X X X X X X X X 
Newspaper~ Marriage Announcements X X X   X     X X 
Oaths of Allegiance      X     X X 
Obituaries X X X X  X X X  X X X 
Occupational History (Published)  X    X X   X X X 
Oral Histories X X X X X X X X X X X X 
Oral Traditions           X X 
Orphanages X X X X  X     X X 
Other Schools (Seminaries, Finishing, etc.) X     X     X X 
Other/Special Censuses X X X X X X X X   X X 
Passenger Lists X X X X  X     X X 
Passports X     X X    X X 
Pedigree Resource File (LDS) X X X X X X X X X X X X 
Pedigrees (Published) X X X X X X X X X X X X 
Pension  X    X X    X X 
Perpetual Care Records (Cemetery)          X X X 
Personal Papers (Published & Unpublished) X X X X X X X X X X X X 
Personal Property Tax     X X     X X 
Personnel Files  X    X X   X X X 
Photographs~Cemetery  X      X  X X X 
Photographs~Documents X X X X X X X X X X X X 
Photographs~Family X X X X  X  X  X X X 
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Plat Maps     X X     X X 
Pole Tax     X X     X X 
Police Records      X X  X  X X 
Poll Tax     X X     X X 
Probate Index     X X    X X X 
Probate Notices     X X    X X X 
Probate Records X X X X X X    X X X 
Professional Association  X    X X    X X 
Professional Certificate      X X    X X 
Professional or Occupational License      X X    X X 
Property Records     X X     X X 
Published Index/Indices (Specific to an event) X X X X X X X X X X X X 
Real Estate Tax     X X     X X 
Removal/Excommunication (Church)  X    X     X X 
Reunion Registries X X X X  X    X X X 
Revolutionary War Censuses X     X  X   X X 
School Tax     X X     X X 
Scrapbooks X X X X X X X X X X X X 
Secondary School X X    X     X X 
Sexton Records          X X X 
Sheriff’s Records      X   X  X X 
Social Security Application X     X     X X 
Social Security Card           X X 
Social Security Death Index (SSDI) X     X    X X X 
Soundex for 1880, 1900, 1910, 1920  X X X X  X     X X 
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State  Histories X X X X X X X X X X X X 
State Acts      X     X X 
State Censuses X X X X X X  X  X X X 
State Journals           X X 
Surname Files (Published) X X X X X X    X X X 
Surveys     X X     X X 
Tax Exemptions     X X     X X 
Temple Index Bureau (TIB) (LDS) X X X X  X    X X X 
Title Abstract/Search     X X     X X 
Union Army Survivors Censuses      X  X  X X X 
Union Membership  X    X X   X X X 
Vaccination Certificates X     X     X X 
Vocational/Trade School X     X X    X X 
Voter Records     X X     X X 
Voter Registration Lists     X X     X X 
Will X X X X X X X X  X X X 
WPA Projects      X X   X X X 
 








 
Basic Library 


 
You should have access to a basic library of resources to assist you. Here are several websites to 
bookmark for your use. 
 


www.cyndislist.com–has thousands of links to genealogical websites 
www.ancestry.com--provides searchable databases for your use and tutorials on a variety of 
genealogical topics. Most of the databases require a membership fee, but there is still a lot of valuable 
information on this site. 
www.genealogy.com–provides over one hundred articles on genealogical research. These are 
valuable in obtaining assistance in a research problem. This site also has one of the largest free query 
sites on the internet. 
www.rootsweb.com–provides free access to 100s of searchable databases on families and localities. 
The site includes a soundex converter and the Social Security Death Index for your use. There are 
100s of links to other websites also. 
www.naco.org–provides hotlinks to every county website in the United States. 
www.familysearch.org--provides access to the largest genealogy library and database in the world. 
This site is free.  Films from the Family History Library in Salt Lake City, Utah are cataloged on this 
site and may be ordered through any Family History Center in your local community.  The website has 
a list of all the Family History Centers in the world. The FamilySearch website is in the process of 
placing all their document images online. This is a project in process and new documents are being 
added everyday. 
www.footnote.com--provides access to images from the National Archives. This is a project in 
process and new documents are being added everyday. This is a subscription site, but it is available 
for free through any Family History Center and many local public libraries. 


 
In addition to these websites, the following books will prove to be essential to your research: 
 


The Handybook for Genealogists, by Everton Publishers—provides information on the formation of 
counties, state maps of current county configurations and addresses to write for records. 
Ancestry’s Red Book: American State, County, & Town Sources, by Ancestry.com. Contains 
information on towns, counties and states, including contact addresses. This book is available on CD. 
Map Guide to the U.S. Federal Censuses, 1790-1920, by William Thorndale and William Dollarhide—
provides maps of the configuration of counties as they existed in each state at the time of the census 
and what census records are available for that state by county. 
The Researcher’s Guide to American Genealogy, by Val Greenwood—provides information on records 
available in the United States and where they will most likely be found. 
Evidence! Citation & Analysis for the Family Historian by Elizabeth Shown Mills—provides samples of 
citations for footnotes and bibliographic citations. Virtually any type of source you can imagine is 
included. 
Black's Law Dictionary, by Henry Campbell Black, M.A.--assists in interpretation and understanding of 
legal documents, especially deeds and civil and criminal court records.  Try to find a first or second 
edition. The older editions are better for genealogy.  The first and second editions are available on CD. 
Any good Atlas or Gazetteer—the older ones are better for genealogy. 
A good dictionary—the older ones are better for genealogy. 
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Documentation Essentials


The following information should be collected while you are conducting your research to ensure that you have the information you need to properly document
your research. Adapt the following chart to any document you are using that is not listed below.


Book(s) Periodical
Magazine or Newspaper


Official or Original Record Microfilm, microfiche or 
digital document


Website


Name of the author, 
editor, compiler


Name of author or contributor Title of Document Film, fiche or digital 
document number


Organization or individual 
maintaining the website


Title of the Book, volume 
number or edition as 
applicable


Title of the article Date the document was created and 
date recorded


Date the filming process 
occurred


Site Title


Place of Publication Title of the periodical, 
magazine or newspaper


Name of the public office the document 
is filed in (Judge of Probate) or the 
name of the private collection found in 
(Benjamin Ross Collection)


Organization filming or 
digitizing the book or 
document


URL (web address) for the 
page you are citing


Name of the Publisher Volume and Issue number or 
section and column number


Title of the Book and Volume number in 
which the document is found (if a bound 
manuscript, such as Washington Co 
Marriage Records, Vol C) or title of the 
package (loose probate papers) and file,
box or document number


 


Complete address of the 
organization


Date created or updated


Address of the Publisher Date of the publication Repository Name Collect all the appropriate 
information as shown if it is
a book, periodical or 
document


 
Date YOU accessed the site


Copyright date: the most 
recent date listed if it is a 
reprint or revision


Page number Repository Complete address, including 
for a private individual


Collect all the appropriate 
information as shown if it is a 
book, periodical or document


Library catalog number
Page number


For your Research Log
Date acquired Date acquired Date acquired Date acquired Date acquired
Repository Name Repository Name Repository Name Repository Name Repository Name
Repository Address Repository Address Repository Address Repository Address Repository Address
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Recording Data Correctly 
 
For all genealogy forms, both printed and electronic, the following standards should be followed. Also 
follow these standards when extracting, abstracting or transcribing or quoting parts of documents. By 
following these standards, you and everyone using your research will know what you recorded. 
 
1. Dates: spell out the name of the month or use the standard 3 letter abbreviation and the full four digit 
year.  


Ex: 12 Dec 1923 or Dec 12 1923.  


2. Name: Full name, including nicknames, titles or suffixes. Capitalize the Surname.  


Ex: Dr. John William “:Billy” DOE, Jr. or Catharine Caledonia Amanda Josephine SMITH  


If you know that your ancestor had no middle name then you would use “NMI” [no middle initial] or “NMN” 
[no middle name] to indicate that fact. 


Ex: Henry NMI Miller 


Women are known by their maiden names, not their married names. When using a woman’s married 
name it is common to put it in parenthesis after their maiden name. However, most genealogists will not 
enter her name in this manner unless the maiden name is unknown. 


Ex: Matilda Ellen Woodward (Finney) 


If you add “Sr. or Jr.” or “I, II, or III” to a person’s name to differentiate between individuals it is better to 
put those designations in brackets so that readers will know that that individual did not use that 
designation during their lifetime. 


Ex: John Finney [Sr.] 


3. Locations: Enter the complete name of the town or city and the county. You may use the standard two 
letter abbreviation for the state. It is advisable to enter the standard abbreviation for the country in order 
to avoid confusion. If on your chart you indicate that a person was born in “Georgia” could others be 
confused as to whether this person was born in “Georgia, USA” or “Georgia, Russia?” Under this 
guideline, you would enter: “GA, USA” for clarity.  


Ex: New York, New York, New York, USA  


4. Unknown Data:  


Dates: if you know an approximate date then use the abbreviations “ca.” or “abt” If you know that an event 
happened before or after a certain date, then use “bef” or “aft” before the date.  


Ex: “ca. 1850” or “bef 9 January 1892”  


Names: Write all of the name that you know, even if it is just initials or a first name or last name  


Ex: “Nancy….” or “J. M. SMITH”  


Locations: If you know the city and state, but not the county, enter just that information. Leave a blank for 
the county, until you can look it up on a map. Don’t assume that the name of the city, county or state is 
the same today as it was 100 years ago. You will need to verify the name of the location, including city, 
county and state as it existed when your ancestor was there. 
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Ex: “Rockbridge, …..Co., MS” or “…., ……Co, OK”  


5. Gender: There are three genders in genealogy: M = male; F= female and U = unknown. Obviously 
male are “M” and females are “F” but when you are unsure of the gender enter “U” for unknown. 
Individuals may be given names such as Francis or Terry thatcare used for both males and females. You 
may also encounter a situation where you are not sure what the name is and therefore are unsure what 
the gender of the individual is. 


6. Standard Abbreviations: there a number of standard abbreviations used in genealogy. Here are the 
most common ones: 


♦ b.—birthdate 
♦ p.o.b.--place of birth 
♦ m.—date of marriage 
♦ p.o.m.—place of marriage 
♦ d.—date of death 
♦ p.o.d.—place of death 
♦ ca.—circa 
♦ abt.—about 
♦ bef.—before 
♦ bet.—between 
♦ bur.—burial 
♦ p.o.bur.—place of burial 


7. Estimating Dates: You can estimate dates to assist you in your search. Use the abbreviation “ca.” or 
“abt” to indicate that you have estimated the date. Some general rules of thumb are: 


♦ Men generally married around 20-26 years of age; women, around 18 years of age. 
♦ Couples generally had a child within two years of marriage and approximately one every two 


years thereafter. 
♦ Most women did not have children after their late 40s 
♦ Men generally remarried within one to two years after a wife’s death, especially if there were 


young children at home. 


8. Corrections: Spelling and grammar found in documents should not be altered in any way. If your 
ancestor’s name is spelled three different ways in one or more documents or is spelled differently than 
you spell it now, you would record it the way that you found it in the document. 
 
There was no standardization of spelling before the early 1900s and many individuals were not literate 
and did not know how to spell their name, so clerks and census takers wrote the name the way that it 
sounded. 
 
If you are transcribing a document, you would spell and punctuate the document the way that it was 
written, regardless of your desire to “fix” it. 
 
The method for correcting or clarifying information in a document is the way you were taught in your 
English class in school. If a word is spelled differently from our standard use today (and there will be 
many of those instances), then you would place the word “sic” in brackets after the word. This indicates to 
individuals that you copied it exactly as you found it and it is not our standard of spelling. 


 
Ex: “Jerry rote [sic] his parents Saturday last.” 


 
In addition, if you wish to clarify a word you would write the word exactly as you found it and then add the 
clarification in brackets after it. 
 


Ex: “Robert Benjamin Ross Sr. [no document indicates that Benjamin use the name Robert or the 
suffix, ‘Sr.’] was secretary to Gen. Price in the Civil War. Last part of war he was secretary for 
General Stanwaity [Stand Waite was a Cherokee who fought for the Confederacy in Missouri and 
Oklahoma]”. 








       Basic Research Process 
 
   There are five steps to this process: 
 


1. Write down what you know 
2. Decide what you want to learn 
3. Choose a source of information 
4. Learn from your source 
5. Use what you learn 
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How to Make the Five-Step Process Work 
 


Step One: Write down what you know 


This is the 
detail 
required for 
the five step 
process  


This is the 
traditional process 
taught on any 
website or in any 
text. 


1. Collect your data—on the complete family group; everything you know about them—proven 
or unproven 


Begin a 
research 
notebook—
physical or 
electronic. 


2. Organize your data--create a chronology of events or use some other strategy that helps 
you “see” what you know and don’t know about the focus person or family 


3. Determine if the location listed for each event existed at the time of the event 
4. Read histories of the area to be searched 


5. Review maps of the area to be searched—topographical, political; new and old (as near to 
the time of the event as possible) 


6. Determine what records might be available for the time and location you are searching  


Read a guide for records and 
research in the state and county.


Step Two: Decide what you want to learn 
7. Write a research goal 


8. Make a list of steps to get to that goal and identify the sources to be searched—the research 
plan 


Step Three: Choose a source of information 
9. Begin a review of internet resources and local repositories 


10. Make a list of records to review—RECORDS, not internet or published extractions 


11. Obtain records from the appropriate repository—write a letter, order a film, hire a 
professional 


Step Four: Learn from your source 


12. Collect all the data found in the records--on the focus family (this will probably include 
collateral lines) 


Step Five: Use what you learn 


13. Add the data collected to your family records and chronology—computer program or paper 
documents 


14. Analyze your data—What did you learn? What do you still not know? 


Begin Again 


15. Complete steps 3-12—“What do you still not know ?” will generate your next research goal 
and plan. 





