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PROCEDURE 

TECHNICAL NOTEBOOKS 

_ I I . 
Introoucip.on 

Em~{oyees of t.h,e Research Department are engaged in the 
conductlof eXPerimental work which is of great importance to 
the. Com~any. - \Its imoortance cannot always be adequately 
judged at 'tne t ·me ork is done. For t...~is reason it is 
essential tta t all ex?e:::::-i:neZ"ital work be reco~ded in !::lot.md note-
books, fcllowin which will protect the Company 1 s 
interests. 

Purooses 

There are o main 01.J.ffboses/f'br Research notebooks: 
i ti //' 
: I 

1. To provide a clea!r1 !'.'/~:!:d of t...11e concei;ition of 
ideas and experir;-kt-fa~ development of t~ose ideas 
which will providk }!-\s't?und basis for patent pros­
ecution if tb.e itfs a,r~ pa ten tab1y novel. 

2. To provide a cleal::J a:::d \~ma.'1en t record of the im­
portant details o~ experime~rk so that Research 
employees in the future can/ ete~ne w·hat was done 
and the results obtai.ned i~ hey a'"ie interested in 
doing similar war;-;:. With a ~-e;it record, dup­
lication of effort can be avoi · ~~ ~~e future, even 
if t..;7 o~iginal experiment~\ i.· s n ;tJ a?Lf.·T ilable for 
ques ... 1oning. \~ j j 

Procedures 

Each exempt Research employee who ccnduc ... 
or directs non-exempt employees in conducting 
exnectea to keen a notebook in which the C.etail 
of~ his e:-~erirnents are recorded. Enough narra1t 
included in the record to enable anvone skilled i 
find out what was done without ha vina to auestion ,,, . 
menter. 

~1-Procedures for t.he use of Research notebooks 
lows: 

Notebooks 

Technical bound notebooks 1 S-1/2" x 11" in size, 
be used1 and may ~e procured from the designated 
cus to di an, 
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shall be in strict accordance with the 
for entries appearing therein, and the 

. .......,_..,__........~~ ......... ~·1ed instructions: 

~es shall be legibly written in waterproof 
ink. it-andard, generally-accepted nomenclature 
shoul.d e empiqiyed. 

I 
1es in a given notebook shall ordinarily 

pertain · ngle gene~l topic of research( and 
shall b mad · EB,rono1.9fgical order from t...i-ie first 
to ~e last P<:?e~ .j·Eo.Yk.ter, it z:.ay somet~mes prove 
desirable to c.i.vi ft ,.rtotebook into sections to 
record entries co.Mrl\ing several different and un­
related topics th t/4~ being worked on concurrently 
or intermittently l:ly ~'e\ experimenter. In t}1at case, 
the title of each sect1;.;:n\ and the page number on 
· ..... ~ ~h ' ..... i-. ' ~ 1 

'' .4 ,._,,;,.. "" ... .,, .... ,,, ' .., ...;,... "" 'r- ·"" ""a e 'r! ..... ._. """" ....,eg ... n_ / • ou_ ..... s ...;.~c o ...... ~~ ___ c_x z-. g 
con~urren~ly ~ith t...~e :stabr-1~~ of the section. 
Eacn section is therearter f\eatevs a separate 
notebook. ~ 

Blank s9aces should be elifl'J.~~ \When an entry 
does not fill a page 1 tb.e n_~t sue :def4.ng entry on 
tJ:ie, same subject matter may\ b~gir~o~ ~l}e sarn.~ pag:, 
wi t..'1 no space between the twb;::J_f/ it s ? re :::::e rrec. 
to start a new ;:iage for the next ent_ any blank 
space on the preceding page should be uled out, so 
that it would be virt\lally impossible o add 
thing to that entry at a later date. 

The top of each notebook page should 
what subject matter the entries an the p 
to.. It is not required to repeat the s j ct matter 
heading if it covers several consecutive~ ges. 
However 1 if it becomes necessar,t" to contihu a -
ject on a non-consecutive ?age, notations uc1 
"continued on oaoe " and "continued from 

" should be. m~de-.-

The author {and the experimenter1 if he is not the 
author) should sign and date each notebook page 

n ! 

1 

after each independent entry is made. Each note-
book page should also be read, signed, and dated I I I j 
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I ibY a witness who understands the subject matter 

1 :::-eco~.ce.::, ~·.;:: ·,vhc is :::either an i.:iventor ;:;o~ a co­
i:nventor of any new ;::cn:::ept t.hat :..;; =.is;:::;·..:s:.:;eC: en 

!that page. The witness should preferably sign on 
jthe same day as the author or, if this is not pos­
~ as soon thereafter as mav be feasible. In 
the cas · ti9le entries on- a single page, the 
signat r dates should appear inunediately fol-
lowing _ ch entry. There should be no wri tin; below 
the last signatures and dates entered an a page. 

Read adct erstood By: Date 

6. The bol · ook is to be ureserved intact. I-n--
no easel should ia.."'1~ pag;;l}ir p~rt of a page be removed. 

7. No erasures are ~I l:)l,~:de in the notebook. Any 
corrections or chlattOe should be made bv crossino 
out the incorrecll0\ · 1 but leaving it~ legible. -

8. The same rules as o s~J ingt dating and wit~essing 
are to be £cllow ',;hen -:... e ~al notes are re-
corded on locise sheets, dra}.efs·:~ ··tir ::or:ms otr:.er 
than a standard bound note~ k. \_j 

Coding of Samples ,~ 

Samples should be coded by marJfil~g t~~~w· h the technical 
notebook number and page nu:mbeI\ bn w]j,i.9h !t e sample is 
first described. If more than o~l~ s referred to 
on one page, they may be distinguished b• uffix letters, 
such as "2SO-l6A", "250-16B". These wou d refer to note­
book No. 250, page 16 1 samples A and B. 

Inserts 

The use of inserts should be keot to a minim However, 
any material which for::is an important part o the record 
of the progress of experimental work should e perrna. ntly 
attached to the notebook by gluing or staplin~~ire .. y 
to a notebook page. Materials le ft loose, put L. w · ... h 
transparent taoe I or inserted in an envelaoe in e nolj· n 
book, are not considered part of the notebook and are i 
therefore not a pa.rt of the legal record of the experi nt 1' ; 

described. ! f material is inserted i;i the notebook, - .: 
herence to the followino instructions will sim;.:ilifv th . I .... '" ... ""' . 

• ~., • i< ,_h I m.i.cro ... J..~.nu:lg OJ... '-• e records: I 1 
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i 

'

It is preferable to attach and fold insert rr~teria: 
so 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 

1 inser~, nor should the space for signature and wit-
t\e!~in a terial should be fastened with 
staple ~- d securely. To farm a part of this 
perman :::::-eco:::-d r <,.,r:::-i tte~ i::serts sh::>uld be done in 
waterp o 40 Writing should appear on only one 
side o rt. 

2. If wri i g U..'1derneath the insert is desirable, the 
insert s , e~ste!).€""¢ onlv alonq the outside 
edge o... _he l1ot'.e o J.c. / )Vhen the insert is unfolded, 
no part of the w iti~g/on the page should be ob­
scured. If the~e ls(no writing under the insert, 
the statement "nj _:ri~ng u...'1derneath" should appear 
on the page belo __ , fh~ l:.,nsert. 

Drawings and Sketche'iJ ~ 
All drawings ana_· sketches shou~,,~~~~~-iftialed by the 
draftsman and signed and dated b • t.l--i.e Lindi vi dual request-
ing the drawing. 

,, 

Sipiatures \ \ 

Except in extraordinary circums\~)ncifJ,book entries 
should be made by the experiment~d ndt by any other 
party. When necessary, another ?arty ma}, ct as recorde!' 
for the experimenter, but the entry must'ls indicate and 
must be read, approved, and personally s~ ed "' ·. -,,,ted. 
by the actual experimenter. ~ 

"Active" versus "Comolete" Notebooks 

1. An "active" notebook is one i.:l which fur 
are to be made. Pages or portions of pa 
active notebook which are intendec to be 
should have a line drawn throucrh them and ~c be 
signed and dated at the indicafed place on the pag · .n

1 
. I 

2. Jl. "complete" notebook is one in which no :urther . I 
entries are to be made, even if all the naaes are 
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on the 1.as t written page to the ef feet that no 
further entries will be made in the book. They 
should be turned over to the custodian as soon 
as co s'b ~~er completion. Individuals should 
not re· a· books in t..f'.teir possession which are 
not in e 1eryday use. Under no condition should a 
notebo~i<.i issued to one person be transferred to 
anothe .~ The! person to whom a notebook is issued 

Inde:s hel I lnom~uall. y re/:onsil:lle for it. 

n . I 
AI1 index of .i:otebookj f'li¥J5e maintained by the desig-
nated custooian. 1V ( 
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