Notebook Maintenance
Guidelines

a) All notebooks containing records of research are considered the legal property of the university, as they can be admitted as legal evidence in intellectual property cases.  Upon leaving the lab, members must leave all notebooks.  This policy applies to notebooks maintained by all researchers, including undergraduates, graduate students, postdoctoral fellows, visiting scholars, and staff members.

b) In general, a notebook is both a repository for experimental data, and a journal of ideas and hypotheses.  Therefore, it is critical (especially for patent purposes) to provide a brief explanation of each experiment as an introduction, including hypotheses.  This documents the original idea.  Additionally, briefly explain/discuss the results at the end of the experiment.  For each of these sections 1-2 incomplete sentences is generally adequate.

c) All notebook pages should be signed and dated at the bottom of every page or at the end of a day’s work, whichever comes first (the following dating convention will be used: mm/dd/yy)
d) All large, unused spaces should be crossed out with a single, diagonal line, initialed, and dated.

e) Data that is not in the notebook (such as printouts, images, etc.) should be dated and preferably initialed.  Obviously initialing is impossible if the data is electronic, but every effort should be made to document the date on which data was generated.  This also serves as a reference to the experiment which generated it.  When data is kept outside the notebook, some reference to it should be made in the notebook.  If multiple notebooks are in use by the same investigator, then some way to distinguish between them should be used (such as a notebook number, name, etc).

f) Do not scribble over, write over, or white out errors.  All errors should be crossed out with a single line and initialed and dated.

