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501 Papers Received by Correspond-
ence and Mail Division [R-45]

Rule 1. AUl communications to be addressed to the

r’(}nmmiaa{oncr of Patents and Trademaerks. Al letters

and other communications intended for the Patent and

Trademark Office must be addressed to “Commissioner

of Patents and Trademarks,” Washington, D.C. 20231.

When appropriate, a letter may be marked for the at-
tention of a particular officer or indlvidual,

The officinl mailing address for all’ com-
== munications sent to the Patent and Trademark
Offica remains:
- Commissioner of Patents and Trademarks

Washington, D.C, 20231

The physical location of the Office is 2021
Jefferson Davis Highway, Arlingﬁon, Virginia.
This address ﬁhmﬂ% not be used on mail sent

=o to the Patent and Trademark Office.

All mailed communications are received b
the Incoming-Mail Section of the Correspond-
ence and Mail Division, which opens and dis-
tributes all official mail,

502 [R-45]

Rule b Identification of application, patent or
registration, (a) When a letter concerns an application
for patent, it should state the name of the appleant,
the title of the Invention, the serlal number of the
applcation, the date of filing the game, and, {f known,

Depositing Papers
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the group art unit and name of the examiser to which
1t has been assigned (see ruie 88).

{(b) When the letter concerns a patesmt, it should
state the number and date of iasue of the patent, the
name of the patentee, and the title of the invention.

(¢) ‘A letter relating to a trademark application
should identify It ae such and by the name of the ap-
plicant and the serial number and filing date of the
application.: A ‘letter relating to a  registered trade-
mark should identify it by the name of the registrant
and by the number and date of the certificate.

Rule 6. Receipt of lettera und papers, {a) Letters
and other papers received in the Patent and Trademark @
Office are stamped with the date of receipt. No papera
are received in the Patent and Trademark ffice on g
Saturdays, Sundays or holidays within the Distriet
of Columbia.

(b) Mall placed in the Patent and Trademark Office =
pouch up to midnight on weekdays, excepiing Satur-
days and holidays, by the post office at Washington,
D.C., serving the Patent and Trademark Qffice, is con- «g=
sldered as having bheen received in the Patent and
Trademark Office on the day 1t was go placed in the ugs
pouch.

(¢) In addition to being mailed or delivered by
hand during office hours, letters and other papers may
be deposited up to midnight in a box provided at the
guard’s desk at the lobby of bullding 3 of the Patent
and Trademark Office at Crystal Plaza, Arlington, VIr ege
ginia and at the maln entrance of the Department of
commerce bullding, Waghington, D.C.., on weckdays
except Saturdays and holldays, and all papers deposaited
therein are considered as received i{n the Patent and

Trademark Office on the day of deposit, -

Applications, amendments and other papers
may be sent to the Patent and Trademark Office «=
by mail, or they may be deposited in the Corre-
gpondence and Mail Division or in a box which
is kept in the lobby of building 3 of the Patent,
and Trademark Oflice for this purpose,

The Patent nnd Trademark },,")ﬂi('o Z1IP Code
designation “20231” gshould be used when writ-
ing the Patent and Trademark Office for any <=
matter. In addition, the sender’s own ZIP Code
designation should be given.

The Office often experiences difficulty in
matching incoming papers with the application
file to which they portain because insufficient or

-
-
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erroneous information is given. This applies
ially to amendments, powers of attorney,

~ changes of address, status letters, requests for
‘extension of time, and petitions, '

- Frequently, there are errors in the serial num- -

i ber, or the

1 g» art unit.
‘been trans-

ber or in
number where an ap!

ferred and acted on

ere the group art unit number is entirely
omitted, the routine operations of the A plica-
tion Division must be Interrupted solely for the
purpose of determining the location of the ap-
plication so’ that ‘the communication: can.
Prgrerly routed. Under these circumstances the
efficiency of the ‘Application Division 'is im-
paired and the:incoming paper is delayed in
reaching its proper destination. Where :such
papers-are not essential to compliance with a
statutory period or time limit for response, they
may ' be returned - for :completion to identify
the location of thefiles. o oo e
~ “Tt'would be of great assistance to the Office it
" all incoming papers pertaining to a filed appli-
cation carried the fo]?owing:item: et s e
# -1, ‘Serial number: (checked for accuracy).
~'2.'Group ‘art unit number (copied from
filing receipt or most recent Office Ac-
. Filing date. -~ . :
Name of the examiner who prepared the
most recent Office Action.
5. Title of invention. T
“To further reduce the burden on the Applica-
tion Division and the examining groups, it is
also requested that the submission of additional
or supplemental papers on a newly filed appli-
cation be deferred until a filing receipt has been
received. In the same vein, it would be appre-
ciated if the filing of additional papers relating
to an allowed application were deferred until
a notice of allowance (POL-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 and Trademark Office.

: ﬂ)e mup

m umt num

pliation s beon tre
y o different examinin

Hanv Devivery or Pavers

Any paper which relates to a pending appli-
cation may be personally delivered to an exam-
ining group. However, the examining group
will accept the paper only if: (1) the paper is
accompanied by some form of receipt wm&g can
be handed back to the person delivering the
paper; and (2) the examining group gﬁing
asked to receive the paper is responsible for act-
ing on the paper.

Rav. 45, July 1075

~ The receif 'imy take the form of & duplicate

copy of such paper or a card identifying the
' Egper, The identifying data on the card should
so complete as to leave no uncertainty as to
‘the paper filed. For example, the card should
~contain the applicant’s name(s), Serial No,, the
filing date and a deecription of the paper being
filed. If more than one paper is heing filed for
+the same application, the card should contain
" a description of each paper or item. '
Under this procedure, the paper and receipt
will be date stamped with the up date
stamp. The receipt will be handed back to the
person hand delivering the pa

per. The paper
will be correlated with the application: and
made an official paper in-the file, tgwm by avoid-
ing the necessity of processing and t;orw;uuhn%
%he paper to the examining group via the Mai

00m, Phandlan b leaiwll by wemie Dl

The examining: group: will accept. and date
stamp a paper even though the paper is accom-
panied by a check or the paper contains an
authorization to charge a. Deposit Account.
However, in such an instance, the paper will be
hand carried by group personnel to the Office
of Finance for Krocessing and .then made an
official paper in the file. s e :

All such . papers, together with the cash,
checks, or money orders, shall be hand carried
to the Cashier’s Window, Room 2-1BO1, be-
tween the hours of 3 :00 p.m. and 4.:00 p.m.

The papers shall be processed by the account-
ing clerk, Office of Finance, for pickup at the
Cashier’s Window by 8:00 p.m. the following
work day. Upon return to the group, the papers
will be entered in the application file wrappers.

A duplicate copy of officially date-stamped
papers may be hand delivered. See §§ 104,
710.02(e) and 713.01.

Express Man, Skrvice -

There are two types of Express Mail delivery
offered by the 10.S. Postal Service—*“Post Office
to Addresses” and “Post Office to Post Office.”
The only type of service which can be used for
Express Mail directed to the Patent and Trade-
mark Office is “Tost. Office to Addressee,” This
service provides for delivery to one of our em-
ployees in Room 1627, Department of Commerce
Building, Washington, D.(C., no later than 3:00
p.m. of the next workday following its deposit
before 5:00 p.m. at any postal facility with an
Kxpress Mail window.

'The only address that should be used for Ex-
press Mail sent to the Patent and Trademark
Office is:

“Clommissioner of Patents and Trademarks
Washington, D.C. 20231.”
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503 Serial Number and Filing Receipt

that this type of Express M
and is awaiting pickup. 1f not picked up, this
il days and then returned. to

Therefore, since the Patent and Trademark
Office ‘does not have resources for picking up
any mail, including Express Mail, the “Post
Office to Post Office” Xxpress Mail' will not
reach the Patent and Trademark Office.

- [R-45]

Serial Numbers are assigned in the Corre-
spondence and Mail Division immediately after
mail hasbheen opened. ey

With the implementation of this new pro-
cedure, it is no longer necessary to submit two
self-addressed post cards when early notifica-
tion of the serial number is desired. If a self-
addressed post card is submitted with a patent
application, that»dp;osc card will be stamped with
both the receipt date and serial number prior to
returning it to the addressee. '

‘The identifying data on the post card should
include: (1) app icant’s'nume?s); (2) title of
invention ; (3) number of pages of specification.
claims, and sheets of drawing; (4) whether oath
or declaration used; and (5) amount and man-
ner of paying the fee, ' '

A return post card should be attached to eac’.
patent application for which a receipt is desired.

It should be recognized that the identification
of an application by Serial Number does not

r* necessarily signify that the Patent and Trade-
Ly mark Office has accepted the application as com-

plete. After the application has been reviewed
for statutory compliance and given an officinl
filing date, the usnal filing receipt will be
mailed.

In the Application Division each application
which meets the formal requirements as to
completeness is given a filing date. Tt is impor-
tant, when referring to application files, to iden-
tify them by their filing dates as well as by
serial numbers,

The Application Division mails a receipt to
the attorney or agent, if any, otherwise to the
applicant, for each complete application filed,
giving the serial number, filing date, and group
to which asgigned. See § 506.

In the Application Division the application
papers are placed in a file wrapper and certain
data placed thereon.

321

, eceipt of any paper filed in the Patent
and Trademark Office is desired, it may be ob-
tained by enclosing with the paper a self-ad-
dressed post card identifying the paper. The
Patent and Trademark Office will stamp the
receipt date on the card and place it in the
outgoingmail.. . L
o identifying data on the card should be
go complete as to match the paper with the ap-
plication or other document to which it is to
associated, For example, the document should
be identified by the applicant’s name(s), serial
number, filing date, interference number, ete.,
and the paper should be identified by specifying
the ty})e thereof, namely, affidavit, amendment,
appeal, application papers, brief, drawings,
fees, motions, supplemental oath or declaration,
petition, etc, '

When papers for more than one document are
filed under a single cover a return addressed
post card should be attached to the paper for
each document for which a receipt is desired.

[R-35]

The Application Division assigns the applica-
tion to the examining group to which it appears
to belong. A list of al]l applications arranged by
serial numbers as well as an alphabetically ar-
ranged card index of the applicants is kept by
the Application Division am;) the identification
of the group to which each application is sent
is made part of this record.

505

504 Register of Applications

“Office Date” Stamp of Receipt
[R-35]

In whatever manner an application or any
part thereof, or an amendment, letter, or other
paper is transmitted, the date of its receipt is
stamggd thereon by either the Correspondence
and Mail Division or examining group. The
stamp is referred to as the “Office Iﬁ;te” stam
and, if the application is complete (See rule
55), establishes the “filing date.”

506 Completeness of Original Appli-
cation [R-45]

INcoMrLETE APPLICATIONS

If the application papers are too informal to
be given a filing date, the case is held in the
Application Division a8 an incomplete applica-
tion and the applicant, is in formmq of the short-
comingf) of the papers. No filing date is granted
until the incompleteness is corrected,

Form PO-1123 (rev. 1-73), Notice of Incom-
plete Application Papers, is prepared and
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