RULES OF THUMB 
  (Updated Oct.  2008 - Page 1 of 2 pages)
Handout 10
1. Do not type all Caps. Instead, set preferences to automatically capitalize surnames in reports.                  

2. Do not put descriptions or titles in name field, such as: boy, girl, son, daughter, baby, child, stillborn, Miss, Mr., Dr., Reverend, farmer, and twin. There is a place for such words in other edit fields. (Exception:  Mrs. William Arthur /Smith/ and Mrs. Mary /Smith/ as shown below.*)
3. Proper examples for the name field are shown below.  The last name only is between the slashes.
· Last name unknown:  Robert // 
· First name unknown, do not put anything in first name spot:  /Smith/ 
· Unknown name of child - use last name only and choose sex, if known: /Smith/ 
· Wife’s maiden name unknown: *Mrs. Mary /Smith/ (Use husband’s last name)

· Wife’s name unknown = *Mrs. William Arthur /Smith/ is acceptable as a last resort.
· The Jr and II are put after the slash: Joseph /Smith/ Jr, or Joseph /Smith/ II 
· Do not use parenthesis - William (Bill) - in name field. Instead, type William or Bill 
· Do not use quotes! James B /Jones/ is shown correctly if the B stands alone.  
· Show varied spellings of a last name between slashes as: Jim /Smith or Smyth/. 

· A double last name is shown between slashes as such: Olivia /Newton-John/ 
4. Did you find more than one date?  Save both dates as follows until you know which one is the correct date as in: 14 or 16 Jul 1822, 2 Feb 1839 or 1840, 1878 or 1888 
5. Exact birth date unknown - A “guess-date” helps you to look in the right time period when searching for that person: abt 1840 , bef 1840, aft 1840, est 1840 or  from 1840 to 1850.      

6. The christening date is valuable when you don’t have the actual birth date. If born LDS, leave christening date blank. The LDS blessing date is not a christening date.  
7. Do not type in the word County or Co. The commas indicate which place is the county.

8. Put comma, space in place of unknown city: , Burke, Pennsylvania, USA 
9. Put comma, space in place of unknown county: Henderson, , North Carolina, USA.
10. Children who died before age 8 do not need baptism and endowment.  Put Infant or child in baptism and endowment date fields. They do need to be sealed to their parents.

11.  Key words for death date (if unknown): Dead, Deceased, Child, Infant, or Stillborn.

12. If a child is Stillborn, put Stillborn in Baptism, Endowment, and Seal to Parents fields. (Exception: in Europe, a child may be listed as Stillborn, yet lived a while and should be sealed to parents. Europeans avoided being taxed on each registered child’s name by listing it as stillborn when it died soon after birth.)

13. If the ordinance is completed, but date is unknown, type done until you can find the date.
14. You can take a Family Group Sheet to the temple if you are a child or a parent on that sheet. 
15. The IGI does not show any work for the living. Privacy laws prevent this.
16. If the endowment and sealing is done but there is no baptism date, do not do the baptism again, because it was already done even though the date does not show (type Done) 
17. Following are acceptable approximations, but use only as a last resort:

(1) A husband was married at age 25.
(2) A wife was married at age 21
(3) A first child was born when the mother was age 22
(4) Subsequent children are born every two years
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18. A Deceased woman may be sealed to all her husbands if the family desires.  If she was sealed in life, all the husbands must also be deceased before any additional sealing may be performed.

19. If a sealing should not occur, type DNS (do not seal) in the Sealing date field; if a sealing was performed in life and then cancelled, type CAN in Sealing date field.

20. Always import a new GEDCOM into an empty file, and then clean it up before adding it to your family file that is already cleaned

21.  Clear only a number of names for ordinances that can be done within 2-3 months. Check the IGI again before going to the temple.  (Temple Guidelines for Submitting Names) 
22. Do not submit names of people who lived before 1500 for temple work. In all probability, those names have already been extracted and the work performed. If you still desire to do so, those names must be submitted to the FH Dept, Medieval Families Unit.  (Temple Guidelines for Submitting Names)
23. Do not submit names that have the words, sub, submitted, cleared, or in progress!  These words and phrases mean that the work is either done or is in progress. (You can track it by typing Cleared, and the date you first saw it, then wait a year.  If still not done within a year, you can choose to delete the words and then clear the name to be done.)
24. Names should not be submitted unless they are your own ancestors. Names of non-related and non-lineage-linked groups should not be submitted for temple ordinance work, including personal extraction projects. (Temple Guidelines for Submitting Names)
25. Exception: when a family relationship is probable but cannot be verified because records are inadequate, the names of these persons may also be submitted for temple work.  In many cases these include persons of the same surname as the member’s ancestor who resided in the same geographic area. (Temple Guidelines for Submitting Names)
Right of Precedence
For 95 years from date of birth the closest living relative has the right to do the temple work, or serve as proxy, or to keep the ordinances from being done.  These rights belong to the closest living relative in this order: Undivorced spouse, child, father or mother, and then brother or sister.  If a member wishes to submit the name of a deceased relative who was born in the last 95 years, he is to obtain verbal approval from the person who has the first right of precedence before submitting the name. If a second undivorced wife is still living, she must give her signed consent for the sealing.  (Information obtained from Temple Sealing Department)
1 year rule
An individual must be deceased for 1 year before ordinances can be done. Some exceptions do exist.

110 year rule
 A death date is required if an individual was born within the last 110 years. If death date is unknown but you know the person is dead, put Dead. This way the name will clear for the temple ordinances.  
95 year rule
If a marriage took place in the last 95 years, a death date for both husband and wife is required before they can be sealed as husband and wife.
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