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LABORATORY RECORDKEEPING PROCEDURES

General Igatractiony

Ll.bonloquboobmhmuhnepwxlpeﬂuw-mwdhwo{li&Mymuhmﬂ
and development srvas. They provide 1) ¢ basic rel which the individual and others can refer (o ol a later date; 2) legal evidesce

with reapsct 10 the fal rded, mach as puon of sa i and the dats thereof or datr 0f reducton 1o prastics and et
resuhs; and J) in some i pla with he provisioos of many 3 g
for R ! - Not

All entrics should be made in o legible sad ordedy maancr usiog permaneal ink, preferably black. Make enirica ciear and complete,
that somoone else could Topeat the expenment.

Avoid erasures, Uf an error is made, crom i out and make the corresiion diately thereafiar. Caneell ori should
be initialed, dated and explaiaed (io the margis, if poasiblc, by an appropni b

Maks mure contral pege i filled ot peice 10 uaagy.
Complew the tabie 0f cootents as you make eniries in the pourbook.

State the object 304 remulta of each ¢xperiment clearty and concisely. Give s complete, factual and well-explansiory scoount of the
prognuohhwwkwdhpmednnM(nmlmwmmhymfummyhmwiym
lpnvmuppofhmuﬂ:bo&uhpnmdnumbunfnnrhefmbook) All opersting details and condiions ot be

d. ind g yeilds, sicm, #4¢., $0d idcutifying producus, Describe and give quanuties of all materials used, Explain
all code mumbcry snd sbbrevistioas.

b

An cmry dealing with & epUioa (( 3o, idea) mum describe the thing concerved (Example: whetheritiss ical

] binatin of compounds, binatioa of 8 pound and 1 solvent, eic.) as well as the wility for the ting eon:nved.hwu
is 10 be used and the method(s) by which & is 10 be prepared, including equi ials which could be used. Suements with
regord 1o utility should be sated posiovely. Work toward p ! impl of ani o should st a3 soon a8 posable
sfier disclosurs in a potebook. !

Negative or deprecaory entries shauld be svoded. (Examplec: Amcm;nun!!y-ewvuawud Do not mate “Process does
nawort)hrueobgvhﬂcwmnmnwwupmm and g should be nvoided.
This is not an i ion to cmit the husion in mn experi wh-chmkum::duupccwdmm Be factual.

Each day's work should, whenever posadic, be ®arted on & separsic page with lines drawn angulady scroas the unused portion of
the pervicuapage  (This gives legu! evideuce that addibons were not made st s laier date.) kis permissible, as suicd above, io make
reference 10 an saricr page by reciiing *Cominued from page . . . °. } is extremely importact that each page show tha dais of entry.

Each page must be signed an dowod by the individusl who makes the emry and docs the work. In addiGon, esch page must be
wilnessed (signed and daied), wmng the motation “Read and underuood®, prefecsbly on the same day, but at Jeast withig one week.
The witness should not be d with the P should not have Wken part in the experimental work performed by another,
but should undersand the techrucal field of the emtry. Record Lab notcbook number and project on esch page.

Where a coaception is made by two or more indrvidusls i need only be emered in the notcbook of onc, but must be signed and datzd
by all the concervers. Meally, all comsivers should s:gn on the seme day.

For microfilming purposcs, graphs, char, anslyuca! data, eic must be Stisched 1o the nowbook pages with 8 permaneni schesive
and should, when unfolded, be kept widhin the confines of the opencd book. NO ENTRIES SHOULD BE MADE ONTHE PAGE
BENEATH ATTACHED SHEETS AND NOTHING MUST BE OBSCURED. Leave the beading at the 1op snd the space provided
for the witneasing sgnature at the botlos of each page exposed lasens should be signed and daicd by the person Duking the sniry
snd witasseed by another o provide the beat beyal evidence. 1f matenals such s apesinx, graphs, €. are not Kept 1 the notebook,
they must be signed, daied and idertified i mich & manner 81 1o provide & e back 10 the pefinent page{s) of the Laborstory
Notebook amelf.

l:poﬂhhuumtﬂortwn;mhmt.

Following the use of sll the pages of sach Labomiory Notebook, 1t mux be sent 16 the Library for record mainicnance  Make sure
uhkof:mmup-gumcmld: Meruhnbeen rdcd it will be d 10 the incividual. An ind | may retan in
his p won the Lab o2l diately preceding the onc 1n which entnes sre currenily being made  Normally, all o
leonlnry Notcbooks will be kept oa the file in the Library orsn vaull sorege  They may then be checked out for ressonablc lengtha
of ume by authonzed individuals.
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