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Papm's Recelvod by (‘ orreqpond—
‘ence and Mail Division [R-35]

Rule 1. Al communications to be addressed to the
Commissioner of Patcents, All letters and other com-
munications. intended  for-the. Patent Office must' be
addressed to “Commissloner of Patents,” Washington,
D.C. 20231, When appropriate, a letter may be murked
for the attention of a particular officer or individual.

The official mailing address for all com-
munications sent to the Patent Office remains:

Commissioner of Patents

Washington, D.(Y. 20231

The phv‘m‘al loention of the Office is 2021
Jofferson Davis Highway, Arlington, Vi irginia.
This address shonld not he used on mail sent
to the Patent Offiee,

Al mailed communieations are veceived by
the Incoming-Mail Section of the Correspond-
enco and Mail Division, which opens and dis-
tributes all oflicial mail.

002  Depositing Papers  [R-35]

ldentification of application, patent or
reglatration, (8} Whoen a lettey concorns nn application
for pateat, L shonid state the name of the applicant,
the title of the invention, the sevinl number of the
applieation, the date of Mling the same, and, if knewn,
the group art unlt and name of the examiner to which
it has been gastgned (see rule H0).

Rule 5.
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'(b)» :When the latter concerns a pateat, it showld
gtate the number and date of izsue of the patest, the
name of the patentee, and the title of the inventien.

A0) A letter: relnting to . a. trademark application
ashould identify it ng such and by the nawme of the ap-
plicant and tiie serinl number and  filing 4date of the
application, A letter relating to a registored trade-
mark should identify it by the name of (ke registrant
and by the number anad date of the certidente,

. Rule 6, Receipt: of lettars end pepers. {a} Letlors
and. other. papers recelved: in  the Patest Office are
stamped. with the. date of receipt.  Ne papers are
received in the Patent Office on Saturdsys, Sundays ov
holidays within the District of Colmmnbia.

(b)) Mail placed In- the Patent: Office pauch up to
midnight on weckdays, excepting Saturdays and holi.
days, by the post office at. Washington, N, serving
the Patent Office, 12 considered as having &w@n recelved
in the Patent Giflee on. the day it was so placed in
the pouch.

(¢). In addition to belng mailed eor delivered by
hand during office hours, letters nnd other papers may
be deposited up to midnight in a box provided at the
guard's desk at the lobby of bullding % of the Patent
Oflice at Crystal Plaza, Avlington, Virginia and at the
main entrance of the: Dopartment of Commerce build
ing, Washington, D.C., on weckdays excvept Saturdays
and holldays, and all papers deposited thervein ape
cousidered ag received in the Patent Offtee on the day
of deposit,

Applications, amendments and other papers
mauy be sent to the Patent Oifico by mail, or they
muy be deposited in the Cor o\!maulonm\ and
Ml Division or in a box which is kept in the
lobby of building 3 of the Patent Office for this
pur l'mx(\

The Patent. Ofice Z1P Code  designation
w0023 1" should be used when writing the Patent
Oflice for any matter. Tn addition, the sender’s
own Z1P Code designation should be given,

Tha Office nItml oxperiences  difficulty in
matehing incoming papers with the ap pliention
file to \vﬁwh they pertnin beennse wsuflicient or
erroncouy information is given. This applies
especinlly to amendments, \m\wm of attorney,
changes of nddress, status letters, vequests for
extension of time, and pvlnmm

Irequently, there are errors in the serinl num-
bor or in the group urt unit number, or the
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etk Al
tion Division must pted solely
purpose of determining the location of. th
plication so that the communicatiofi ea
properly routed. Under these circumstances |
eficiency of tho Application Division is im-
paired ‘and-the incoming paper:is delayed in
reaching: ity preper ‘destination. Where' such
papers:are not essentinl to complinnee with a
statutory period or time limit for response, they
roay be returned - for completion “to -identify
the locationof thefiles. o G o e s
It would-be of great assistanee to'the Oftice it
ol imcoming papers pertaining to'a filed appli:
ention onrr‘im&hﬁ following items: 0 0o b
~+1, Serial number ‘(checked for accuraey).
2;:Group ‘art unit’ number - (copied ' from
-+ filing’ receipt or most: recent Office: Ac-
e -;t;i"on)i.:.:r L TR TR IR T T LTI SREEE S ST S
3. Filingdate: - o i
-:4,: Name ¢0f the oxaminer who prepared the
roomost reeent Office Actions o it
w8 Title ofdnvention: i 7o ot s
. To further reduee the burden on the Applica-
tion Division and the examining groups, it 1§
also requested that the snbmission of additional
or supplemental papers on a newly filed appli-
cation-be deforred until a filing receipt has been
received. In the same vein, it would be appre-
ciated if the filing of additional papers refating
to an: allowed application were deferred unt
a notice -of allowance (POIL-85) -is ‘received.
- If the above suggestions are adopted the proc-
essing of both new and allowed applications
could " proceed more efficiently’ and promptly
through the Patent Office. ‘

i

S Hanp Drvivery or Parrrs -

Any puper which relates to a pending appli-
ention may be jl)mw;mnl,ly delivered to an Kxnm-
ining Group, Mowever, the Examining Group
will aecept. the paper only if: (1) the: paper is
secompanicd by some form of reeeipt which ean
be handed baek to tho person. delivering the
paper; and (2) the Examining Group boing
nsked to reecive the paper is responsible for act-
ing on the paper. A

The receipt may tuke the form of u duplicate
copy of such paper or a card identifying the
aper. The identtfying data on the enid should
w50, complete as to lenve no unestainty as to
the paper filed, For example, the eard should
contain the applicant’s name(s). Serinl No,, the
filing duto nnd 0 deseription of the paper being
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or is by 'n;gﬁlédfor |
rd should contain
ritem,

L]
paj .
the paper and receipt

dure,

% h the Group glate
bt Willdhe Haridedl] B4 éle to the

hand clel}\rering the paper’ The paper

’igl gl%sg.&cm'reluted with tha application and
madé ansofticial paper in the file, 't?lusmby avoid-
ing the necessity of pumessiug and forwarding
%:; paper to the Examining Giroup via the Mul
Reéong= i TR

The Examining Group will acéept and date
stamp a paper even thougly'the pauper i@ accom
panied by a check' ‘m'“it% pef
authovization to chavpe's
However, in suclvan ingtutice, t
hand ecarvied by Group personne & Off
of Finance for prodessing and ‘then mnde an
officinl paper in the file, A L

All snch papers, together withthe  cas
checks, or money orders; shall be hand ‘carried
to: the :Cashier's: Window; Room 2-1BO1, be-
tween the hours of 3:00 pan, and’4 :00'pam.

The pavers shall be processéd by the ' account-
ing elerk, Office of Financo, for pickup ‘at the
Cashier’s Window by 3:00 pan: the ‘followig
work day. Upon return to the group, the papers
Wikl ebgwmuaeﬂ inithe applicdtion: filp*vrappers,

A duplicate copy: of officially date-stamped
{‘Impers‘mny be hand delivered. See §§ 104,
10.02(e) and 71801, = oo oo

508  Serial N“"“Ber a.nd’- Fi‘ling Rééeipt

- Serial - Numbers ‘are asgigned ‘in the Corre-
spondence and Mail Division immedintely. after
mail hasbeenopened, : .. . . ...

With the imqlmnentution:of-this new. pro-
cedure, it i1s no longer necessary to submit two
self~addressed post.cards when early notitiea-
tion of tho serinl nmmber i desived. If o solf-
addressed post eard is submitted with a patent
application, that post card will be stampad with
hoth the receipt date and serin] number prior to
returning it to the addressee.. o

The identifying data on the post eard shonld
include: (1) applicant’s nmuo%H),; (2) title of
invention; (3) number of pn'p;os& of specification,
clnims, and sheets of drawing; (1) w cther path
or declavation nsed nnd f(fi%{ amonnt and man-
nevof paying the fee, o

A return post eavd shonld be attached to eaeh
patent appHeation for which n receipt is desired,
Tt should be recognized that the identifieation
of an applieation by Sevinl Number does not.
necessrily signify that the Patent Offico has
aceopted the ﬂ])?)llmll ion as eomplete, After the
applieation has been veviowed forstatutory com-









