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Artifacts & Documents
using the Binder Method

· Archival Quality Binders

· Archival Non-Glare Sheet Protectors

· Acid-Free Heavy Weight Paper 

· Acid-Free Glue Sticks

· Archival Quality Pens

· Pencil

· Acid-free white labels

1. Print your pedigree chart to be placed in the front of the binder.

2. Make page dividers labeled with the surnames on your pedigree chart.

3. Sort artifacts and documents by major surname.
4. Sort each surname by oldest relative to most recent relative.

5. Sort each within each relative chronologically.

· Artifacts prior to marriage stay with the Maiden Surname.

· Artifacts after marriage go with the Final Surname.

· Documents and artifacts can be photocopied and placed with many surnames.

· Exclude photocopies of entire books that don't completely relate to your family from the binders.

· Transcribe or type out handwritten letters to facilitate future reading.  Keep transcriptions besides or behind the originals.

· Notes ages and dates of photographs; Make a map of large group pictures.

· Add maps of the region at the time of residence.

· Keep all census information at the front of the surname.

· Add labels to letters that contain information about a particular surname.

· Keep folding of documents to a minimum.

Notes - Tips

