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SEAN sea otter monitoring SOP 18: Field notes (deliverable 
SO_H) 
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Summary 

During each aerial survey the field staff record on paper the date, time, weather conditions, 

exceptional circumstances, and other attributes of the flight. At the end of all field work, the sheets 

are scanned into a PDF file and disseminated in order to document flight performance. 

Detailed Steps 

1. Project leader tasks 

1. At the end of the survey effort, retrieve the paper field notes that have been recorded 

during all individual aerial surveys. 

2. Arrange them in chronological order, right side up. 

3. Scan the entire packet into a single PDF file. 

1. Set for two-sided scanning; there could be comments on the backs. 

2. If scanner has a “skip blank pages” setting be sure it is enabled. 

4. Review final file for completeness and make any necessary corrections with a tool such 

as Adobe Acrobat DC. 

5. Save the file to the NPS network at 

\\sean.glba.nps.gov\Data\SEAN_Data\Work_Zone\SO\SO_H\SO_H_yyyy.PDF where 

yyyy is the year of survey effort. 

6. Submit to data manager for validation. 

1. Specify in the message this is deliverable SO_H for yyyy. 

2. The data manager will know where to find it. 

2. Data manager tasks 

1. Create an entry for this in the submission log database. 

2. Copy the file to a directory in 

\\sean.glba.nps.gov\Data\SEAN_Data\Staging\SO\SO_H\ssss\ where ssss is the 

submission number generated in the log.  

3. Validate against criteria stated in the Appendix. 

4. Report results to project leader. 

3. Project leader tasks 

1. If submission is not valid 

1. Edit corrections until product appears to be in valid state. 

2. Resubmit to data manager for another validation attempt. 

2. If submission is valid then review final product for acceptance 

file://///sean.glba.nps.gov/Data/SEAN_Data/Work_Zone/SO/SO_H/SO_H_yyyy.PDF
file://///sean.glba.nps.gov/Data/SEAN_Data/Staging/SO/SO_H/ssss/
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1. If judged not to be of acceptable quality, despite meeting formal validation, notify 

data manager to withdraw the current candidate from further consideration. 

2. If judged to be of best quality then notify data manager it is accepted to be publicly 

disseminated 

4. Data manager tasks 

1. If project leader wishes the deliverable withdrawn then mark it withdrawn in the 

submission log and inform project leader. 

2. If project leader accepts the candidate 

1. Install the SO_H file in Data Store repository using reference type Notes. 

1. If sensitive information is not present then make the repository entry available to 

public, otherwise restrict it to SEAN staff. 

2. Install file in the SEAN production web site. 

1. If sensitive information is present then have the product’s web link indicate the 

product is not available instead of accessing the deliverable file. 

3. Record product status in tracking tables. 

4. Update the submission log for this candidate. 

5. Inform project leader the deliverable has been deployed. 
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Appendix SOP-18.A: Field notes – detailed deliverable definitions 

Purpose of Deliverable 

Used for researching data errors and individual exceptions experienced during aerial surveys. 

Frequency Produced 

SO_H is after completion of all aerial surveys in a survey effort. This is typically done once per year. 

Prerequisites 

None. 

Data Flow 

 

 Figure SOP-18.A.1 Data flow required to generate final deliverable SO_H, field notes. 
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Deliverable Definition Forms 

Form A: Non-tabular Information Deliverable 

Vital Sign: 

SO Sea Otters 

Deliverable ID: 

SO_H 

Deliverable Title: 

Field notes 

File Format: 

PDF 

Associated Software and Version: 

MS Word. Adobe reader DC 

version 12 or greater. 

Revision Date: 

11-02-2017  

Expected Frequency: 

Once per survey effort 

Submission Unit: 

Year 

ID of first protocol this applies 

to: 

SO-2017.1 

What purpose does this deliverable serve? 

Source documents that may be used for researching data errors and individual exceptions 

experienced during aerial surveys. 

 

This is booked into NPS Data Store under reference type Notes. 

Summary of content: 

Scanned images of field log note sheets. 

 

Mandatory validation criteria: 

1. The final PDF file must be fully readable using Adobe Reader DC. 

2. Filename must conform to specifications described in the detailed steps of this SOP. 

 

Optional validation criteria: 

1. Images should be free from artifacts that obscure valuable content. 

2. Images should be oriented properly. 

3. Images should appear in chronological order. 

 

Deliverable ID of any other SEAN data products required to create this product 

None. 

 

Description and source of any outside data required to create this product: 

Paper log sheets from field crew. 
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Appendix SOP-18.B: Example field notes 
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