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1. Purpose

1.1. Defines standards for the security, compilation, dissemination and archiving of potentially patentable Intellectual Property.

1.2. Describes the distribution, protocol and archiving of  hardcopy Engineering Notebooks.

1.3. Describes electronic record keeping requirements for capturing legal invention record for company intellectual property.

2. Scope

2.1. Applies to Engineers within Product Development, Software and Firmware Development, Process Assurance, Manufacturing and Quality Assurance.

3. DEFINITIONS (optional)
Engineering Notebook

A diary (hardcopy and/or electronic) of technical events and a legal invention record for company intellectual property

Conception

The process of conceiving or being conceived; the power to form or understand ideas or concepts; idea, concept; the originating of something.   concept precedes reduction to practice.

Reduction to Practice

Interference law recognizes actual and constructive reduction to practice. “Actual" generally relates to physical making of invention and “constructive" relates to filing of application, with description of best mode of invention sufficient to enable one skilled in art to make and use invention.

Reduction to practice of invention occurs after conception of invention. Actual reduction to practice requires that claimed invention work for intended purpose. Constructive reduction to practice occurs when patent application is filed.

4. Policy

4.1. Importance of hardcopy Engineering Notebooks or equivalent electronic record keeping.

4.1.1. Hardcopy Engineering Notebooks or equivalent electronic record keeping establish good engineering practices to ensure that potentially patentable Company intellectual property is collected and controlled.

4.1.2. Patents are granted to the party that was first to invent. The party who first files a patent application may not necessarily receive the patent if another party can show that they had made the invention first. The proof of who was first to invent often relies on the evidence of hardcopy Engineering Notebooks or equivalent electronic record keeping.

4.1.3. Properly kept hardcopy Engineering Notebooks or equivalent electronic record keeping is crucial in establishing a claim to first inventorship.

4.2. Standard for "inventorship"

4.2.1. The inventor must perform the mental step of conception, and the physical step of reduction to practice.

4.2.2. Filing a patent application is considered to be the equivalent of a reduction to practice.

4.3. Engineers must demonstrate reasonable "diligence" in moving from conception to reduction to practice, to patent application. If an inventor conceives of an invention first but does not diligently work to reduce it to practice, another person who independently conceives of the invention at a later date and reduces it to practice will be granted the patent.

4.4. Hardcopy Engineering Notebooks or equivalent electronic record keeping document the conception of the invention, and the diligent efforts to reduce it to practice.

4.5. The following hardcopy Engineering Notebook standards prevent claims of fraudulent insertion or deletion of entries:

4.5.1. Use bound Engineering Notebooks with pre-numbered pages.

4.5.2. Complete every page IN INK and in sequence cross out extra space; use a single strike if anything is crossed out; initial edge of paste-ins; initial any changes.

4.5.3. When completed, sign and date each page that contains potentially patentable Company intellectual property.

4.5.4. Have each such page signed by a witness who understands the content daily or weekly; witness from a different project; get two witnesses if data or ideas are important.

4.5.5. Clearly state experimental objectives and write up results.

4.5.6. Write so that someone else can read your Engineering Notebooks five years from now and easily understand what you did.

4.6. A hardcopy Engineering Notebook or equivalent electronic record keeping is mandatory for all Engineers including Product Development, Software and Firmware Development, Process Assurance, Manufacturing and Quality Assurance Engineers.

4.7. The contents of hardcopy Engineering Notebooks or equivalent electronic records are Company Property and thus deemed company confidential. They should not be duplicated for any outside agent of  other than ’s authorized patent attorney(s).

4.8. Hardcopy Engineering Notebooks or equivalent electronic records may contain the following information:

· Experimental data, new product ideas and concepts, new process ideas and concepts, product performance data and/or new product specification verification data.

· Detail sketches, drawings, CAD output and/or photographs representing and/or supporting any of the items listed above.

· Computer or electronically generated data in the form of tables, graphs, and/or models representing and/or supporting items listed above.

4.9. Electronic records or hardcopy of electronic records can be used to capture potentially patentable intellectual property, and are acceptable substitutes for hardcopy Engineering Notebooks, so long as:

· The title block of each such engineering drawing contains at least two names (inventor(s) and one witness) as well as a signature and date for each name.  

· Each page of documents other than engineering drawings (e.g., MS Office documents, etc.) contains at least two names (inventor(s) and witness), as well as a signature and date for each name.

· Persons who sign hardcopy of electronic documents are indicating that they are willing and able to certify in a court of law to their understanding of the document content and to the accuracy of the date.

4.10. Hardcopy Engineering Notebooks or equivalent electronic records are accessible to all technical team members and senior managers of  Corporation.

4.11. Engineers disclose possible inventions using the Invention Disclosure Template (see exhibit A) and follow the procedure outlined in Patent Award.

4.12. Inventors are listed on Company patents; however, all patent rights are assigned to the Company.

5. PROCEDURE (optional)
5.1. Document Control

5.1.1. All hardcopy Engineering Notebooks reside with the assigned engineer as assigned by the Document Control Department.

5.1.2. Each hardcopy Engineering Notebook has a serial number for tracking purposes, which is assigned to a particular engineer. Hardcopy Engineering Notebooks are located in the office of the assigned engineer throughout the duration of employment with the Company or it’s subsidiaries and are to be maintained at all times.

5.1.3. Equivalent electronic records are stored according to the record retention guidelines outlined in  NPP-99011 Product Development Process.

5.2. Engineering Staff

5.2.1. Hardcopy Engineering Notebooks are kept in a secure location when not in use. Equivalent electronic records are stored according to the record retention guidelines outlined in  Product Development Process.

5.2.2. In the event that an Employee of  who has been assigned a hardcopy Engineering Notebook terminates their employment with the company, all hardcopy Engineering Notebooks assigned to that individual are collected by their direct manager prior to their exit interview and are archived with the Document Control Department for historical purposes.  Also, no photocopies of any pages of the hardcopy Engineering Notebook may be made and retained for personal use by the engineering terminating their employment with the company.

5.2.3. All entries in hardcopy Engineering Notebooks are made directly into hardcopy Engineering Notebooks.

5.2.4. Do not use loose slips of paper for later transaction into hardcopy Engineering Notebooks.

5.2.5. Do not remove any of the numbered pages of hardcopy Engineering Notebooks at any time.

5.2.6. Make all entries written into hardcopy Engineering Notebooks in permanent ink using a standard black or blue ballpoint pen.  Colored inks, felt tip pens and/or felt tip markers are not acceptable.

5.2.7. Do not leave any blank or partially blank pages between entries.  If a page is not going to be used or completed, draw a single diagonal line across the unused portion and initial and date the page.

5.2.8. For computer/electronically generated and archived data which is referred to in a hardcopy Engineering Notebook entry, the individual who generated and archived the data must be identified in the Engineering Notebook entry and the file name under which they electronically archived the data must be identified in the same Engineering Notebook entry.

5.2.9. Any attachments to hardcopy Engineering Notebook pages must be permanently mounted to a page.  Use transparent tape or permanent glue.  Do not use staples or paper clips.  When using tape, the attachment must be taped completely around the perimeter of the taped document entry.

5.2.10. All attachments must be signed and dated, with the signature covering both the hardcopy Engineering Notebook page and the attachment.

5.2.11. No attachments are larger than the available space per page; i.e., no foldouts.  If reductions are made, then the copy being attached into the hardcopy Engineering Notebook must be legible.

5.2.12. To make a change to any entry, cross out the original entry with a single line, indicate the reason for the change, and date and initial the change.  Follow this same procedure for attachments, including computer printouts.  Do not make erasures or use whiteout.

5.2.13. Fill in the appropriate information at the top of each page including description of entry and date.

5.2.14. Sign and date each page of hardcopy Engineering Notebooks as you complete an entry into it.

5.2.15. Should one determine that an entry regarding an experiment, product or process development is possibly patentable, then the individual should find another individual within  who is technically cognizant to understand the entry to validate it.

5.2.16. The second individual will review the entry and then write “READ AND UNDERSTOOD” on the Engineering Notebook page and countersign it for authenticity.

5.2.17. In cases where a Invention Disclosure or Application may be filed and there is more than one inventor, the co-inventor(s) should also sign and date the page(s) of hardcopy Engineering Notebooks accordingly.  In this case, another technically cognizant individual other than the co-inventor(s) is required to sign the Engineering Notebook entry with the statement “READ AND UNDERSTOOD” as stated above in order to validate the entry.

5.2.18. The Invention Disclosure Template is completed and returned to department manager for processing.

5.2.19. Upon filling an entire hardcopy Engineering Notebook with entries, maintain the filled hardcopy Engineering Notebook(s) in a secure location within your office and obtain a new hardcopy Engineering Notebook from the Document Control Department.

5.3. Each engineer will continue to be responsible for the serial numbered hardcopy Engineering Notebook(s) in their possession until they terminate their employment with the company as described in 5.2.2 above.

6. EXHIBITS (optional)
6.1. Exhibit A - Invention Disclosure Template

Exhibit A - Invention Disclosure Template

Invention Disclosure Form

This form is provided to help you organize your thoughts about your invention. Please feel free to use any format you need in order to explain your invention in such a way as to be clear to one who is not familiar with it. Be careful to describe what, specifically, makes your invention different from what has gone before. Avoid general statements that your invention is "better" - why is it better, or what makes it better? 

Name of Inventor: 

Address: 

Telephone: 

Fax: 

E-mail: 

Name of Invention: 

1. Brief Description: Describe the invention in general terms: What does it do? How does it do it?

2. Details of the Invention: What parts (steps, if a method) make up the invention, in its best (preferred) form? What does each contribute to the invention? Which parts are new to this invention (in form or usage), which are old (conventional, used in the expected way)? In what way do the parts interact to make the invention work? For each part, indicate if the part (or its form or interconnection) is ESSENTIAL - that is, if it was left out, you would feel the remaining device (method) was NOT your invention, or, if some other part or configuration were substituted, the invention would not work. If possible, use labeled sketches to detail your invention. Feel free to use the back of the form, attach additional sheets, etc.


3. Alternatives: You have described the best way to build (perform) your invention. Now consider the alternatives. In what ways could the parts (steps) be changed or equivalent parts substituted without changing the basic invention? Is there a generic description for any of the parts you listed (i.e. "fastener" instead of "Machine Screw", or "plastic" instead of "polypropylene")? Could the functions of any of the parts be changed, combined, eliminated? What could be added to make the invention work better? What could be left out?

4. Alternate Use: Can your invention be used for anything other than its preferred use?

5. Limitations:  When will the invention not work? For example, does a step require certain conditions of temperature, pressure, voltage? Must some parts be made of specific substances or of a specific size range?




In order to be patentable, an invention must be NOVEL, USEFUL and NOT OBVIOUS to one skilled in the art, based upon everything that was available at the time of the invention. 

6. State of the Art: Consider what was already in existence (whether patented or not) before the invention. How is the function of the invention being done today? If all or part of your invention has been used before, how has it been used, and for what purpose?

7. Resources for search: If you hadn't invented the invention, where would you go to find one? What catalogs, publications, etc. would you look in? To what extent have you looked? Who would be likely to purchase or use the invention? Do you know of any publications that might describe the invention or its competitors?

8. Competition: What is the closest device (method) you are aware of to your invention? Is there something that performs the same function in a different way? Is there any combination of existing devices (methods) which would be similar to your invention? How does your invention perform its function differently from, or better than, these prior devices (methods)? How are they similar? 




NOTE: An invention may not be patented if it has been patented, described in a printed publication, or has been in public use or on sale either:


(a) by others, before you invented it, or


(b) by anyone, more than one year before you apply for a patent.

9. Date of Invention: "Invention" means a combination of conception (coming up with the idea of the invention) and reduction to practice (building it, or applying for a patent).

a. Conception: When did you first begin to work on the invention? 

b. Reduction to Practice: Has the invention been built? If so, when? 

10. Prior Filings: Have you filed a Disclosure Document or Provisional Patent Application in the Patent Office, or has any previous application for patent been made, either in the USA or elsewhere?

Type of filing: 

Date filed:

Serial Number:

11. Publications: Has the invention ever been described in any printed form, by anyone? If so, where and when? 

12. Public Use: Has the invention ever been shown or used in public? If so, where and when?

13. Sale: Has the invention ever been sold? If so, where and when?

14. Other Inventors: Is there anyone else who contributed to the conception or reduction to practice of the invention, in more than a purely mechanical way? 




15. Rights in Others: Are you under any obligation (i.e. employment or consulting contract) to assign any rights in the invention to others?  Was the invention developed using any facilities belonging to an employer or someone else who might claim rights in the invention? Was there any funding of the invention by any party (government agency, school, etc.) who might claim rights in the invention? 

Name:

Address:

Phone:

Nature of Rights:

16. Use this space for any additional notes or comments.

Signed: ____________________________

Date: ____________________

Read, witnessed and understood:
____________________________

Date: ____________________

