Using DECEASED ESTATE FILES
STEP ONE: You will need an approximate date of death. |

STEP TWQ; There are five (5) series of files:

Duty paid 1887-1898 - (indexed in volumes’
1898-1923 by date)

Z 1880-1923 (indexed on cards

pre-A 1923-1939 " by name)

A 1939-1948 . ” ”

B 1949-1958 ” ”

If you make your list of names in rough date order, it will make it easier to locate files quickly. As you
can see from the above list, you might have to look at more than one index in order to find your file.
Eg. A person who died in 1897 may appear in either the Duty Paid index or the Z Series index. We
suggest that you look in the Z series index first, unless you are certain duty was paid. There may be
three or more volumes of Duty Paid indexes for each year so it is poss1blc that you rmght have to look
at four or five indexes before locating the name you want. -

STEP THREE: Look in the Guide to Deceased Estate Files (on book shelf) for index location numbers-
corresponding to the time period, series and/or alphabetic range. Eg. 19/10679 is the number for the
A Series alphabetic range Bartens - Bee, so if the name of the deceased is Bates and they died in 1945,

this is the number you will want.

STEP FOUR: Fill out a green request slip in this way and give it to the archivist on duty.Eg.

ARCHIVES OFFICE OF NEW SOUTH WALES

REQUEST FOR MATERIAL HELD IN THE STATE ARCHIVES BUILDING

1o n? quatstinny 60 #stracts fram S1a10 81Ehives may be made wilhioul wiilisn permitsitn

Reador's Surname BLOCK LETTERS| firaiiers Signatues Dair Titadars 1icwel No.

DervisH Mo~ 30/4 [ar| 4 qu‘?‘M

Shalf Locatlon . Titte or Description of Archive

IQ//qé‘7? ’.5.661.1‘45 /<?tf6'("11 Seue'a

Tanie Nov. | in inden -
Nol In-

Index

The card or volume indexes will then be retrieved and given to you in the Search Room. They will be
in alphabetical order, so go through them until you find the person you are looking for.

(i) Using the CARD INDEX
a. do not remove cards from the box
b. when you have located the card you require, write the number from the top right hand corner

of the card on a green request slip with the name of the deceased. Bear in mind that the
number may have either a Z,pre-A, A or B prefix, so please make sure you write down the

whole file number or: the slip.



(ii) Using the VOLUME INDEX

Locate the name of the deceased and write the duty paid date, with the name of the person
on a green slip. )
S

TEP FIVE: Once again, look in the Guide to Deceased Estate Files for the file location number
corresponding to the series, file number or duty paid date. Complete your green request as shown and
hand in at the desk.

ARCHIVES OFFICE OF NEW SOUTH WALES

eate nute that

REQUEST FOR MATERIAL HELD IN THE STATE ARCHIVES BUILDING

nu pubiIceIIun ol Quulall

Readery Surnane BLOCK LETTERS Reader's Signature - Dl-lt - :?::;‘:_:I;WNT'
DERVISH DB Bofu /M 2199994
20[16a | Smint Duty paict cite Ifiofigeo

x® |

Ro[403b

James 4/190‘7'7 [———

Not in
inden

STEP SIX: The correct files will then be located and given out to you in the Search Room.

N.B. If you are unable to find your file in the above indexes, we also have indexes to the Intestate
Estate and the Public Trustee estates. One of our archivists will help you to locate these indexes.
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