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REQUIREMENTS FOR MAINTAINING LABORATORY NOTEBOOKS
1.  To protect any Intellectual Property rights resulting from laboratory work, particularly in the U.S. first-to-invent system, properly maintained laboratory notebooks (appropriately witnessed for those applicable) shall be kept.

2.  Any recording of scientific tests, results, data, research findings and suggestions for further work shall be done in a bound notebook, having numbered pages, and places foreseen for signing and dating the entries by the notebook keeper and a corroborating witness.  The notebook shall carry the name of the person making the entries ("the notebook keeper"), and a unique notebook number.  Each notebook page shall be signed and dated by the notebook keeper when completed.  Notebook pages can never be removed.

3.  All laboratory work shall be recorded as the work progresses and a complete and detailed account of the experiments shall be given.  Results and suggestions for further work should be recorded in sufficient detail in the notebooks but notebook keepers shall refrain from making comments on issues which are not related to laboratory work, e.g., personal comments, comments on the utility of the research, jokes, etc., not to prejudice the value of the other entries.  Work shall be recorded in such a manner that a co-worker can understand the work and can continue the work.  Unusual environmental conditions (e.g., extreme temperature) shall be recorded in the notebook.

4.  All notebook entries shall be made with permanent ink or dark ballpoint and shall be well reproducible on photocopy machines.

5.  Notebook entries shall not be erased, but a line shall be drawn through incorrect entries.  A diagonal line shall be drawn through unused space or through empty pages.  Any later comments to or new matter inserted in previous entries shall be properly identified by an accompanying signature and (new) date.

6.  The project name shall preferably be indicated on the notebook pages where entries of the respective project are made.

7.  Add-on pages, photographs or diagrams, etc., shall be fixed on a notebook page with tape and the notebook keeper shall sign and date over the tape so that the signature crosses both the attached material and the notebook page.

8.  When an important experiment is carried out, it is advised to have several persons witness the experiment and to have these persons witness the notebook entry the same day.

9.  All notebooks of potential inventors shall be witnessed on a weekly basis by a witness.  A witness shall have a scientific education or equivalent knowledge by training in the relevant technology so that he/she can understand the work.  A witness cannot be involved in the same project since he/she could not be a co-inventor on the same patent.  Notebooks for laboratory work done only upon instruction of others, e.g., the recording of routine laboratory techniques, need not be witnessed if no sufficient witnesses are available, but these notebooks have to be signed and dated by the notebook keeper.  However, the overall results of such work should be entered in the notebook of the person giving the instructions, with reference to the notebook containing the techniques used and specific results obtained.

10.  Completed notebooks shall be stored in a secure and centralized place.

11.  If computer records are used to enter and store data, printouts should be regularly made and attached to your notebook as described in (7) above.  If many computer printouts are generated, these shall be signed and dated and bound together in a volume.

