LABDRATONY NMOTEROOR
HSTRUCTIONS

This Laboratory otebook i the propesty
-of {The Companyl. B is assigred 1o you s
that you m? keep a complews, cavelnl,
clwonalogical rerned of voew work. The
work which you do and the data which
yous eeer b ghis boik are ronfidentisl;
they must not be disclosed w0 unauthor
itz persors. The Motebonk munt not be
removed from the Bboratay premises. It
preservation and mainEnRance are your
responsibility; in case of damege. Tows or
disappesrance, teport the facls to your
JECHOR TRANARET 31 SN0Y.

Fhe purpose of esch eniey i viur Lako-

ratory Hotebook i W prowide & complate

vecord of your work, one T would
anable g of vour cowarkess 1o repeal, #

mmmzeaxaniy whiat you did dnd secure-

exactly the same resialis, without ha‘ﬁiﬁ% o
sk any guestions of anyone. You will Tind
“thuese specilic instructions helplul'in pre~
pariveg entries which will meet this reguire-

FrEn. i and

1. Fian wour swpediment catedully, 5

© plan the presestation which will bew
record the dam you expect i secure,
Simee the duplicate page will be
entractad from the Mowebook and an-
ached to the spproprigie progeess
sapary Tow Hling o the project file, daw
g ach page must be lmited 10 one
spevific project,

‘L &fipr Title and Frojeq nomber; date
gl the objective have bieen filied in,
woust entey stould revord [3) the pur-
gt of the experiment; {2 the mate~
rials wsetd amit their cuuanities; {3} the
apparatus; {4 the procedure and
mardpulaion {fimes, lemperaiires,
graauves, pH's, ared the Tkel; and 155
the roschis, Whers procedure oF appa-
ratus be standard, Bk osuflicient 1o

-geseribee it by relerence; for example. .

- AETRA L3236-54T, o by spference wyan
earlier potebook page where W wi
fuilly dhescribed,

B Alk data s 10 be recorded directly iino.

the. Moishndk, Recording of origisal
data on lovie pieces of paper for laer

wranscriprion inle the Notebook b o

B - gvided, Should use of Joose po
be necessary for groper condust of an
experiment, the loose paper should be
Baook . . Ausigesed 10

sigmed and datd, and cemented into
the Notebook. The date must be Tans-
cribed into dhe Mowehank on the same
day it was faken, and the Mowbook
aonry should seler to and identdy the
ke p&mﬁwﬁiah has been cemented
i the N

4, Al entries weost be made inink. frae
sures gre nov permined. ¥ 3 mistake b
wnade, draw a line through the errome-
pus eaterial and meke 3 corecied
entry imediaiely following,

. Every entry st be dared, and signed
ak the foot and of the end of each day.
in o eveny may The entries be sigred
feess rpyguently sﬂm each page,

& ¥, fop clarity- of presestation, # &

© desieed o wany the new eniry B3

new page when the previcus. page has

not been entirely filled, diaw 3 diago-
sl Bine atross the umed portion of
the page. )

¥, Pages st be wied comecumively.
Leaving a mfe o pages blanik for later
wse is absolutely dorbitden, Entries
wust be presented in chronologicsl
PRI,

B4 one of your coworkers {not a -

roverer of the subject maner) has
wits ¢ an . eiper you have
conducted, 1o an exent thiat esables
higy to state of bis own knowledge
what you did wed what ealts you
secureid, have hith sign dng date the
‘dorebook recond of she experimen
wndber the legend “Wimessed and

understond by, ¥ the experiment

‘peems 10 you 1o b of sufficient iImpoF.
fance, srrange 1o have it witnizssed

8, Pages arg provided in the front of this
book for an index 1o the subject mat-
ser covered, The indes pages should
be completed as the wark geogresaes
o afford resdy arcess to the date

eeorded.

W, Awoid saing conclusions, particalarly

# fatiure or abasndorseent. bai the

pesults speak for themehes,

59 Whesn this book v filled, o5 upon

tereination of your emplownen, i

st Be o in to your seciion
eangger,
Lhire
Benpned 10 Section Mg e

This Matebood b Your Laborstory Diasy

This nowebook. s the propery of iThe
Companyl and will comein confidential
snaterisl. Bt should be reared @ such amd
must ot be taken fom the Laboratory
premises except in ihose cases whers field
weotk makes this necesary. This nowhook
is spadifically ausigred w0 you on 2 charge
from she Libfavy. R i your responsibility
whie it is'in your hands. Upon being filled
it ot be returned o the Libeary, 0
needed again it should be obiined oo 2
fsany boasis,

Criginal entries vystemancally snd prop-
ey made in the ususl cousie of your

vk are the best record of your docompe

Hsbesents, Thizs Motcbook. may be the

deciding . factor 0 ibigation mwolving &

question of inveniondup. B say aboe be
the onby complete source of information

Eoe future supariments, or for the prepara-

gion of repons you may be egubed g

wiite, THEREFORE:

1, As part.of your daily routine enter
chearty and concisely i this notebook

#ll your espesimental data, plans for:

expETinEnes, analyss of resalis, valcu-

fatioms, observations or keas, These

data shall Be placed in the notebook
imediately and disertly, Do por e
foose leal books or loose pieced of
papet for this purposs. Make alf
entries i ink,

3 Each page and ey ovst thow the
date on which the ehtry i made and
the sigrater - for iniiabs) of the worker

Coaking the entry, The nature of the
problem and the sumber of e pro-
gty shnsdid afss be indicaned.

T MAKE THIR BOOY BOST LSEFN
VORS SHCRIED:

A} Flan the preseditition belors witting s
it can be easily vead and underiong,

{8y Seate clewrly and complewly the proge-
dure Inllowed, giving »8 conditions of
the experwnerd Hompersiures, (e
sures, time requived, et snd apiparae
s wed fnclude sketches il neoess
saryd, This notebook shoiwld provide
sublficiens data o enable any of your

Book N, Aasigned 10

anacizes 1o duplicsss. Sw protedure
andf resiiis.

AT Chve 3l eesihis aevd obeenations inchad-
ing references to Brevatione, arabiicst
data, and pedinent caleviations. Data
may be presented in tabulir foers srad
in graphs fo grest advantage, Loos
sectional sding is provided for youre
convenience in aligning tabler and

- making graphs.and shetches.

i3 Make off sntries inink. Always b niat
andd legible. Do not mabe srasures,
Crose-oul by seaight bses any matedad
10 be deleted,

&) hake ol entries consegutively, Joaving
wis Blank pages.

i} When a page oF 3 day's eatiy B Come-

deted, sien your name af lower lels, I
tank space 5 left on the paye, draw 2
diagoned [ine 1o show s estent 2t the
fimie of signing. Have your signaiiie
switneted 3t the lower vight. This wit-
ropss means that the page was filled &
the time of signing, '

G Prompily discliow any new und possic
bly patentable ideas otcurring thereon
1 fne of your sssaciates who is Samil-
e withe-thie work you -are doing {pref-
erabily the section chisl or.one whe
has aoivally seen the experiment sars
ripdd e}, and e hite affis his sigrae-
ture and the date. He should weite in -
“ddiscloeed to™ a1 the tme of signing.

) When an idea, proness, o, of any

importance is finetly found 1o be work-

abile, the process, o, shoukd be dem-
onssrgeed i the prossive of witnetses,
other than civinwenton, who s able

o underiiand the process. These wit-

roisses shiouid sign the pege in the

notebonk destribing the demansiva-
don cprried ot in their presence,
wiritifig i “hemansirated to and under

stood by Belore this procedurs b

foliowed, the section chief in charge of

the prodedct should be notified,

Papes ave providied for 3 Table of Cone

wels. This should he compleed w

enabie seady areess o the Conieat in

the futurs,

#

e

Returned o Libvary—TDiite




