Relative Files
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Document and artefact record

Catalogue letters, certificates, medals and heirlooms.

{ Record no. ‘ Item name or type

l { Date recorded ‘ Recorded by l

The item

Description (what it is, what it shows)

p
Date on the item, or estimated ‘ { Place

‘ { Size or dimensions

p
Material (paper, card, metal, fabric)

l { Number of pages or pieces

p
Maker, author or issuer

l { Language or script

Condition

[] Good [] Fair ] Fragile [] Torn [] stained

Where it is now

[] Mould [] Faded [] Insect damage ] Repaired

p
Current owner or custodian

‘ { Contact

p
Where it is stored

How it came to the family (provenance)

p
People named in, or connected to, this item (link them to your tree)

p
Inscriptions and transcription (copy exactly; [?] for unclear words)

Digital file names

Scanned or photographed on ‘ L Resolution

Handling reminders: clean, dry hands. Pencil only near originals. No sticky tape, glue, staples or lamination. Store flat, cool and dry, away
from attics, cellars and direct sunlight. Photograph or scan the item before you do anything else.
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