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501 Papers Received by Mail Branch

All communications are received by the In-
coming-Mail Section of the C ondence
mm'?,anch, which opens and distributes
all official mail. -

502 Depositing Papers

The application having been prepared and
execubed??t can be sent to the Patert Office b
mail or express, or may be delivered by hand.

Amendments and other papers reach the Of-
fice by mail, or in W on they may be
deposited in the Mail Branch or in a box
which is kept at the Patent Office for this

pu . ]

'K?eprevious practice of hand delivery of
officially date-stamped papers has been discon-
tinued. A duplicate copy of such papers may
be hand delivered. See 104, 710.02(e) and
713.01.

Rule 6. Receipt of letters and papers. (a) Letters
and other papers received in the Patent Office are
stamped with the date of receipt. No papers are
received in the Patent Office on Saturdays, Sundays or
holidays within the District of Columbia.

(b) Mail placed in the Patent Office poucbh up to
midnight on weekdays, excepting holidays, by the post
office at Washington, D.C., serving the Patent Office,
is considered as having been received in the Patent
Office on the day it was so placed in the 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 14th and E Street entrance of the
Patent Office on weekdays except Saturdays and holi-
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as rccelmdln the Patent Office on the day of deposit.

503 Serial Number and Filing Receipt

It is most important that the Group number
be typed on amendments and com-
munications relating to pending applications
in order to expedite the handling of mail. The
number of the Group should be on the
right-hand side, opposite the Serial Number or
name of applicant. In view of the vast amount
of mail, continued careful attention to these
details will do much toward avoiding delay in
handling of mail. o

In the Application Branch each application
which meets the formal requirements as to
completeness is immediately given a serial
number and a filing date. Since the serial
numbers are limited to six digits, a new series
is started from time to time. The current
series was started in 1960. It is therefore
important, when referring to application files,
to i1dentify them by their filing dates as well
as by serial numbers.

e Application Branch mails a receipt to
the attorney or aﬁent, if any, otherwise to the
applicant, for each application filed, giving the
serial number, filing date, and group to which
assigned. The filing receipt may contain nota-
tions of apparent omissions. See 506.

In the Application Branch the application
papers, with the exce&)tion of the drawing, are
placed in a jacket and the data listed in 717.02
are placed thereon.

54 Register of Applications

The Application Branch assigns the applica-
tion to the examining group to which it ap-
pears to belong. A list of all applications
a by serial numbers as well as an
alphabetically arranged card index of the ap-
plicants is kept by the Application Branch
and the identification of the group to which
each 1_(ia.pplication is sent is made part of this
record.

505 ‘“‘Office Date” Stamp of Receipt

In whatever manner an application or any
part thereof, or an amendment, letter, or other
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made ‘that {
submlt.ted

’506.01 Remrn of Ineomplete Apph-
cation

Ifa rezfuest is made, the pnrts of an incom-
plete application are returned by the Ap llea-
tion Branch. Otherwise, the papers (an

are retained for at least six months and then
retarned. They may be used by applicant as
part of a completa application if missing
parts are later supplx - See Rule 53.
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ceived, a print is made and forwarded to the

apphdatxon incomplete and will not be give
adnteandsenglnumber draw-

When a new or substitute drawing is re-
Group to be plaoed in the file as an oﬁcml

paper.
As to the procedure to be followed when a
modelxsﬁled see60803 and 608.03(a).

508.01 Papen Sent to Wrong Group

Drawings, amendments and other papers
that are delivered to Groups to which they do
not belong should be promptly returned to the
Application Branch for re-routing. Palgers
may be forwarded to the correct destination,
if known.

A termina) discleimer should not be routed
directly to an Examining Group. If such a
paper (mthout the file) is received, it should
be promptly forwarded without the ﬁk to the
Issue and Gazette Branch.

508.02 Papers Received After Patent-
ing or Abandonment

After an application is patented or aban-
doned, any inc communication which is
nottobecomepartofthemcordxssentto
the Correspondence and Mail Branch for han-
dh;s w:th the status of the application indi-






