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Introduction
i

Emvioyees of the Research Department are encaged in the
conduct| af experimental work which is of great importance to
the Company. |Its importance cannot always be adeguately
judged at the time the Wwork is done. For this reason it is
essential that all experimental work be recorded in bound note-

oy ¥4

bocks, following procedures which will protect the Company's
interests. T

Purposes

There are Vo ma*nlpu“nase/fibr Resgearch notebooks:

1. To provide 2 clear ,ﬁcéud of the concevtion of
ideas and experime development of those ideas
which will provide | and basis for patent pros-
ecution 1f the 1 are patentably novel.

2. To provide a clealr|and aeYmanent record of the im-
portant datails of exwe*lmenfﬁizgiik so that Research
employees 1in the future ca eternine what was done
and the resulits cobitzined lf\ hey aFe interested in

doing similar work. With a 'well-Xept record, dup-
lication of effort can be avgiaeasxﬂ the future, even
if the original experiment is n tjafﬁilable for
guestioning, %fk

Procecdursas

Each exempt Ressarch emmlovee who conducis|experiments,
or directs non-exempt employses in conducting pkper; X
expected to keep a notebook in wnich the cetall
of his experiments are recorded. Enough narrative
included in the record to enable anyone skilled i
find out what was dons without having to guestion
menter.

Procedures for the use ¢of Research notebooks
lows:

Ngtebcoks ' : {T
l H

Technical bound notebooks, §~1,/2" x» 11" in size, sh
be used, and may be preocured from the designated ?
custodian.
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£rliies

]
T
Noiebomk entries shall be in strict aceordance with the

general Rules Ior entries appearing thersin, and the
following im ~detailed instructlions:

L.

All entries shall be legibly written in waterproof
ink. atandan generally~accepted nomenclature

should be empLio pigyed.

All entries in a given notebock shall ordinarily
pertain) g ngle gmne?al topic of research, and
shall be made ik CRr onDng1cal crder from the first
to the last page. JHO eyer it may sometlmes prove
desirable to divig ﬁéotebaak into secticns to
recard sniries co ny several different and un=-
related topics th q/é being worked on concurrently
or intermittently SV e experimenter. In that case,
the title of each|section and the page number on
which i% hegling, ;5L‘A\%§ entaved on the index vage
concurrently with the estabgi ﬁy of the secticn.

.

- - . fod (’ -~ 4
Bach section is thereafter freated |as a separate
notebook.

\
, e
Blank spaces should be ﬂllmlnatén\ Whew an entry
does not f£ill a page, the et suc ng entry on
the same subject matter may\aagin () £ same page,
with no space bstween the tw I1E71t) is preferred
t¢ start a new page for the next enty any blank

space on the preceding page should bel ruled cut, so
that it would be virtually impossible| o add
thing to that entry at a later date.

The top of sach noteboock page should cle
what subject matter the entries cn the p
to. It is not reguired to repeat the s
heading if it covers several consecutive‘f
However, 1f it becomes necessary to contis
ject on a non~-consecutive page, notations &
"continued on page ¢ and "continued from DEge -
“ should be made’

y stat
relats
¢t matter
ges.

The author {and the experimenter, if he is not the
avthor}) should sign and date sach notebook pace
after each independent entrv is made. Each note-
book page should alsc be read, signed, and dated
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cordad, Hot whn ig naither an inventor nor & co-

by a witness who understands the subject matter
&

inventor of any new concept that 1s Ziscusszd on
lthat page. The witness should preferably sign on
the same day as the author or, if this is not vos~

54 as soon thereafter as may be feasible. In
the ggsajzf;igﬂtiple entries on a single pags, the
signature dates should appear immediately fol-

lowing jach entry. There should be no writing below
the lasit]signatures and dates entered on a pags.

Read and ;n;erstood By: - Date

€. The bound ngtebook is tg be preserved intact. In
no case _shguld an;]uagg #r part of a page be removed.

7. No erasures are toibé/made in the notebook. Any
corrections or chawie§ should be made by crossing
out the incorrect gﬁ%i\, but leaving it legible.

8. 7The same rules asg to sigRing, dating and witnessing
ars to be followed when\ixe 9;igi§al notes are re-
corded on loose sheets, ] farms othe

r

Coding of Samples

Samples should be coded by ma*Kﬂng tham) with the technical
notebhook number and page numbeﬁ i whﬂ tﬁe samole 13

first described. If more than o is referred to
on one page, they mav he GnglnghlshPE bj suffix letters,
such as "250-18a", "250-16B". These would| refer to note~-

book No. 250, page 18, samples A and B.

Inserts

The use of inserts should be kept to a minim
any material which forms an important part o
of the progress of experimental work should
attached to the notebook by gluing or stapli
to a notebook page. Materials left loose, put\in
transparent tape, or inserted in an envelope in e no
book, are not considered part of the notebook and are
therefore not a part of the legal record of the experi
described. If material is inserted in the notebook,
herence to the following instructions will simplify the
microfilming of the records:

However,
fehe record
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It is preferaple to attacn and Iolid insert materi&:
=0 that it covers only the space on a single page
between the subject and the signature. The page
number and subject should not be obscured by the

., nor should the space for signature and wit-

res -y CT;;zgzggater ial should be fastened with
stapleg grted securely. To form a part of this
permandnk record, written inserts should be done in

waterprogi:izig Writing should appear on only one
side of i rt

-

If writiing underneath the insert is desirable, the
insert |stoulI®T he (frstened only along the outside
edge of*f—hr‘mte!':izglx /yhen the insert is unfolded,
no part of the w lngfon the page should be ob-
scured. 1€ thaje b(ﬂO writing under the insert,
the stztement "n ru lng undernesath" should appear
ornn the page belo mnsert.

Drawings and Sketchaq

All drawings and sketches snou“a De i natlaled by the
draftsman and signed and dated by *h;iandLVLdual reguest-

ing the drawing.

S*gg tures

<,
.\'

Except in extraordinary 31rcum§}§ncss)/ngabook entries
should be made by the sxperinente d ngt| by any other
party. When necessarv, another party may Rcoct ag recorder
for the experimenter, but the entry must |sp indicate and

must be read, approved, and persconally signed 3
by the actual experimenter.

"Aotive" wversus "Completa" Noteboaoks T

ated

1.

An "active"” notebook is one in which fur
are to be made. Pages or portions of pade
active notebook which are intended to he
should have a line drawn through them and ¢ =
signed and dated at the indicateu place on the payge

-

A "complete" notebock is one in which no further
entries are to be made, even if all the pages are
not £i1lled. Such notebooks shouls have a notation

W
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An index of noteboocks
nated custodian.,
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ki issued to

B

on the last written page to the effect that no
further entries will be made in the bock. They
should be turned over to the custodian as soon

sib frer completion. Individuals should
not refaj gbooks in their possession which are
net in leperyday use. Under no condition should a

one person be trangferred to

. The| person to whom a notebook is issued
naividually responsible for 1t.

raya
A :
ﬂl%i/b& maintained by the desig-

Chief &taQE\Counsel
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