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501 Papers Reeceived by Correspond-
ence and Mail Division [R-35]

Rele 1. AN communications to, he gidrcsned to the
Commiggioner of Pateints, Al letters gnd other com-
ttinications intended for the Patens Ofice must he
addressed to “Commissioner of Parents. Washington,
15,0, 20231, When appropriate, a lefter may be marked
for the attention of a4 partiesiar «&oer or individual

The official mailing address for all com-

munications sent to the Patenr Ofce remains:

Commissioner of Patents

Washington, D.C. 20231

The physical loeation of the Ofice is 2021
Jefferzon Davis Highway, Arlirgron, Virginia,
This address shonld not be nused rn mail sent
to the Patent Office.

Al mailed eommunications are received by
the Incoming-Mail Section of th% Correspond-
ence and Mail Division, whisk opens and dis-
tributes all official mail.

"R-35]

Rule 5. Identification of appiicatiog. putent or
regigtration, iy When a letter concerne gn application
for patent, it should stare the nams <2 the applieant,
the title of the invention, the <ecizl nutpber of the
Candd i Knowrn,
coiner to o whieh

302 Depositing Papers

application, the dite of filing the <a
the group art unit and natue of the
it birs been asigied csee pabe 555,

D
3

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

te) A letter relating to a trademark application
should identify it ns such and by the name of the ap-
plicant and the serial number and fiting date of the
application. A letter relating to a registered trade.
mark should identify it by the name of the registrant
and by rthe number and date of the certificate,

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

ihy Mail placed in the Patent Office pouch up to
midnight on weekdays, excepting Saturdays and holl-
days. 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,

ey Inaddition to being mailed or delivered by
hand during oflice houps, letters and other papers miy
be deposited up to midnight in a box provided at the
gnard’s desk at the lobby of building 3 of the Patent
Office at Crystal Plaza, Avlington, Virginia aud at the
main entrance of the Department of Commerce build-
inz, Washington, D.C., on weekdays except Saturdays
amd holidays, and all papers deposited therein are
considered as received in the Patent Office on the day

of deposit.

Applieations, amendments and other papers
may be sent to the Patent Office by mail, or they
may be deposited in the Correspondence and
Mail Division or in a box which is kept in the
lobby of building 3 of the Patent Office for this
purpose,

The Patent Office ZIP Code designation
<20231” shonld be nsed when writing the Patent
Oftice for any matter. Tn addition, the sender’s
own ZIP Code designation shonld he given,

The Oflice often experiences diflienlty in
matehing incoming papers with the :lp})livntum
file to which they pertain because insuflicient or
erroneons information is given, This applies
especially to amendments, powers of attorney,
changes of address, status letters, requests for
extension of time, and petitions,

Irequently, there are errors in the serial nume
ber or i the group art anit nnmber, or the
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incoming paper uses the old group art unit
number where an application has been trans-
ferred and acted on by a different examining

group.

W’ﬁem the group art unit number is entirely
omitted, the routine operations of the Applica-
tion Division must be interrupted solely for the
purpose of determining the location of the ap-
plication so that the communication can
properly 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 the files,

It would be of great assistanve to the Office if
2’7 incoming papers ‘wﬂaining to a filed appli-
cation earried the following items:

1. Serial number (checked for accuracy).

2, Group art unit number (copied from
filing receipt or most recent Office Ac-
tion).

3. Filing date.

4. Name of the examiner who prepared the
most recent Office Action.

5. Title of invention.

To further reduce the burden on the Applica-
tion Division and the examining groups. it is
also requested that the submission of additional
nr supplemental papers on a newly filed appli-
ration be defom-é until a filing receipt has been
received. In the same vein. it would be appre-
cisted if the filing of additional papers relating
to an allowed application were deferred until
a notice of allowance (POL-83) is received.

I1f the above snggestions are adopted the proc-
«sging of bothi new and allowed applications
could proceed more efficiently and promptly
turough the Patent Office,

Haixp Derivery oF Parers

Applicants, or their attorneys or agents. may
personally deliver to the examining groups any
paper which relates to a pending application
file. Such papers will be date stamped npon
receipt by the clerieal employees in each of the
examining groups.

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

The papers shall be processed by the aceount-
ing clerk. Office of Finance. for pickup at the
Cashier’s Window by 3:00 p.m. the following
work day. Upon return to the group. the papers
=311 be entered in the application file wrappers,
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A duplicate copy of officinlly date-stamped
papers may be hand delivered. See §§ 104,
710.02(e) and 713.01.

303 Serial Number and Filing Receipt
{R~35]

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

With the implementation of this new pro-
cedure, it is no longer necessury to submit two
self-nddressed 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 post card will be stamped with
both the receipt date and serinl number prior to
returning it to the addressce.

The identifving data on the post card should
inelude: (1) applicant's name(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
necessarily signify that the Patent Office has
accepted the application as complete. After the
application has been reviewed for statutory com-
pliance wad given an official filing date, the
usual filing receipt will be mailed,

In the Application Division each application
which meets the formal requirements as to
completeness is given a filing date, It 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 assigned. See § 506.

In the ApFIicati(m Division the application
papers are piaced in a file wrapper and certain
data placed thereon.

If a receipt of any paper filed in the Patent
Office is desired. it may be obtained by enclosing
with the paper a self-addressed post card iden-
tifving the paper. The Patent Office will stamp
the receipt date on the eard and place it in the
outgoing mail,

The identifyving data on the card should be
g0 complete as to mateh the paper with the ap-
plication or other document to which it is to be
associated, For example, the document should
be identificd by the applicant’s namers). serial
nimber. filinge date. interference number, ete,,
and the paper <Lontd be identified by specifying
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the type thereof, namely, aflidavit. amendment,
appeal, application papers, brief. drawings,
fees, motions, supplemental oath or declaration,
petition, ete.

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

504 Register of Applications [R-35]

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

5053 “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
stamped thereon by either the Correspondence
and Mail Division or examining group. The
stamp is referred to as the ~Oflice Date” stamp
and. if the application is complete (See rule
55). establishes the “filing date.”

506 Completeness of Original Appli-
cation [R-35]

If the application papers are too informal to
be given a filing date, the case is held in the
Application Division as an incomplcte applica-
tion and the applicant. is informed of the short-
comings of the papers. No filing date is granted
until the incompleteness is corrected.

Such informa%it.\' may consist of the omission
of any one of the component parts of an appli-
eation. The eomponent parts of an application
are;
1. A declaration or oath. 55 U.8.C. 111,

2, A specifieation, 35 U.S.C. 112,
3. A f:{aim. %5 U.S.C. 112,

4. A drawing. 35 U.S.C. 113,

5. Basic statutory filing fee of 265,

An application i8 /nformal it it i typed on
both sides of the paper. or is not permanent.
legible or reproduecible, If sueh informalities
are timelv eorrected, the application is given
the filing date on which the original informal
papers were filed,

The Application Division accords g filing
date, 2« of the date of receipt in the Office. to
application papers which include all of the
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necessary components of a complete applica-
tion required by statute, but are informal be-
cause they do not comply with the rules or no-
tices. In such applications, the Applieation Divi-
sion prepares a letter indicating the informality
and places it in the file wrapper. The group
mails the letter to applicant. Failure to correct
the informality within the specified time results
in abandonment of the application,

An application too informal to be admitted
for examination nay receive as its filing date,
the date it was originally presented only under
the conditions set forth in rule 183, and only
when a satisfactory showing is made that a
proper application could not be submitted orig-
inally and that applicant will sufter irveparable
damage if the filing date sought is not accorded.

Inquiries directed to the Application Divi-
sion. either in person or by telephone, concern-
ing patent applications shoul(} not be made
du}ring the afternoon hours between 2:30 and
430,

The letter of transmittal accompanying the
tiling of continuing applications should include
such additional information as the identifica-
tion by serial number of the parent application,
its status. and location in the Patent Office. The
supplyving of this information will permit the
processing of these applications more rapidly
than at present.

When a new application is filed with a re-
quest to transfer drawings under rule 88, the
application papers should include drawing
prints to enable the Applieation Division to
process the case before transfer of the formal
drawings is effected.

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

If a 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 are later supplied, See rule 53,

507 Drafting Division [R-35]

The drawing is sent to the Drafting Division
to be inspected for formal compliance with the
riles, If the drawing is satisfactory, it is
stamped “approved”, 1f the drawing containg
defecrs which are not so gerions as to warrant
holding the application to be incomplete. the
Draftsman chocks the appropriate notation on
the *Notice of Informal Patent Drawing™ form
POy-iris,

See g 6om02¢ay for handling of photoprints
fileed i Ven of deawings,
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308 Distribution [R-35]

The Application Division has permanent
prints made of the drawings of all complete
applications and secures the prints in the file
Wra‘p rs. The drawings and files are then as-
sembled and forwarded to the proper examin-
ing group.

When a new or substitute drawing is re-
ceived, a print is made and forwarded to the
group to be placed in the file as an official
paper.

As to the procedure to be followed when a
model iz filed, see §§ 608,03 and 608.05¢a ),

508.01 Papers Sent to Wrong Group
[R-35]

If there is no Serial Register card. storage
card or transfer card in the group for drawings,
amendmoents or other papers delivered to the
group. Application Division 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, The assign-
ment indieated by Application Division may be
verified by calling Jw group indicated before
forwarding the paper.

The Patent Application Locator and Moni-
toring system (PALM) Control Office may
also be called for assistance in loeating a pend-
ing application.

A terminal disclaimer should not be routed
directly to an examining group. If such a
{mgwr (without the filey is received. it should
we promptly forwarded withowt the #lc to the
Issue and Gazette Division. In some situations
the Tsszue and Gazette Division may be holding a
terminal diselaimer, This may be checked by
ealling the Chief of the Issue and Gazerre
Division by telephone.

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

After an application is patented or aban-
doned. any incoming communication which is
not to heeome part of the record is zent to
the Correspondence and Mail Division for han-
dlng with the status of the application indi-
cated thereon,

508.03 Unmatched Papers [R-35]

These instructinns set forth procedures for
handling unmatehed papers in the examining
gromps. It is suggested that the unmarched
papers withine a group be frequently reviewed
toy ddetermsine whiel shonld be sent to the Paper
Carvelating Office (PCOy,

Pev, 35, Jan, 1975
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Item 1 below treats the papers in the *Serial
number too high” category. Ttems 2-6 below
are directed to all other unmatched papers not
in the “Serial number too high™ category.

1. Urmatched pupers in the “Serial No, Tuoo High'
category

This collection of papers being held by the group
should be reviewed at least onee 0 week, Any paper
having a serial number wiileh eleariy should have
already been received by the group should ks removed
from this collection. Where the group does uot have
a corresponding application for any of these papers,
inquiry should be made of the Application Division
and PALM to determine the group of record. If anotlier
gronp nmumber is indicated. the paper should be for-
warded to that group. If neither Applieation Division
nor PALM vields a new group number for the indi-
cated Serial No.. the paper should be sent to the PCO.

2. Unwmatehed papers having n sevial number for which
ne gerial pegister card 08 present in the group

It can be asswmed that either the group number or
the serial number on these papers is ineorrect. Inquiry
should be made of the Application Division and PATM
to determine the group of record and the procedure
set out in item 1 above followed, An exception to this
practice should be made where the paper has thereon
the name of an examiner in the group, In these situa-
tions a careful check of the gronp records and files
as well as consnltation with the indicated exantiner
should be made to determine the eorrect serial number,
If this does not gield a new sorinl nnmber the paper
should be sent to the PCO,

3. Unmatched  paprere relating i cases  abandoned
Irom group
The file should be ordered from Abandoned Files. If
the gile is not received therefrom, the paper should be
forwarded to the PCO. Charge Card. PO-125. returned
by Abandened Fifes should be stapled to the paper
when it {s sent to the PCO.

4. Amendmients zuch az those under Rule 312 and
Priority papers for applications whick have heen
sent to the Tesue ond Gazctte Divigsion

The file stiould be ordered immediately from Issue
and Gazetre Division, Tf the file is not received within
ten days of the order, the paper should be sent to the

PCoO. Where the file is timely rveceived. appropriate

prompt action incinding acknowledgement of priority

papers should be made by the examiner in the group.

The instructions of this section 4) apply to all tiles

in I and G inciuding those which have been assigned

a DPatent Nmmmber and Issue Date,

5. Unmatched paprrs other than those in item 4 abore
(Proarers of Attarney. Changes of Address, Foa-
press Abandoispents, ete) for applications whieh
hare heen sent tu the lasue and Gazette Divigion

Sinee considergtion by the group is apparently un-
necessary it these instanees, these papers shonld be




PARTS, FORM AND CONTENT OF APPLICATION

forwarded immediately to the Issue and Gazette Divi-
sfon with a note indicating the date on which the
filc was forwarded from the group.

6. I'nmatched papers for cases whick are Enown to
be pending in the group hut cannct be Incated

Generally these are applieations for whieh a serial
register vard is present in the group. but the file is not
immediately available. These papers should be re-
tained in the group for processing.

Each paper sent to the PCO must have a PCO
Transmittal Form stapled thereto, Each form attached
to a paper should be filled ont as completely as pos-
sible, Transmittal Forms attached to papers in cate-
gories 1 and 2 must have an indication »f the infor-
mation obtained from both Application Division and
PALM, The PALM information should be inserted in
the barge space ar the bottom of the Form, This will
help eliminate dupiicarion of effort by PCO personnel,
Papers received without transmirtal foems or with in-
completely fiiled onf rragsmittal forms may be returned
to the orlginaring gronp, Additional copies of the PCO
transmittal ean be obtuined by ealling extension 73251

309 Pavment of Fees [R-30]

Rute 22, Feew payalle in aldvance, Fees and charges
payvable to the Patent Office are required to be paid in
advanee, that i<, at the time of making application for
any action by the Office for which a fee or charge Is
payitble.

Rule 23. Metheod «f gayment, All payments of money
required for Patent Offfee fees should e made In
Uanited States specie, Treasury neotes, national bank
notes, post office neoney orders, or by coertified checks,
If sent in any other formn. the Offfiee tnay delay or can-
cel the credit until collection is made, Moner opders
and cheeks wst foe e payable 1o the Commissioner
of Patents, Bemittaness from foreign eountries must
he pasabde and baneediately negotiable in the United
Seates for thee foil arnonnt of the fee peguired. Money
senit by tnail to the Patent Office will be at the rick of
the sender: coptaining  money  should be
registered.

Rule 25,
twenty eents and
Offiee for the convenienee of regitfar purchasers of U8,
patents, desizgne, and rrademark registrations: these
eotipons may not fe sgeed for ang ofther pirpose. The
Scont eotipeetis are sodd individually and in ook« of
S0 with stubs for pocred for 210060, Tho Micont conpons
are sold individualiv and in peeds of 100 fop 2500 510
i bnoks of 50 with stiths for pecord Fop $25 000 These
tiseed s they guay be rpansferred

fetteers

Caypsnz, Coupons in denominations of
cents are sold by the Patent

Eo e
FILTH

Hniil

eotiprtic dre g
bttt eutitiont b teabiotiiond,

30y

(3 0

3
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NotEe: Publie document coupons issued by the Super-
intendent of Documents cannot be used in the Patent
Office, nor can the coupons issued by the Patent Office
be used at the Government Printing Office or elsewhere,

Rule 25. Degosit accounts. (a) For the convenience
of attorneyrs, agents, and the general pnblie in ordering
services offered by the Office, copies of records, ete.,
special deposit accounits may be established in the
Patent Office. A minimem deposit of £30.00 or more,
depending »i: the aetivity of the individuial aecount, is
regiired. At the close of eaeh month’s husiness, a
statement will be rendered, A remittance must be made
promptly upon receipt of the statement to cover the
vialue of irems or serviees eharged to the account and
thus restore the aceonnt to its established normal de-
posit vajue. An amonnt sufficient to cover all serviees,
copies. ete. requestad must always he on deposit.

(b Filing, issue, appeal, and petiticn fees may be
charged against these acconnts,

An overdrawn acconnt will be immediately
suspended and no charges will be aceepted
against it until a proper balance is restored,
together with a payment of ten dollars to cover
the work done by the Patent Office incident to
suspending and reinstating the account and
dealing with charges which may have been
made in the meantime. It is expected. however,
that reasonable precautions will be taken in all
cases to avoid overdrafts, and if an account is
suspended repeatedly it will be necessary to
close it.

Similarly. beeause of the burden placed on
the Patent Oflice incident to the operation of
deposit accounts, a charge of ten dollars will be
made for opening each new account,

The Patent Oflice will now accept lists of
fifty ¢571) or more numbers arranged in nunieri-
cal sequence to be charged to deposit accounts.
Serviee charges, such as Special Handling and
Air Mail postage for these orders. may also be
charged to Deposit Accounts.

Ttule 2+, Refusde, Money paid by actual mistake or
in exeess, such as g payment not required by law, will
be refunded. tot o mere chilange of purpose after the
payment of money, as when a party desires to with-
draw his application or to withdraw an appeal, will
nof entitle a party to domand el a retnrn, Amonnts
af ten cents or less will net be returned nnless spoeifi-
ably demmanded, within a reasonable time, ner will the
friver e notitied of sueh amount : amounte over feon
cotits bt less than one dollar may be returned in post.
aue stamps, and other amounts by cheek,
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