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Today’s Objectives

Gaining control of your research and
papers

Arrangement and description of your
materials

Preservation basics - a final reminder
Donating your collection

Why organize?

Long term preservation of
your papers and family
treasures

Achieve your goals

* Helping solve brick walls

* Focusing your genealogical research

* Writing a book

* Donating to a repository

* Giving to the next generation

* Downsizing

* Ensuring your papers’ survival
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Gain control of what you have

v Intellectual Control
o Know what you have

v’ Physical Control
o Knowing where to find it

Identify and Organize

o
Moving from Survey to
. o
Organization
Survey Organization
. Famlly surname 1 *  Genealogical material
. . ~ Family group sheets, charts
— Genealogical material - @]
— Documents handuwritten)
_ Written material ~  General genealogical research (notes, etc.)
— Photos Written material
— Memorabilia —  Letters/correspondence
—  Diaries/Journals
* Family surname 2 + Documents
—  Vital records (certificates of birth, marriage,
* General material for death)
multiple families © st
— Written material * Memorabilia
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Refine Your Classification Scheme

Top Level

* A good arrangement groups
like items together, so you
don’t have to look in several
places for closely related
items

* By Surname

* By Family Line
— Many genealt}gists begin b
starting with four ancestr.
lines—one for each of their
grandparents

Second Level
* By Individual

* By Couple or Family

* By Event

— All papers related to a
specific event type (i.e.
birth, marriage, census,
etc.) are filed together

10

* By Material Type
— Genealogical material
— Documents
— Written material
— Photos
— Memorabilia

Additional Refinements

* By Location:

— Country, state, county, or
town to reflect your
ancestor's migration

* By Record Type:

— Vitals

— Church and cemetery
— Census

— Military

— Land

— Probate

11

Arrangement
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Arrangement vs. Description

Arrangement Description
* Analyzing materials to see: * Laying out and explaining the
— Who or what created them arrangement
= Wi Zr ostherice * Describing what the materials are
et and where to look to find them
— What they document
— When they were created * For archives: sharing the
knowledge of this collection with
* Using this analysis to organize others

materials within a collection

13

(2}
7
Tip

There is no one best

arrangement scheme

Some Organization Schemes
¢ Alphabetically

o Organize multiple surnames

* Chronologically
o Correspondence

o Diaries and journals
o Military records

* Organize by individual
o Arrange by generation

15
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2 o
Tip

Keep it Simple!

What do Archivists do?

Intellectual arrangement terms

Smith Family Papers (Collection)

Smith Family (Sub-group)

Correspondence (Subseries)

Letters 1900-1909 (File)

Letter to Jane Smith, August 17, 1903 (Ttem)

GUIDE
. TO THE
Collection ===
Sub -group. HARDINGE FAMILY
\ ORGANIZATION COLLECTION
Submprocy 1 AT THE
: NEW ENGLAND
Serles HISTORIC GENEALOGICAL SOCIETY
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b group . Bumstead family
/V eries A. Genealogy
Genealogical notes. 1561-1904 18421911 i i1
Genealogical 15951908 | GALS FI
Sllb-gl’OllP anicls. Sarah A L Genealogical account of 1895 Tv.(98p) 3 1
the first sefflers of the Bumstead's in N.
England N. America from the first to the tenth
eneration 1640-1895
Bumsiead genealogy from the 7" 10 the 10~ 1v. ([50) 0 1
senerstion )
Bumstead genealogy (draft) 1v. ([23] 5 1
p)
Plan of estate of Sarah Bumstead, Nos 409, 1869 Apnl 16 | 1 broadside 6 1
411 & 413 on Washingion Street to be sold a1
Public aucts da
Notes conceming Jeremiah Bumstead and his T97p. 7 T
diary with entries from 1722:1727
. Newspaper clippings of obituaries [EENTIH Glp 5 1
Series i
Serics B. Jostah Bumstead (1770-1859)
Letter by Josiah Bumstead from Boston fo a 1787 December | 1 ALS. [4] 9 1
d de his conversion 2 P
Letter by S.K. Upham from Sacramento City 1850 May-July | 2ALS. [4] 10 1
29 May 1850; Letter by Joln Bigler from P
acramento City 12 July 1850 both conceming
the death of Edmund Bumstead
Lefters from Sarah (Bumstead) Fardinge TS |SALS. S| 11 | 1
g written at Seguin, Texas dated 14 October P
Files mmmms || s 0 ittt
Will of Josiah Bumstead, 1853 and probate 1853-1899 22]p. 29 20
(handuriien [iegal size]

Item === yetter from Sarah (Bumstead) Hardinge, 6 December 1854

19

Granularity

Hardinge Fam
Collection

Vs. Bumstead Family [SRv5

(Sub-group)

Hardinge (File)

20

Collections at American Ancestors

* Fall into two general categories
— Genealogical research collections

* Direct line with some related families
* Families of a specific geographic area
* Major surname studies — beyond the direct line

— Family papers
* Contain original papers related to lives of a specific

family or multiple family lines
* Can include some genealogy

* Papers of one individual

21
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Key to organizing genealogical
research papers:

Present your data then

present your evidence

(from Tim Salls’article , Preparing Collections for Donation to
NEHGS, Vol. 14, No. 3, Summer 2013)

Organizing tips

* Place family charts, group sheets and compiled
genealogies at the beginning of each family group

* Possible arrangement:
— Major Surname(s)
« Allied or other related families
— Records, documents, notes
— Research tips/research logs
— Other miscellaneous items
* Graphics and ephemera

23

Genealogical Research

| Hiran

24
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Use plastic sleeves

* No! to bad plastic
— Made of PVC
— Emits off-gases

* Yes! to good plastic

— Polyethylene
— Polypropylene

— Polyester

25
Example from our Archives:
Wayne Charles Hart Papers,
Mss 307
=
-
26

Organizing by
Families
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Organizing by families

* Organize your papers by surnames

* Keep compiled genealogies, family charts, etc. with
surname

* Within those surnames, organize by individual family
members. Within individual family members
groupings (series):

— If few files, order chronologically
— If many, organize by format and/or function (subseries)

¢ Miscellaneous or other families

28

Tip

Married women:

Doesn’t matter, just
keep consistent!

Possible arrangement

Family surname
(Sub-group)
al member Individual member Individual member
(Series) (Series) (Series)

Genealogical
‘materials

(Series)

30
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Fatth Adams Grictim Famly Papers fre

ORGANIZATION

Organization
of the Faith
Adams Griefen
Family Papers

31

P Fialy Ppar

ORGANIZATION

Organization ... .

Series A Comespondence
Sextes B. Documents

of the Pulsifer ..o

Senies A, Comespondenc

Series B. Documents

Family Papers - oo

¥ ponsence
Series B. Documsenss —

Sub-group V. John Stamwood Pulsifer (1795-1566)
e pondence

Series B. Documcats

Series € New York —
Series D, Avbaot alphabet

Series E. Semons 20 orations

Seses F Jourmal ind mesorinds

Series G Surveys

Sub-group VI Miscellaneous docusments

32

The Three Fs

¢ Families

¢ Formats

¢ Functions

33
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Formats and
Functions

Organization of the Harold and
Romayne Goldberg Papers

Arrangement
The collection is arranged into six series, as follows:

Series I: Newspapers Clippings, undated, 1946-1971
Series II: Correspondence, 1948-1967

Series III: Publications and Certificates, 1947-1965
Series IV: Photographs, undated, 1950-1961
Series V: Scrapbooks, 1933-1949

Series VI: Oversized, 1948-1965

35

Organization of the
Charles Ewer Papers

Chasles Ewer Papers Mss 81

ORGANIZATION

Sub-group . Genealogical papers
Sub-group II. Personal papers
Sub-group L. Business papers

36
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Organization of the
Fearing Family Papers

Fearung Fasualy Papere Mes 556

ORGANIZATION

Sub-group 1. Fearing family

s Fearing (1715-1785)
wkes Fearing (1750-1826)

Series D. Chloe Fearing (1768-1864)
Shubal Fearing (
David Fearing (1
William Fearing
Series H. William Burr
Series I Leah L. Fearing (1827+1923)

Sub-group II. Related families
seri

Sub-group 1L Miscellaneous items
Sub-group IV. Graphics

37

Arrangement:
Physical

Physical Arrangement

* Physically organize within files?
— Arrange letters from Sarah Hardinge in chronological order?
— Birthday cards alphabetically by sender?

* Physically organize your files by smaller units (series, subseries)
— Genealogical material first (if applicable)
— Alphabetically?
— Chronologically?

* Physically arrange your larger units (sub-groups, series)
— Genealogical material first (if applicable)
— Chronologically?
— Alphabetically?
— Most represented to least represented?

39
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Description

Inventory

Inventory

41

Guide to the Papers of the Milontaler Family, undated, 1880-1992
(bulk 1924-1962)

*p-553

Note!

Finding ‘
Aid

42

©American Ancestors, AmericanAncestors.org; produced by The Brue Family Learning Center 14



Preserving Your Family History Research: Documents, Bound Volumes, & Photographs 2/7/2025

Tip
Don't get bogged
down with description

Step #2
Preserve

The two extremes

45
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Why Archival Supplies?

* Provides a stable
environment for materials

* Prioritize your needs
— Can't afford?
— Use present enclosures
but monitor for
possible deterioration

* Acid-free, lignin-free
— Buffered vs. Unbuffered
storage materials Special Collections at American Ancestors

46

More preservation tips

* Try not to crowd papers

* Make sure items fit
enclosures

* Store papers in archival
quality materials

* Remove fasteners such
as paper clips, staples,
pins, etc.

47

Donating Your
Collection
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Records of historical value

*  Genealogical research
— Family group sheets, charts
— Compiled genealogies, narratives

+ Vital records (originals and copies)

* Journals, diaries, ledgers

*  Correspondence, cards, invitations

*  Deeds, estate papers
*  Bibles with family records

*  Educational and military records

*  Scrapbooks, autograph books
*  Photographs, photo albums

*  Business records

49

Why donate?

* Long term preservation

* Environmentally-
controlled environment

* Research access to your
papers/photographs

50

Things to consider

* Where do you want to
donate?
— Local historical society
— Museum

— Research library and
archive

— University/College

* Once you have identified
aplace
— Contact repository
— Look at their website e

51
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Donating papers and photographs

» What does the archive or library collect? What is their
mission?

* Other Questions/Concerns to consider
— Who will have access?
— Restrictions on access?

— Do I have to donate money
for the care of the collection?

2/7/2025

— Copyright ] y
— Monetary appraisal g ; b
— Born digital media Using manuscripts at American Ancestors

52

Also consider

‘What happens to my materials once they are donated?
What is the process?

&

[

How long will it take? Do you have a large backlog?

Will my collection be digitized and put online?

° Who staffs the organization - volunteers or
S5 professionally trained individuals?

53

Questions to ask

* Do I need to re-organize or remove anything prior to
donation?

¢ Who will have access?
* Restrictions on access?

* Do I have to donate money for the care of the
collection?

» Copyright

* Monetary appraisal for tax purposes?

54
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Steps to take

* Prepare a simple list or
inventory

Identify photographs
whenever possible.
Include dates and places if
known.

* Provide a biography of the
person or family who

created the records.

55

Donating Personal Digital Records
* Create a summary description of the files (with your inventory)

* Create intelligent file names that include date, location, and
context

* Remove inappropriate material (ask yourself: do you want other
people to see this image/document/video)

* Use open formats (PDE, TIFE, JPEG)

* For family trees/narrative reports/group sheets:
provide these as PDFs

* Do not give files that are proprietary to the genealogical
are

* GEDCOM files are acceptable- but not preferable.

56

Donation Process

1. Contact institution
2. Appraisal of materials

3. Deed of gift

— Transfers ownership and title of the donated
material from the Donor to the Archives

— Form signed by Donor
— Copy of form given to Donor
— Deed of Gift filed in Archives

4. Acknowledgement letter

57
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Donation Process at
American Ancestors

Special Collections

...to acquire, describe, maintain and provide access
to rare books, manuscript and archival resources.

Judy Lucey Fitch Henry Shalley Marshall
Special Collections Manager Digital Archivist Assistant Archivist

59

What we do

* Acquire, process, catalog, preserve, assist, and
promote the use of manuscript and archival
materials.

* Digital Collections

¢ Reference
¢ Outreach

* Exhibits

¢ Other activities ...

60
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Collection Strengths
* Early New England "
families ‘
— Many Mayflower lineages Clatisy fs 1 Sonity
— 18th century Massachusetts Y ,/ v (s

Conhitit (/’ Dawisl Y. rans

* Local History : -

* Church and cemetery
records

Genealogical research ity
ea . se75-)

e
apers Tl gk Csmsceonchtsco v (/8507 5
pap O S

61

We still want these!!!

= =

62

What we really want

[P RSA—————

Y A Ll bl A Bt oy,
eIk fors it i i E P2kt
- - P

63

©American Ancestors, AmericanAncestors.org; produced by The Brue Family Learning Center 21



Preserving Your Family History Research: Documents, Bound Volumes, & Photographs 2/7/2025

Providing Access

Description

Finding Aids Catalog records

65

Extensive scope and content note

66
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memoraDila, and DI that Gocument Harlones eguCaton at (e Jocob Tome
Instute (Port Deposi. Maryland) and Cornell Unversty. There s 2 photo aloum
With Images taken while Harlowe was a student at Cornell University. an oficer in
he milkary during World War |, and during some family vacations. The it three
volumes of his diry were written at ages nine., eleven, and fourteen. The volume
covering 19171918 was written while he served In the army. Hi correspondence
conSISt of eleven letters written to him from his father and some business letters
Correspondence of Harlowe also includes 274 leters written to his mother, thirteen
o hisfather, and two leters written o his grandmother. The frt three volumes of
i diary were wrtten at age= nine. eleven, and fourtzen. The volume covering 1917-
1518 was wren while he served i the srmy. The Hardinge Company <
represented n the collection by  record book of accounts (18511852, newspaper
Clipings, company publicatons, and notes,crawings, and phatographs of Hardinge
Company mills, There s aiso  typescrip corporat history caled Hardinge Fistory
18771977

GteAs:  Hardinge famiy collection Mss 1050, & Stanton Avery Specil Colections, New
England Historic Genealogical Socity.

Note  Sarah Ann Hardinge Family Papers; Amion Carter Museu; Fort Worth, T
Sarai Ann Lile (umstead) (Hardinge) Daniels b 23 Misrch 1526 Boston
Massachusetts d 3 October 1913 Boston, Massachusetts: m (1) 24 November 1851
George Hardinge: m (2) 11 May 1875 Rev. Harrison Daniels (1814-1882). George and
Sarah Hardinge Ived in Seguin and sutherland Springs, Texas to claim land granted
0 her brother. Unsuccessful, the family returned to Boston. George Hardinge
abandone the farmiy. Sarah and her three sons moved to Phiadelphia (1561,
Srooklyn (1863). and Buffalo (1870)In 1565, Sarah recened 3 US patent for her
Invention of Pearleta PIctures, a phoToEraph fiishing process that resembled
paintings on ory.
Harry Wiliams Hardinge (1655-1543) b 30 September 1855 n San Antonio, Texas; d
15 September 1943;m 12 November 1889 Denver, Col. o Bertha M. Wison. Hal
attended night schoal t the Frankiin Intitte in Phladelphia (1876-1875) and
Eraduated from Colorado School of Mines n 1883. He worked s  prospector, mine
: and [ anager and mining

engineer (1890) at rkansas valley Smelting Company (Leadvile, Colo) & Aspen
Smelting Company: constucted and operatd the Crpgle Creek Ore Sampiing

Works: founded the Hardinge Conical Mill Company (1511);and investigated /

reported o the potential value of /d. ron. diamond, nickel and siver mines

throughout the world.Hal eld Us. patents on more than sixy inventions ncluding

the telthermoscope and fre-camp detector for oal g25 n mines. He was aviarded

the John Scott Medal by the Franklin Institute of Philadelphia (1915), Longstreth

Medsl (1927), and the James Douglas Gold Medal (1538),

Hiarowe Templer Hardinge (184-1954).  Corel Universiy gracuste served in the

Signal Corps during World War I Harlowe was Vice President and General Manger

(19231539 and president (1935-1565) o Hardinge Campany. In. He received U

patents for more than seventy.fve Inventions and as honored with the Richards

2/7/2025

Subject gumstea,Josan, 1770-1855.
Bumstead, Mary Greenough Andrews, 1778-1864,
Daniels, Harrson, 1814-1884,
Daniels, Sarah Bumstead Hardinge, 18241913,
Fancher, Mary . 1848
Hardinge, Edward Bumstead, 1852-1872.
Hardinge, George Francis, 1854-1916
Hardinge, Harry Wiliams, 18551543,
Hardinge, Bertha Wikon, 1869-1965.
Hardinge, Harlowe Templer, 1894-1984.
Bumstead family.
Daniels famil.
Harding famiy.
Aspen Smelting Company.
Comell University — Students.
Hardinge Conical il Company.
Jacob Tome Instiute - Students.
United Sates. Army. ignal Corps.

Corporations ~ History.
Consolidation and merger of corporations.
Desertion and non-support.
Mines and mineral resources.
Ores — Sampling and estimaion.
Photographs - Patents.
Prospecting
Sermons
Women painters.
Women inventors.

Genre  Autograph albums.

Bible records,
Diares,
Photographs

Added Author  Daniels, Harrison, 1814-1884.
Daniel, Sarah Bumstead Hardinge, 18241913,

68

Digital Collections

€2 AmericanAncestors o ver v M

Digital Eies

About Our Dihal bary & Archves.

£ American Ancestors R Jevii ertage center

69
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Digital Collections

70

Goal: To serve you!

71

Contact Us

* Judy Lucey, Special Collections Manager

* judylucey@americanancestors.org

* 617-226-1223

72
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QUESTIONS?

Let’s Organize a

Collection at

American Ancestors

Papers of Idella Sophia Hewes
Horsefield (1915-1985)

* Mix of genealogical research and family papers

* Daughter of Charles Frederick and Harriette
(Kent) Hewes of Norfolk, Mass.

* Married George E. Horsefield in 1939, resided in
Cohasset, Mass.

* Her papers were donated to us in 2011

75
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My observations

* Idella focused on her paternal ancestry

* Family papers and items belonged to male
ancestors

* Suggests her father had some family items and
passed them down to Idella

76

Let’s review my survey worksheet

77

| have started to sort
materials into piles

©American Ancestors, AmericanAncestors.org; produced by The Brue Family Learning Center
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Let’s review the
genealogical papers
first...

Emmons Family Records

80

“Samuel Emmons, grandson of
Thomas the immigrant”

Legal size
document

81
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Handwritten and Typed Family
Genealogies

Fuller
Hewes
Rogers
Sheldon
Olney
Swann

82

Questions

* What arrangement scheme should we consider?

* We are going to use folders for this collection:

— Should we place all the genealogy papers in one
folder?

— Or separate further? How would you do so?

83

Jones family bible: Mary Amelia
Hewes married Amos Jones

Who is Mary
Amelia Hewes?

84
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Hewes Family Bible
Records

— W

HOLY BIBLE,

OLD AND NEW TESTAMENTS, * |

85

Organizing the
Genealogies

Family Papers
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Papers of Charles F. Hewes
1858-1925

Military records:

¢ Marksmen
certificates

« Military
Commission
(Troop H, 8
Calvary
Regiment)
on
parchment
paper

88

Papers of Charles F. Hewes

——

Soldiers Hand-
Book

89

Organizing Charles’
Papers

Next Steps?
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Questions

* What arrangement scheme should we consider?

— Should we place all his papers together in one or
two folders?

— Or separate further? What would you do with his
marriage certificate?

91

Papers Belonging to Idella

* Birth certificate

* Copy of death record

* Report card 1925-1926

* DAR certificate

* DAR Pin

* Gen. research, her paternal
ancestry

+ Diploma from Wheclock
College

92

How would you
organize Idella’s

papers?
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Organizing Idella’s Papers

+  Birth certificate

+ Copy of death record

* Report card 1925-1926

* DAR certificate

* DARPin

* Gen. research, her paternal
ancestry

+ Diploma from Wheelock
College

94

What supplies will we
need?

Supplies | Will Need

* Hollinger box(es)

* Folders

» Envelopes for small
items

96
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Who does this belong
to?

1854 Pocket Diary

98

“Scrapbook”

99
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Loose Documents From Scrapbook

100

Questions

 Scrapbook conservation issues. What to do?

* Would you keep loose papers in scrapbook?

* Pocket diary belongs to Rev. William Hewes
(1808-1890), Charles’ father.

* Scrapbook belongs to William Orville Hewes
(1848-1909), Charles’ brother

101

Label:
Hewes, William Orville (1848-1909)
“ Scrapbook, ‘! 862-1864

Store scrapbook spine down I L R e
in folder

Loose items in separate
folder, keep with

scrapbook in same box,
file cabinet drawer, etc.

102

©American Ancestors, AmericanAncestors.org; produced by The Brue Family Learning Center 34



2/7/2025

Preserving Your Family History Research: Documents, Bound Volumes, & Photographs

Cannot determine what these items

are nor who thex beloni) to

103

How should we

classify these items?

104

105
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Lithograph

A

N

106

Unidentified Photos

107

Storage Options
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Bonus question:
Overall,
what arrangement

scheme should we use
for the entire
collection?
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Finding aid to Idella Horsefield Papers
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Organized and ready to use!
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QUESTIONS?
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THANK YOU!

AmericanAncestors.org/Education
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