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Logbooks
Usage

Project must be documented in a bound logbook.  Indicate initial date on the inside cover of the logbook.  Only one book is to be used at a time for project documentation on research, development, design, prototype, test, and final design. 

Entries
Entries must be made on consecutive pages to establish chronological order.  Do not remove pages from the bound logbook. Any blank pages should have the statement “This page left blank intentionally” written across the middle.  All entries must be in ink.  Do not erase or modify an entry.  Strikethrough errors and make the correction.  If the correction occurs at a different date, indicate the current date and initial the entry.
Each entry should end with a line across the page below the entry, initialed and dated.  Use the left side page for sketches, schematics, phone numbers, or quick reference information.
Content

Logbooks should contain calculations, designs, recorded data, class activities, team meetings, phone conversations, commitments, ideas, trips, and sketches.

Format
Each page is to be dated and initialed or signed at the bottom right.  Do not use the left page for normal entries.  The left page should be reserved for sketches, schematics, phone numbers, or quick reference information. 
Recording Time
Students should make a five minute entry for each hour spent on the project. The amount of time on each activity should be recorded at the end of the entry.  Entries should be made on the day of the activity being recorded.  Students should log 150 hours each semester of Senior Projects. 

