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Instructions for entering information in a laboratory notebook

The main purpose of laboratory notebooks is to record the work performed in laboratories and 
the results obtained from this work. Another important objective is to serve as a legal document, 
especially in disputes with third parties. To achieve these goals, it is essential to ensure that the 
notebooks are accurate and genuine. The following instructions, which can be supplemented by 
the head of your laboratory, provide the best scientific and legal protection for your work

1. Verify that all the information requested has been filled in on the LNB cover page.

2. Ensure that the notebook is properly filled in and write in indelible ink. Never use a pencil 
or correction fluid.

3. Indicate at the top of each page the subject under investigation. Recording of a new 
experiment should preferably be started on a new page.

4. Describe the various experimental steps in a way that is understandable and regularly 
enter the data as the experiment proceeds.

5. Avoid subjective comments. Remain factual in conclusions.

6. Never state that a project is abandoned.

7. If a mistake is made, do not erase the data but cross it out with a single line without 
overwriting. Date and sign the correction. If extra data is added or corrections performed 
on the page at a later date, indicate the new date.

8. Cross-out pages or parts of pages that have not been used.

9. Sign (or initial) any document affixed to the notebook. Your signature or initials should 
overlap the inserted document and the notebook page.

10.Sign every page at the bottom the day it is completed.

11.Have the notebook regularly (at least twice a month) countersigned and dated by a 
witness below the words “Read and understood”. This person should not be a co-
inventor but must understand the subject recorded in the notebook.

Printing date:

Visa (preceded by “Read and Agreed”): Initials:
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Center:

Name of Department:

Laboratory/Group:

Personal code (or tutor’s code)

NOTEBOOK STARTED ON:

NOTEBOOK COMPLETED ON:

NUMBER OF PAGES USED:　　　  /240

NOTEBOOK  No.:

First Name/Last Name Signature Initials
AUTHOR

TUTOR  (where applicable)

WITNESS(ES)

Manager ( OR APPOINTED REPRESENTATIVE)
First Name/Last Name: Signature:

Strictly Confidential

This notebook is a property of Sanofi.

Under no circumstances can it be taken from

the center or its contents disclosed.
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