INSTRUCTIONS FOR POPULATING INDEX OF NUNS TEMPLATE
CFHS welcomes new data for the index. Data supplied should clearly indicate:

· the order(s) and, where appropriate, the specific communities to which it relates.
· the source of the information (e.g. the archives themselves, publications / website information derived from the archives or from other sources, monumental inscriptions)

· the submitter’s contact details (these will not be published)

Data may be supplied in any format  (including hard copy); however most convenient will be in an electronic tabulation (with no merged cells), to eliminate risk of introducing errors when importing into the database. 
Data submissions and any queries about completing the template should be e-mailed to:

 cfhsrecords@tiscali.co.uk, 
If in hard copy format, please address data to:

Mrs Margaret Butler, 6 Wyndcroft Close, Enfield, Middx EN2 7BJ.

The CFHS index / database has the following fields:
	Field Name(s)
	Explanations

	Information Source
	

	Forename(s)
	

	Surname
	

	B-D, B-M, B-Y 
	Day, month and year of birth – 3 fields. (Notes 1 and 2)

	B-Place, B-CCC, B-Country 
	Location of birth (Note 3)

	Father Forename(s)
	

	Father Surname
	

	Mother Forename(s)
	

	Mother Surname 
	i.e. maiden name, if given

	Order / Community
	

	E-D, E-M, E-Y 
	Day, month and year of entry into order / community – 3 fields (Notes 1 and 2)

	Religious Name
	

	P-D, P-M, P-Y 
	Day, month and year of profession – 3 fields (Notes 1 and 2)

	P-Age
	Age at profession (if / as given in archives)

	L-D, L-M, L-Y 
	Day, month and year of leaving order / community – 3 fields (Notes 1, 2 and 4)

	L-Place, L-CCC, L-Country 
	Location on leaving order / community (Notes 3 and 4)

	D-D, D-M, D-Y 
	Day, month and year of death – 3 fields (Notes 1, 2 and 5)

	D-Age
	Age at death

	D-Place, D-CCC, D-Country 
	Place of death (Notes 3 and 5)

	Notes
	Any supplementary or explanatory information


Notes:

1. Days and months are two digit (with a leading zero where applicable). To ensure a leading zero “sticks” first type an apostrophe in the cell into which the number is to be entered.
2. For pre-1752 events with a date between 1st January and 24th March, please try to determine whether the year is given according to the Julian or Gregorian calendar. For clarity please then quote it using both, as is commonly practiced in genealogical circles, e.g. 22 Mar 1691/92. (For those unfamiliar with this distinction, the day before 25th March 1692 was 24th March 1691 in the Julian calendar, and three months or so earlier, 1st January 1691 followed 31st December 1691. However, most pre-1752 records in the current Index were recorded in Catholic Europe, where the Gregorian calendar had been in general use since 1682).  If, as may be likely, you are unable to determine which calendar was in use, please simply enter the year as given.
3. CCC = Chapman County Code for UK and Ireland (refer online if necessary). Country omitted if in the English Province and CCC is given.

4. Leaving may be to join a different community or to return to a secular life. Thus one nun / sister may have several entries.
5. If “D-“ data refers to burial, please indicate this in the “Notes” field.

6. There are cells at the top of the Excel form for the above bulleted information to be entered. Alternatively, if you want to enter data from several different communities on one template form please create an additional column to identify them.

7. PLEASE ENSURE YOU DO NOT MERGE CELLS. This would inhibit uploading your data to the Access database.

8. If the cells do not appear large enough, keep typing! They are formatted to “word wrap.”

THANK YOU. 
