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OVERVIEW

* Own your own data (download records you find and save to
your own computer - don’t rely only on your tree in Ancestry)

« Beware of elaborate systems (avoid color coding, elaborate
binders, etc.)

* Every item needs a home (more)

= Create a filing and retrieval system

* You don’t own it if you can’t find it

* Do it once — eliminate rescanning and rearranging
(avoids needless duplication)

* Scanning # Retrieval (need to follow a consistent naming
convention

Every item needs a home

for effective retrieval)

Follow best archival organization ideas

* #1 - be consistent!
* use a “controlled vocabulary” - consistency rules
-- country, state, county, town
-- day, month, year
* consistent punctuation and abbreviations
* be consistent in your data entry and file naming — these are all
part of “controlled vocabulary” and will support your ability to
retrieve items in your filing system

CENBNAIWN~ o o

Street (not St.)
Surnamef rstNameBinth jog Brth centificate
SurnamefirstNameChristen. jog Chnistening record
\rstNameDesth 1pg Deatn Certificate

Surnamef irstNameON Death notice
SurmameFirstNameRecordLR 1pg Low-resclution surrogate

10 SurnamefirstNameObit jog Otituary

11 SumamefirstNamePortratt jpg Thumbnaiis for family tree

12 SumamefirstnameSnapshot. bf Canaid photograph

13 SurnamefirstnamesStudio. uf Formal photograph

14 age.tif Marriage hoense

15 M Wedding
Surnamef rstNamewi tf Wil - Heirship

1
17
18

19 Sped out states
20

Determine your naming conventions
Keep in authority file as a reminder list
Avenue (not A:-;——

Mount (ot Me.)
Saint (not St.)

Authority File

Township (not Twp.)
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SIX-FOLDER FILING SYSTEM

Your Computer/Documents/Genealogy Master Folder
1. Administrative

If you already have a system that
works — keepit!

My new file structure - 2020

OneDrive > MY GENEALOGY STUFF-REORG

I @@Reorg File Info

What'’s Next?
My next file reorganization ...




