Standard Operating Procedure for Explaining Document/Notebook Entry Errors
When a data entry error is made it is necessary to explain the error.  In order to conserve document space and foster consistency throughout the department, the following numerical explanation listing has been developed:

1. Misspelled

2. Mathematical error

3. Wrong entry (date, word, etc.)

4. Transposition error

5. Transcription error

6. Procedural change

7. Wrong conclusion

8. Illegible entry

9. Unnecessary entry

10. Footnoted explanation

11. Additional information

An error is to be crossed out with one line only. Obliterating the error or using whiteout is not allowed.  Each time an error is corrected, the change will be initialed, dated, and one of the above numbers will be placed next to the correction and circled.  A copy of this list of errors will be kept in the study file for reference.
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