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but only if the applicant uses the Of-
fice’s electronic form. 

(3) Office of General Counsel cor-
respondence.—(i) Litigation and service. 
Correspondence relating to pending 
litigation or otherwise within the 
scope of part 104 of this title shall be 
addressed as provided in § 104.2. 

(ii) Disciplinary proceedings. Cor-
respondence to counsel for the Director 
of the Office of Enrollment and Dis-
cipline relating to disciplinary pro-
ceedings pending before an Administra-
tive Law Judge or the Director shall be 
mailed to: Office of the Solicitor, PO 
Box 16116, Arlington, Virginia 22215. 

(iii) Solicitor, in general. Correspond-
ence to the Office of the Solicitor not 
otherwise provided for shall be ad-
dressed to: Mail Stop 8, Director of the 
United States Patent and Trademark 
Office, PO Box 1450, Alexandria, Vir-
ginia 22313–1450. 

(iv) General Counsel. Correspondence 
to the Office of the General Counsel 
not otherwise provided for, including 
correspondence to the General Counsel 
relating to disciplinary proceedings, 
shall be addressed to: General Counsel, 
United States Patent and Trademark 
Office, PO Box 1450, Alexandria, Vir-
ginia 22313–1450. 

(v) Improper correspondence. Cor-
respondence improperly addressed to a 
Post Office Box specified in paragraphs 
(a)(3)(i) and(a)(3)(ii) of this section will 
not be filed elsewhere in the United 
States Patent and Trademark Office, 
and may be returned. 

(4) Office of Public Records correspond-
ence.—(i) Assignments. All patent-re-
lated or trademark-related documents 
to be recorded by Assignment Services 
Division, except for documents filed to-
gether with a new application or under 
§ 3.81 of this chapter, should be ad-
dressed to: Mail Stop Assignment Rec-
ordation Services, Director of the 
United States Patent and Trademark 
Office, PO Box 1450, Alexandria, Vir-
ginia 22313–1450. See § 3.27. 

(ii) Documents. All requests for cer-
tified or uncertified copies of patent or 
trademark documents should be ad-
dressed to: Mail Stop Document Serv-
ices, Director of the United States Pat-
ent and Trademark Office, PO Box 1450, 
Alexandria, Virginia 22313–1450. 

(b) Patent Cooperation Treaty. Letters 
and other communications relating to 
international applications during the 
international stage and prior to the as-
signment of a national serial number 
should be additionally marked ‘‘Mail 
Stop PCT.’’ 

(c) Reexamination. Requests for reex-
amination should be additionally 
marked ‘‘Mail Stop Reexam.’’ 

(d) Maintenance fee correspondence.—
(1) Payments. Payments of maintenance 
fees in patents not submitted electroni-
cally should be mailed to: United 
States Patent and Trademark Office, 
P.O. Box 371611, Pittsburgh, Pennsyl-
vania 15250–1611. 

(2) Other correspondence. Correspond-
ence related to maintenance fees other 
than payments of maintenance fees in 
patents is not to be mailed to P.O. Box 
371611, Pittsburgh, Pennsylvania 15250–
1611, but must be mailed to: Mail Stop 
M Correspondence, Director of the 
United States Patent and Trademark 
Office, P.O. Box 1450, Alexandria, Vir-
ginia 22313–1450. 

(e) Patent term extension. All applica-
tions for extension of patent term 
under 35 U.S.C. 156 and any commu-
nications relating thereto intended for 
the United States Patent and Trade-
mark Office should be additionally 
marked ‘‘Mail Stop Patent Ext.’’ When 
appropriate, the communication should 
also be marked to the attention of a 
particular individual, as where a deci-
sion has been rendered. 

(f) Provisional applications. The filing 
of all provisional applications and any 
communications relating thereto 
should be additionally marked ‘‘Mail 
Stop Provisional Patent Application.’’

NOTE: Sections 1.1 to 1.26 are applicable to 
trademark cases as well as to national and 
international patent cases except for provi-
sions specifically directed to patent cases. 
See § 1.9 for definitions of ‘‘national applica-
tion’’ and ‘‘international application.’’

[68 FR 14335, Mar. 25, 2003; 68 FR 19371, Apr. 
21, 2003]

§ 1.2 Business to be transacted in writ-
ing. 

All business with the Patent and 
Trademark Office should be transacted 
in writing. The personal attendance of 
applicants or their attorneys or agents 
at the Patent and Trademark Office is 
unnecessary. The action of the Patent 
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and Trademark Office will be based ex-
clusively on the written record in the 
Office. No attention will be paid to any 
alleged oral promise, stipulation, or 
understanding in relation to which 
there is disagreement or doubt.

§ 1.3 Business to be conducted with de-
corum and courtesy.

Applicants and their attorneys or 
agents are required to conduct their 
business with the Patent and Trade-
mark Office with decorum and cour-
tesy. Papers presented in violation of 
this requirement will be submitted to 
the Director and will be returned by 
the Director’s direct order. Complaints 
against examiners and other employees 
must be made in correspondence sepa-
rate from other papers. 

[61 FR 56446, Nov. 1, 1996]

EFFECTIVE DATE NOTE: At 68 FR 38624, June 
30, 2003, § 1.3 was revised, effective July 30, 
2003. For the convenience of the user, the re-
vised text is set forth as follows:

§ 1.3 Business to be conducted with deco-
rum and courtesy. 

Applicants and their attorneys or agents 
are required to conduct their business with 
the United States Patent and Trademark Of-
fice with decorum and courtesy. Papers pre-
sented in violation of this requirement will 
be submitted to the Director and will not be 
entered. A notice of the non-entry of the 
paper will be provided. Complaints against 
examiners and other employees must be 
made in correspondence separate from other 
papers.

§ 1.4 Nature of correspondence and 
signature requirements. 

(a) Correspondence with the Patent 
and Trademark Office comprises: 

(1) Correspondence relating to serv-
ices and facilities of the Office, such as 
general inquiries, requests for publica-
tions supplied by the Office, orders for 
printed copies of patents or trademark 
registrations, orders for copies of 
records, transmission of assignments 
for recording, and the like, and 

(2) Correspondence in and relating to 
a particular application or other pro-
ceeding in the Office. See particularly 
the rules relating to the filing, proc-
essing, or other proceedings of national 
applications in subpart B, §§ 1.31 to 
1.378; of international applications in 
subpart C, §§ 1.401 to 1.499; of ex parte re-

examinations of patents in subpart D, 
§§ 1.501 to 1.570; of interferences in sub-
part E, §§ 1.601 to 1.690; of extension of 
patent term in subpart F, §§ 1.710 to 
1.785; of inter partes reexaminations of 
patents in subpart H, §§ 1.902 to 1.997; 
and of trademark applications §§ 2.11 to 
2.189. 

(b) Since each file must be complete 
in itself, a separate copy of every paper 
to be filed in a patent or trademark ap-
plication, patent file, trademark reg-
istration file, or other proceeding must 
be furnished for each file to which the 
paper pertains, even though the con-
tents of the papers filed in two or more 
files may be identical. The filing of du-
plicate copies of correspondence in the 
file of an application, patent, trade-
mark registration file, or other pro-
ceeding should be avoided, except in 
situations in which the Office requires 
the filing of duplicate copies. The Of-
fice may dispose of duplicate copies of 
correspondence in the file of an appli-
cation, patent, trademark registration 
file, or other proceeding. 

(c) Since different matters may be 
considered by different branches or sec-
tions of the United States Patent and 
Trademark Office, each distinct sub-
ject, inquiry or order must be con-
tained in a separate paper to avoid con-
fusion and delay in answering papers 
dealing with different subjects. 

(d)(1) Each piece of correspondence, 
except as provided in paragraphs (e) 
and (f) of this section, filed in an appli-
cation, patent file, trademark registra-
tion file, or other proceeding in the Of-
fice which requires a person’s signa-
ture, must: 

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

(ii) Be a direct or indirect copy, such 
as a photocopy or facsimile trans-
mission(§ 1.6(d)), 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, 
the person who signs the filing must ei-
ther: 

(A) Place a symbol comprised of 
numbers and/or letters between two 
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