§2.191

addressed to: Mail Stop Assignment
Recordation Services, Director of the
United States Patent and Trademark
Office, P.O. Box 1450, Alexandria, Vir-
ginia 22313-1450. See §3.27 of this chap-
ter.

(d) Requests for copies of trademark
documents. Copies of trademark docu-
ments can be ordered through the Of-
fice’s web site at www.uspto.gov. Paper
requests for certified or uncertified
copies of trademark documents should
be addressed to: Mail Stop Document
Services, Director of the United States
Patent and Trademark Office, P.O. Box
1450, Alexandria, Virginia 22313-1450.

(e) Certain Documents Relating to
International Applications and Registra-
tions. International applications under
§7.11, subsequent designations under
§7.21, responses to notices of irregu-
larity under §7.14, requests to record
changes in the International Register
under §7.23 and §7.24, requests to note
replacements under §7.28, requests for
transformation under §7.31, and peti-
tions to the Director to review an ac-
tion of the Office’s Madrid Processing
Unit, when filed by mail, must be
mailed to: Madrid Processing Unit, 600
Dulany Street, MDE-7B87, Alexandria,
VA 22314-5793.

[68 FR 48289, Aug. 13, 2003, as amended at 69
FR 57184, Sept. 24, 2004; 69 FR 63321, Nov. 1,
2004; 72 FR 18908, Apr. 16, 2007]

§2.191 Business to be transacted in
writing.

All business with the Office should be
transacted in writing. The personal ap-
pearance of applicants or their rep-
resentatives at the Office is unneces-
sary. The action of the Office will be
based exclusively on the written
record. No attention will be paid to any
alleged oral promise, stipulation, or
understanding in relation to which
there is disagreement or doubt. The Of-
fice encourages parties to file docu-
ments through TEAS wherever pos-
sible.

§2.192 Business to be conducted with
decorum and courtesy.

Trademark applicants, registrants,
and parties to proceedings before the
Trademark Trial and Appeal Board and
their attorneys or agents are required
to conduct their business with decorum
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and courtesy. Documents presented in
violation of this requirement will be
submitted to the Director and will be
returned by the Director’s direct order.
Complaints against trademark exam-
ining attorneys and other employees
must be made in correspondence sepa-
rate from other documents.

§2.193 Trademark correspondence
and signature requirements.

(a) Since each file must be complete
in itself, a separate copy of every docu-
ment to be filed in a trademark appli-
cation, trademark registration file, or
proceeding before the Trademark Trial
and Appeal Board must be furnished for
each file to which the document per-
tains, even though the contents of the
documents filed in two or more files
may be identical. Parties should not
file duplicate copies of correspondence,
unless the Office requires the filing of
duplicate copies. The Office may dis-
pose of duplicate copies of correspond-
ence.

(b) Since different matters may be
considered by different branches or sec-
tions of the Office, each distinct sub-
ject, inquiry or order must be con-
tained in a separate document to avoid
confusion and delay in answering cor-
respondence dealing with different sub-
jects.

(c)(1) Each piece of correspondence
that requires a person’s signature,
must:

(i) Be an original, that is, have an
original signature personally signed in
permanent ink by that person; or

(ii) Be a copy, such as a photocopy or
facsimile transmission (§2.195(c)), of an
original. In the event that a copy of
the original is filed, the original should
be retained as evidence of authenticity.
If a question of authenticity arises, the
Office may require submission of the
original; or

(iii) Where an electronically trans-
mitted trademark filing is permitted
or required, the person who signs the
filing must either:

(A) Place a symbol comprised of
numbers and/or letters between two
forward slash marks in the signature
block on the electronic submission; or

(B) Sign the verified statement using
some other form of electronic signa-
ture specified by the Director.
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(2) The presentation to the Office
(whether by signing, filing, submitting,
or later advocating) of any document
by a party, whether a practitioner or
non-practitioner, constitutes a certifi-
cation under §10.18(b) of this chapter.
Violations of §10.18(b)(2) of this chapter
by a party, whether a practitioner or
non-practitioner, may result in the im-
position of sanctions under §10.18(c) of
this chapter. Any practitioner vio-
lating §10.18(b) may also be subject to
disciplinary action. See §§10.18(d) and
10.23(c)(15).

(d) When a document that is required
by statute to be certified must be filed,
a copy, including a photocopy or fac-
simile transmission, of the certifi-
cation is not acceptable.

§2.194 Identification of trademark ap-
plication or registration.

(a) No correspondence relating to a
trademark application should be filed
prior to receipt of the application se-
rial number.

(b) (1) A letter about a trademark ap-
plication should identify the serial
number, the name of the applicant, and
the mark.

(2) A letter about a registered trade-
mark should identify the registration
number, the name of the registrant,
and the mark.

§2.195 Receipt of
respondence.

trademark cor-

(a) Date of receipt and Express Mail
date of deposit. Trademark correspond-
ence received in the Office is given a
filing date as of the date of receipt ex-
cept as follows:

(1) The Office is not open for the fil-
ing of correspondence on any day that
is a Saturday, Sunday, or Federal holi-
day within the District of Columbia.
Except for correspondence transmitted
electronically under paragraph (a)(2) of
this section or transmitted by fac-
simile under paragraph (a)(3) of this
section, no correspondence is received
in the Office on Saturdays, Sundays, or
Federal holidays within the District of
Columbia.

(2) Trademark-related correspond-
ence transmitted electronically will be
given a filing date as of the date on
which the Office receives the trans-
mission.

§2.195

(3) Correspondence transmitted by
facsimile will be given a filing date as
of the date on which the complete
transmission is received in the Office
unless that date is a Saturday, Sunday,
or Federal holiday within the District
of Columbia, in which case the filing
date will be the next succeeding day
that is not a Saturday, Sunday, or Fed-
eral holiday within the District of Co-
lumbia.

(4) Correspondence filed in accord-
ance with §2.198 will be given a filing
date as of the date of deposit as “Ex-
press Mail”’ with the United States
Postal Service.

(b) Correspondence delivered by hand.
In addition to being mailed, cor-
respondence may be delivered by hand
during hours the Office is open to re-
ceive correspondence.

(c) Facsimile transmission. Except in
the cases enumerated in paragraph (d)
of this section, correspondence, includ-
ing authorizations to charge a deposit
account, may be transmitted by fac-
simile. The receipt date accorded to
the correspondence will be the date on
which the complete transmission is re-
ceived in the Office, unless that date is
a Saturday, Sunday, or Federal holiday
within the District of Columbia. See
§2.196. To facilitate proper processing,
each transmission session should be
limited to correspondence to be filed in
a single application, registration or
proceeding before the Office. The appli-
cation serial number, registration
number, or proceeding number should
be entered as a part of the sender’s
identification on a facsimile cover
sheet.

(d) Facsimile transmissions are not
permitted and if submitted, will not be
accorded a date of receipt, in the fol-
lowing situations:

(1) Applications for registration of
marks;

(2) Drawings submitted under §2.51,
§2.52, §2.72, or §2.173;

(3) Correspondence to be filed with
the Trademark Trial and Appeal Board,
except notices of ex parte appeal;

(4) Requests for cancellation or
amendment of a registration under sec-
tion 7(e) of the Trademark Act; and
certificates of registration surrendered
for cancellation or amendment under
section 7(e) of the Trademark Act; and
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