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Genealogists cannot uncritically rely on software to produce clear, 
accurate, and coherent reports. To meet the standards one must write, 
rewrite, edit, and proofread. 
 
 

I. It Takes a Human to PREPARE. 
A. Audience  
B. Purpose 
C. Subject: Who, What, Where, When, How and Why 
D. Outline—The Architect and the Blueprint  

1. Introduction 
a) Set the context. 
b) Explain why the topic is important. 
c) State the premise. 

2. Body 
a) Build the points. 
b) Develop the ideas and arguments. 
c) Support your main claim. 

3. Conclusion  
a) Restate the main ideas and arguments. 
b) Restate the premise. 
 

II. It Takes a Human to WRITE. 
A. Narrative—The Contractor  

1. Laying the foundation 
a) Tell a story.  
b) Answer the “whys” and the “hows”. 

2. Let it flow. 
a) Write naturally. 
b) Keep it simple. 
c) Be clear. 
d) Keep facts and opinions separate. 
e) Attach footnotes to each fact.  

3. Organize from general to specific. 
B. PROOFREAD 

 



III. It Takes a Human to REVISE and REWRITE. 
A.  Composition—Framing, walls, floors, doors, windows 

1. Manuscript 
a) Reorder. 
b) Cut. 
c) Paste. 
d) Refocus. 

2. Paragraphs 
a) Topic or lead sentence 
b) Organized and Coherent Composition: Does the 

writing flow? 
c) Do the facts support the conclusions? 

3. Sentences 
a) No fragments 
b) Grammar: verb tense 
c) Use of Pronouns 
d) Punctuation 
e) Active, strong voice 
f) Avoid clichés and colloquialisms 

4. Words 
a) Misused 
b) Misspelled 
c) No contractions 
d) Abbreviations, use very sparingly 

B. PROOFREAD 
 

IV. It Takes a Human to EDIT.  
A. Standards—Building codes 

1. Consistency 
2. Concise   
3. BCG Standards Manual    
4. Citation formats (Mills, Evidence) 
5. Numbering systems (Curran, Numbering Your Genealogy) 

B. Tools of editing 
1. Dictionary 
2. Chicago Manual of Style 
3. Style Sheet 

a) Dates: Day-Month-Year; no apostrophe for decades 
or centuries (1920s, 1860s) 

b) Places: do not abbreviate; use the proper 
geographical designation for the time period  

4. Checklist 
a) Active voice 
b) Clarity 
c) Separating theory and analysis 
d) Spell Check – beware; Typographical Errors  



C. PROOFREAD 
 

V. It Takes a Human to PROOFREAD. 
A. Put it aside. 
B. Find a persnickety outside party. 
 

VI. It Takes a Human 
A. Humans are smarter than a computer. 
B. Computer programs are indispensable tools. 
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