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Technical notebooks, B8-1/2" x 11" in size, will be used, and may
be procurpd from the designated custodian. [ Ghaderw) rrea

Entries in Such fotebooks will be in strict accordance with the
Rules for Recording Experiments appearing therein, in addition to
which the follow;qg will be observed:

Entries

1.

] |

Entries in nétebooks will ordinarily be in chronological
order from the first|td ithe Yarr page. If it is found
necessary to divide 2 ote@dﬁ% into sections, the subject
of each section and the page number beginning such section
will be entered on the |ipdex page concurrently with the
establishment of the secpduny gach section is thereafter

treated as a separate poteb dﬁé
Wi It
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Z. All entries will be legibly en in waterproof ink.
. /,le\\ P

3. The subject at the top of gazth n béggg%ggage should clearly
indicate what the data on the pajeé concgtn. It is not
necessary to repegat the subject n Eitiam if i1t covers sev-
eral pages, provided that notations Tike\'"continued to
page " and “continued from pag "lare made in appro-
prizte places. There should be na\ﬁFTni zidelow the
signature or below the printing o ag e

4, Standard nomenclature should be employed.

5. No blank spaces will be left. When an enty not~fill
2 page, the next succeeding entry should begin ame
page, with no blank space between the two.| |If und
desirable to start a new page for a particulay entry, any
blank space on the preceding page should be ruled out be-
fore the nmext entry is made, s0 that it will be\virtuglly
impossible to add anything to any entry at a lat
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Coding i
1. Sampl

2., Varia on the basic code can be made by using letters,
and these3

% be subdivided by employing numbers.
Thus, 250»16@?3:Z;§g?imp1y technical notebook No. ZSG;
that the sample was first described on page 16; and that

this particuldr sample was the number "1V modification of
ication of sample 250-16,

the "A" modifi

Inserts

The use of inserts—shouid kept, ‘Ao 2 minimum. However, any
material which forms an im rt;nx’part of the legal record of an
experiment should be perma nt‘* attached to the notebook by
gluing or stapling directl notebook page. Materials left
loese, put in with transpa Ant\* pe, ¢r inserted in an envelope
in the notebook, are not considared part of the notebook and are
therefore not a part of the |lega xfcord of the experiment des-
cribed. If material is insdrted th&*ﬂﬂ;ebmel adherence to

the following instructions will simp}i a\mlcro filming of the
records: p

1. It is preferable to attach materizd
space on 2 single page between the sub’
The page pumber .and subject shou
insert, nor should the space for :
The material should be fastened wi apl
four sides. At the bottom of the insert,
writing underneath,” should be written, Ingerts which form
a part of the permanent record should be d ne in roof

LeTD
ik, | | /{\F
2. 1f writing under the insert is desirable, insert should

be fastened along the ocutside edge of the notdbpok so that

hat it covers only the
't and the signature.
ngcured by the
. dnd witnessing.
or glued on all

the insert covers the page. When the insert ] ack,
no part of the writing on the page should be o
3, When it is absclutely necessary to insert materd ger

than the space for recording data or a single page, the
material should be fazstened and folded so that, when it {i

opened for inspection, it falls within the boundaries of Ehe

open notebook. None of the writing on the notebook pages
should be obscured when the insert is folded back to reve
the pzges underneath. Writing should appear on only one
side of the inserted sheet. :

10/11/68 . , L

X29600

he statement, “no




-]
o3
11
8

(92 W)

A Research Department
Procedure
- \ Technical Bound Kotebooks
VAo
i
Drawingsjand Sketches

ALl dra&incs and sketches should be initizled by the draftsman
and signpd and dated by the individual requesting the drawing.

My

Signatures !

Except in extraordfinary circumstances, notebook entries should be
made by the experimenter and not by any other party. When neces-
sary, another parnt! ¢t as recorder for the experimenter, but
the entry must so e and must be read, approved, and
personally signed and dated by the actual experlmenter

Witnessing /*7
Each notebook page must be W 555& by a person who is nelther 2
sole or joint inventor of thé sdbject matter disclosed, and who is

capable of understanding an
page. The witness may be t
member in the same group, ©
witness must date his own si

es understand the entries on the
rimenter's superviser, a staff
ther gqualified person. The

natuke
TN

Notebook entries witnessed some time f;;;\Rﬁe'date of writing,
or by someone unfamiliar with the exp ké@ffi\ are not good legal

evidence.
“"Active" versus ”Cmmpletd'NotebooLs Kﬂ

1. A "complete" notebook is one in mﬁ\€¥“ﬁ/blur her entriex are
te be made even if all pages are not 111@&. Such notelbooks
should have 2 notation on the last written page to the effect
that no further entries will be made in the| boock. They should

be turned over to the custodian as soon as possi frer com-
pletion. Individuals should not retain noteboo e 1T
possessicon which are not in every-day use. [ Unde enditions

should a notebook issued to one person be tran
ancther. The person to whom a notebook is issyded is held
individually responsible for it.

be made. Pages or portions of pages which are to beleft- —
biank in an "active”™ notebook should hzve & line drawn thrpugh
them and should be signed and dated at the indicated pladel on

the page.
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f notebooks will be maintained by the designated

( Bonars = 199

by Approved by:

Y. . H. Lewis, Jr.
< atent Attorney

A N, M. Calhoun
- : | “Director of Supporting Research




