Chapter 500 Recelpt and Handlmg of Mall
b and Papers | |

'Papers Recaived by Correspondonce nnd Mall
Divigion

“epomtinu Papers .

Serial Number and Filing Receipt

_Register of Applications

505 “Offico Date” Stamp of Receipt

508 .. Completeness of Original Application

306.01  Return.of Incomplete Apphcatmn

507 Drafting Division :

508 . Distribution

508. 01 Papers Sent to Wroug broup

508. 02 Papers Received. After: Patenting or Abana
~donment:

508,02 Unmatched Pupers

509 IPayment of Fees .

310  Patent QOffice Business Hourg

301

501
502
503
504

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

Rule 1. Al communications to be addressed to the
Commissioner of Patents, All letters and other com-
munications. intended . for-the. Patent Office must be
addressed to “Commissloner of Patents,” Washington,
D.C. 20281, When appropriate, a letter may be marked
for the attention of a particular officer or individual,

The official mailing address for all com-
munieations sent to the Patent Offico remains:

Commissioner of Patents

Washington, D.C2. 20231

The phvu;wal loeation of the Office is 2021
Jofferson Davis Highway, Arvlington, Vi irginia.
This address shonld not be used on mail sent
to the Patent Office,

Al mailed communieations are reecived by
the Incoming-Mail Section of the Correspond-
enco and Mail Division, which opens and dis-
tributes all oflicinl mnil.

502  Depositing Papers  [R-35]

Rule O, Identification of application, patent or
reglatration, (1) Whon a letter concorns nn application
for pateat, L shonld state the mane of the applicant,
the title of the invention, the sevinl number of the
application, the date of Aling the same, and, if knewn,
the group arl unit and name of the examiner to which
it has been gastgned (xee rale H0).
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'(b)» :Whnn t;ha letter concerns a pateat, it ehould
gtate the numbor and date of lsave of the patent, the
name of the patentee, and. the title of the invention.

A0) A letter relnting to . a. trademark application
ghould identify it ng such and by the nawme of the ap-
plicant and the serinl number and  filing date of the
application, A letter relating to .a regishored (rade-
mark should identify it by the name of (he registrant
and by the number-and date of the certifteata

. Rule 6, Receipt: of lettars end pepers. a}) Letlors
and. other. papers -received: in the Pateme Office ave
stamped. with ihe. date. of receipt.  Ne papers are
recelved in the PPatent Office on Saturdsys, Sundays oF
holidays within the District of Colmnbia.

(b)) Mail placed  in the Patent Office pawch up to
midnight on weckdays, excepting Saturdays and holi.
days, by the post office at Wushingtor, NG, serving
tha Patent Office, i8 considered as having &x‘@n recelved
i the Patent Giflee on. the day it was o placed in
the pouch.

(¢). In nddition to being mailed or delivered by
hand during office hourg, letters and other papers may
be deposited up to midnight in a box provided at the
guard's desk at. the lobby of bullding 8 of the Patent
Offlce at Crysta)l Plaza, Avlington, Virginig and at the
main entrance of -the: Department of Commerce build-
ing, Washington, 1.C., on weckdays excvept Saturdays
and holidays, and all papers deposited thevein are
cousidered as received in the Patent Offtee on the day
of deposit,

Applications, amendments and other papers
may be sent to the Patent Offico by nmail, or they
muy be deposited in the Cory o\!maulonm\ and
Ml Division or in a box which is kept in the
lobby of building 3 of the Patent Office for this
purpose, ’

'Ilho Patent Office ZIP Code  designation
“20231" should be used when writing the Patent
Oflice for any matter. Tn addition, the sender’s
own ZIP Codo designation should be given.

The Office often experiences  difficulty in
matehing incoming papers with the ap blicution
file to which they pertain beeanse insuflicient or
erroncous informntion is given. This applies
especinlly to amendments, \m\wm of attorney,
changes of nddress, status letters, vequests for
extension of time, and petitions,

Frequently, there are errvors in the serial num-
ber or in the group art 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-




tant, when mfér'm
: heir ﬁ

’ pph
gwin  the serial mtmber, ﬂlmg data
to which assigned. See

In the Appli
papers are p

place om'tmn
data placed rhereon

e w ’apper mx

RETIT’RV Pos'r Carn

If o mrelpt of any paper filed in tlm Patent
Office is desiredy it.taay beobtained by enclosing
with the paper a self-addressed post card iden-
tifying the paper. The Patent O ice will stamp
the receipt date on the card and plnce it m the
out m mail..

e i entlfymg data on t.he cnrd shouid be
50. c,omplete as to match the paper with the a
plication or other docwment to which it is to-
associated. For example, the dooument should
be.identified by the applicant's name (8), serial
number, filing: date, interference number, ete.,
and the paper should be identified by speei fvmg
the: tyFe thereof, namely, affidavit, amendment,
appeal, application papers, brief, dmwmgs,
fees, motmns, bupplemonml muh or doch\ rati ion,
pet.mon, etc.

“When papers. for more than one document are
filed under n single cover a return addressed
post card should be attached to the paper for
each document for which a re cmpt is dusu'ed
[R-42|

504 (R-35]

The Application Division assigns the applica-
tion to the examining group to which it appears
to belong. A list of all applications nrranged by
serinl numbers ng well 4 an alphabetically ar-
ranged eard index of the applicants is kept by
the Applieation Division and the identification
of the group to which each application is sent
is made part of this vecord.

505

‘Register of Apphcauons

“Office Date” Stamp of Receipt
[R-35]

In whatever manner an application or any
part thereof, or an ame ‘ndment, lotter, or other
paper is tmnmmttml the date of its receipt is
stamped thereon by either the Correspondance

32.1

, PP M:um pa'
be given a filin datp,
Application. i +
tion and the pp]u‘ant\w mfonnm of {4 ;
comings of the papers; No filing date ﬂk‘mﬁe«’i
until the incompleteness is corrected.

‘Form PQ-1123 (rev, 1-73), Notice of Incain-
plam Application - l‘apm‘s, is. preparved - and
mailed by the Application Division when ap-
phanmon po,pm's are dmmed uwmnpke&a under
35 11.8.C. 111.

Such infor mahty may mzmsf nf the omission
of any one of the component parts of an appli-
cation, The ('ompomnt parts uf an apphea‘:mn
arey.

L Adoclm‘atlon or oath, .L) 8.0 111

0 A% ecification, 35 U.S.C. 112,

: elaim, 35 1. b. R
; 4. Admwmg, 35 U.S.C. 113, gy

B, Basic statutory hlmg fee of %ﬁ

- In the past the / \p{ahcntmn Division has re-
viawed the claimed su rject matter of newly filed
applications to determine whether a tiling date
should be granted. Such applications included
those drawn to perpetual motien devices and
methods of doing business and applications for
reissue signed by assignees or filed more than
two years after the grant of the patont which
ll]?(])(‘m to contain broadened reissue claims,

Tnder the curvent practice, a filing date is nor
mally granted in such cases if the application is
otherwise complete, and then forw avded to the
examiner for his consideration and decision dur-
ing the regular course of examination.

IVF(")]N AL A PPLICATIONS

An u}pll('uh(m is informal if it is typed on
both m(\m of the paper, or is not permanent,
legible or reproducible. Tf such informalities
ave timely corrected, the application iz given
the filing date on which Hm original mfmnm]
papers were filed,

Form 1PO-1094 (rov, .3 T1), ‘\ntuo of In-
sufficient Fee and/or Informal Drawings, 1s
uged when utility patent applications ave flled
with at lenst n $65 filing fee but more money
is required, or patent uppnvntmns are receivod
with mfm'mnl drawings. This form 1s mml@d
by the examining group prior to the examiner’s
examination of the application.
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tion required :
crvpe they do: noti comply w ,
tices. In such applications, the Appli
sion prepares form P0-1562 (rev, \
- of Informal Application indicating the infor-
mality and places th r. ']
examining group mails the letter to applicant,
™ to correct: the informality within: the

~“Anapplication too’informal to be admitted
for examination may receive as its filing date,
the date it was originally presented only by
petition under rule 183, and only when a satis-
actory showing is made that s proper applicn-
tion could not be snbmitted originally and that
applicant will suffer irreparable damage if the
ﬁxingdatersonght isnot accorded.
~Inquiries directed to the Application Divi-
sion, either in person or by telephone, concern-
ing patent applications should not be made
during ‘the afternocon hours between 2:30 and
4:30. '
The letter of transmittal acc'omp&nging the
filing of continuing applications should include
such additional ‘information as the identifica-
tion by serial number of the pavent application,
its statns, and location in the Patent Office, The
supplying of this information will simplify the

processing of these applications.

When a new application is filed with a re-
quest to transfer drawings under rule 88, the
application papers shonld include drawing
prints to ennble the Application Division to
process the case before transfor of the formal
drawings is effected. '

506.01 Return of Incomplete Appli-
cation [R-35]

If o request is made, the parts of an incom-
plete application are returned by the Applica-
tion Division, They may be used by applicant. as
part. of a complete application if the missing
parts ave later supplied. See rule 53,

507 [R-35]

The drawing is sent to the Drafting Division
to he inspected for formal compliance with the
rules. If the drawing is satisfactory, it is
stamped “approved”. 1f the drawing contains
defects which are not so serious as to warrant
holding the application to be incomplete, the
Draftsman checks the appropriate notation on

Drafting Division

Rev, 42, Oct. 1974

" The Ap plic
file wrapper. The

in abandonment of the -

' ation Division haa‘,g{mmnm
prints made of the drawings of all complete
applications. and securpes the prints in the file

wm&wﬁx& The drawin
1)

; ‘ draw gs}und,fi]ea,am.t;hm,‘g;.s»
sembled and forwarded to the proper examin-
ng group. ‘ ~

_ When n new_or substitute drawing is re-
ceived, a_print is made und forwarded to the
group to be placed in the file ns an official
paper. ‘

s to the procedure to be followed when a
model is filed, see §§ 608.03 and 608.08 (a).

508.01 Papers' Sent to Wrdng Group

- If there is no Serial Rogister card, storage
card or transfer card in the group for drawings
amendments or other papers: delivered to g;:
group, Application Divigion should  be ' tele-
phoned to determine the current assignment of
the application. The current group assignment
should be placed on the paper and then for-
warded to the appropriate group. Tho assign-
mient indicated by Application Division may be
verified by calling the group indicated before
forwarding the paper. - ,

The Patent. Application Tooator and Moni-
toring System (PALM) Control Office may
also be called for assistance in‘locating a pend-
ing application. : o

A terminal disclaimer shounld not be routed
directly to an examining group. If such a
paper (without the file) s received, it should
be promptly forwarded without the file to the
'atent Tssue, Division, In sowe situations the
Patent Issue Division may be holding a termi-
nal disclaimer, ‘This may be checked hy ealling
the Chief of the Patent Issne Division by
telephone.

508.02 Papers Received After Patent-
ing or Abandonment [R-28]

After an applieation is patented or aban-
doned, any incoming communication which is
not. to become part. of the rvecord is sent to
the Correspondence and Mnil Division for han-
Aling with the status of the applieation indi-
ated thercon.

508.03 [R-42]

These instructions sot forth procedures for
handling unmatched pnpers in the examining

Unmatched Papers

32.2




: eiearly slmul i
ived by the gmup should be rt\moved

wardod to that grtmp
nor PALM yieldﬂ a new group numher

to determlne_
set out in lt . ) An excq)tion to this
pructlce should Dbe mnde where Q. pnper has thereon
the name of an cxmx.inu‘ in um group, In these situn-
tions a cnreful check of the gmup records nnd files
as well as (-()niultatlon with the. Indicatod examine
should be made to detormine the correct gerinl munbm'
1f this, does not.. vield 4 new wrml numher the paper
should be H(-nt to the PCO.

8. Unmatched papers rvlaﬂny to  cases abandmmd
from. group ' ‘ . g
The flle should be crdered from Abandoned Files. If
the flle is not reeeived therefrom, the paper should bhe
forwarded to the PCO, Charge Card, PO-125, returned
by Abandoned Files should be stapled to the paper
when It i3 sent to the PCO.

4. Paperg for appiicetions which have been aent Lo the
Patent Isaue Division

All papers for applications which PALM indicates to
be Joeated in any of the loeatlons 730 through 705
shonld be forwarded to the Query sud Corvespondence
Heetlon of the Patent Tusne Division, room 2-3C18 vin
the Oflice of Publleatlons messenger, Such papers may
he left for plekap by the messenger in the “Allowed
Flles Pickup/Deltvery” boxes which nre loented In each
examining group.

The fustrnetions of this section ¢y apply to all tlles
in Issue Inelnding those which have been nsslgued
a Patent Nnmber and Issne Date, Papers requlring ex-
aminer revliew and nction will be returned to the ex-

32.3

o mmster eard s presont: m th@ grnup. bue :m &!@ iﬁ Bt

immediately  avallnble,  Theso pawrs mm l»e 4

tained in the group for processing.

“ Back paper: sent  to:the PO wust MW & POO

Transinittal Form ratapl«:dthmato. Each torg attached
‘toa: paper showld be fled out as compleiely as pos-

sible. Transmittnl Formus attached: to’ papews bncate-
gories 1 and 2 must Luve an indication of the infor-
matiau ubmlm\d 1 both Appnomimx Dhvision and
PALM, The .ALM inﬁormutic)u szhmxtd w év.wart:\d lu

mmpletel; ﬁlled 01 : ‘msmlttul forlm WAy !w :
to the mlghmtlng gro .tlditlomul copies of the PCO
tmnsmit!al can be ahmin ,,1 hv (‘ﬂllh)g exuwﬁun ’m’ﬁl

509 Payment of Fées o [R~53§)] .

Rule 22, Fees payable in advance. Fees and charges
payable to the Patent Office are required io be pald in
advance, that is, at the time of making application for
any action by ‘the ()ﬂicP for \\hlvh a fee or Nmrm‘ i)
payable.

‘Rule 28. Mathod of paymeit, All payments of money
required for Patent Office fees should be made in

Unlted States spacle, Treasury notes, uational bank
notes, post office money ordevs; or by certiied checks,
If sent in any other f'm'm. the Office may dﬂm ar ¢an-
cel the eredit untll colleetion 1s made. Money ovders
and checks must be made payable to the Commissioner
of Patents, Remlttonees from foreign countries must
be payable nnd hnmediately negotiable in fhe Unlted
States for the full amount of the fee reguired. Money
sent. by mall to the Patent OfMee will be at the risk of
thoe  sender; letters  containlng money  should Dbe
rogistered.

Rule 24 Coupons, Coupons in denceminations of
twenty cents nnd {ifly cents pre sold by the Patent
Oflice for {he convenleneo of regulnr purchasers of UN,
patents, deslgng, amd trademnrk vegisteations; these
coupons may nol he nsed for any other parpose, The
20-cont coupons nre gold ndividnally sad in books of
50 wlth stubxs for record for $10.00, ‘I'he &d-cont coupons
are sold Individually and in pads of 10 for 85,00 and
in books of HO with stubs for record for $25.00. These
coupons gre goold vt used; they may be transferred
bt cannoed be redeemed,
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:me accoum and

- thng restore the acemmt todts: utnbﬂshm normal de-
- pastt valve.-An; p.mmmt mﬂwlmt to. nowr all ﬁewloea,

“reasonable precautlons will b6 taken in all
cases to avoid Qverdmﬂs, and if an a ‘count 13
suspended repeatedly ‘i’ will Be*‘nécess >
closa 1t.

Sxmllarly, beumso of the l)mdon pluwd on
the Patent Office incident to.the operation of
deposit necounts, a charge of ten dollnrs will be
m‘ulv for opening each new account. :

“The Patent Oftico will accept lists of hfty (5())
or more patent numbers arranged in' numeri-
cal sequence to be supplied and charged to de-
pmxt'nccnunts. Su'vlcc c]mrges, such as ‘Special
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| 510 Pmmi Off‘mo Businans Houm

Thm prmedum is bem pubhshed to brmg to
tha attention of the public socurity provissons
concerning the P atanb Oﬂice premxsea amzl Pat-
ent Offiee hles. ;

+'The publie is r('mmded that; the Pntem; ()ﬂwe
workmg hours are 8:30 a.m. to 5:00 p.m,. Mon-
day through”ﬁ‘mdu?r cluding legal holida
the District of Columbia. Outside these hours,
only Patent ’Oiﬁcc employees ‘are authorized to
be 11 are: Patent Office other than’ the
Pubhv’%awh Rooms,

“The hours for the Public’ %urch Room are
8:00 a.m. to 8:00 p.m., and the hours for the
Trademark Search' Room are 8:00 am. to 640
p:m., Monday through Friday, excluding legal
holidays in the District of Co imbis,

During working hours, all applicants, ‘at-
torneys, and other members of tlie public should
annmmeo their presence to the Office personnel
in the area of their visit. Tn’ the examining
groups, visitors should inform the group recep-
tionist of their presence before visiting other
areas of the group. ‘ ;






