
TASK 3

Sort your digital family history files

Due Mid March meeting



• Keep your file structure simple

• Organise files to what suits you

• A consistent system will be the most helpful to you

• File dated items in reverse – 2024-11-27 followed by identifying 
feature of file, e.g., for a newspaper article: 

 1859-09-29 Empire p8, Public Meeting in Balmain



My folder system is:

• Genealogy > Family Surname > Individuals > Christian name plus 
year of birth

 Genealogy > Individuals > Dempsey > James 1805

Tip: Putting a fullstop before a folder filename places the folder 
at the top of your folders
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