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document through TEAS, at http:// 
www.uspto.gov. 

(c) Trademark assignments. Requests 
to record documents in the Assignment 
Services Division may be filed through 
the Office’s web site, at http:// 
www.uspto.gov. Paper documents and 
cover sheets to be recorded in the As-
signment Services Division should be 
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 
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) Signature required. Each piece of 
correspondence that requires a signa-
ture must bear: 

(1) A handwritten signature person-
ally signed in permanent ink by the 
person named as the signatory, or a 
true copy thereof; or 

(2) An electronic signature that 
meets the requirements of paragraph 
(c) of this section, personally entered 
by the person named as the signatory. 
The Office will accept an electronic 
signature that meets the requirements 
of paragraph (c) of this section on cor-
respondence filed on paper, by fac-
simile transmission (§ 2.195(c)), or 
through TEAS or ESTTA. 

(b) Copy of original signature. If a 
copy, such as a photocopy or facsimile 
copy of an original signature is filed, 
the filer should retain the original as 
evidence of authenticity. If a question 
of authenticity arises, the Office may 
require submission of the original. 

(c) Requirements for electronic signa-
ture. A person signing a document elec-
tronically must: 

(1) Personally enter any combination 
of letters, numbers, spaces and/or punc-
tuation marks that he or she has 
adopted as a signature, placed between 
two forward slash (‘‘/’’) symbols in the 
signature block on the electronic sub-
mission; or 

(2) Sign the verified statement using 
some other form of electronic signa-
ture specified by the Director. 
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(d) Signatory must be identified. The 
name of the person who signs a docu-
ment in connection with a trademark 
application, registration, or proceeding 
before the Trademark Trial and Appeal 
Board must be set forth in printed or 
typed form immediately below or adja-
cent to the signature, or identified 
elsewhere in the filing (e.g., in a cover 
letter or other document that accom-
panies the filing). 

(e) Proper person to sign. Documents 
filed in connection with a trademark 
application or registration must be 
signed by a proper person. Unless oth-
erwise specified by law, the following 
requirements apply: 

(1) Verification of facts. A verification 
in support of an application for reg-
istration, amendment to an application 
for registration, allegation of use under 
§ 2.76 or § 2.88, request for extension of 
time to file a statement of use under 
§ 2.89, or an affidavit under section 8, 
12(c), 15, or 71 of the Trademark Act 
must be sworn to or supported by a 
declaration under § 2.20, signed by the 
owner or a person properly authorized 
to sign on behalf of the owner. A per-
son who is properly authorized to 
verify facts on behalf of an owner is: 

(i) A person with legal authority to 
bind the owner (e.g., a corporate officer 
or general partner of a partnership); 

(ii) A person with firsthand knowl-
edge of the facts and actual or implied 
authority to act on behalf of the 
owner; or 

(iii) An attorney as defined in § 11.1 of 
this chapter who has an actual written 
or verbal power of attorney or an im-
plied power of attorney from the 
owner. 

(2) Responses, amendments to applica-
tions, requests for express abandonment, 
requests for reconsideration of final ac-
tions, and requests to divide. Responses 
to Office actions, amendments to appli-
cations, requests for express abandon-
ment, requests for reconsideration of 
final actions, and requests to divide 
must be signed by the owner of the ap-
plication or registration, someone with 
legal authority to bind the owner (e.g., 
a corporate officer or general partner 
of a partnership), or a practitioner 
qualified to practice under § 11.14 of 
this chapter, in accordance with the 
following guidelines: 

(i) If the owner is represented by a 
practitioner qualified to practice be-
fore the Office under § 11.14 of this 
chapter, the practitioner must sign, ex-
cept where the owner is required to 
sign the correspondence; or 

(ii) If the owner is not represented by 
a practitioner qualified to practice 
under § 11.14 of this chapter, the indi-
vidual owner or someone with legal au-
thority to bind the owner (e.g., a cor-
porate officer or general partner of a 
partnership) must sign. In the case of 
joint owners who are not represented 
by a qualified practitioner, all must 
sign. 

(3) Powers of attorney and revocations 
of powers of attorney. Powers of attor-
ney and revocations of powers of attor-
ney must be signed by the individual 
applicant, registrant or party to a pro-
ceeding pending before the Office, or by 
someone with legal authority to bind 
the applicant, registrant, or party (e.g., 
a corporate officer or general partner 
of a partnership). In the case of joint 
applicants, registrants, or parties, all 
must sign. Once the applicant, reg-
istrant or party has designated a quali-
fied practitioner(s), the named practi-
tioner may sign an associate power of 
attorney appointing another qualified 
practitioner(s) as an additional per-
son(s) authorized to prosecute the ap-
plication or registration. If the appli-
cant, registrant, or party revokes the 
original power of attorney, the revoca-
tion discharges any associate power 
signed by the practitioner whose power 
has been revoked. If the practitioner 
who signed an associate power with-
draws, the withdrawal discharges any 
associate power signed by the with-
drawing practitioner upon acceptance 
of the request for withdrawal by the 
Office. 

(4) Petitions to revive under § 2.66. A pe-
tition to revive under § 2.66 must be 
signed by someone with firsthand 
knowledge of the facts regarding unin-
tentional delay. 

(5) Petitions to Director under § 2.146. A 
petition to the Director under § 2.146 
must be signed by the petitioner, some-
one with legal authority to bind the pe-
titioner (e.g., a corporate officer or 
general partner of a partnership), or a 
practitioner qualified to practice under 
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§ 11.14 of this chapter, in accordance 
with the following guidelines: 

(i) If the petitioner is represented by 
a practitioner qualified to practice be-
fore the Office under § 11.14 of this 
chapter, the practitioner must sign; or 

(ii) If the petitioner is not rep-
resented by a practitioner authorized 
to practice before the Office under 
§ 11.14 of this chapter, the individual 
petitioner or someone with legal au-
thority to bind the petitioner (e.g., a 
corporate officer or general partner of 
a partnership) must sign. In the case of 
joint petitioners, all must sign. 

(6) Requests for correction, amendment 
or surrender of registrations. A request 
for correction, amendment or sur-
render of a registration must be signed 
by the owner of the registration, some-
one with legal authority to bind the 
owner (e.g., a corporate officer or gen-
eral partner of a partnership), or a 
practitioner qualified to practice be-
fore the Office under § 11.14 of this 
chapter. In the case of joint owners 
who are not represented by a qualified 
practitioner, all must sign. 

(7) Renewal applications. A renewal 
application must be signed by the reg-
istrant or the registrant’s representa-
tive. 

(8) Designations and revocations of do-
mestic representative. A designation or 
revocation of a domestic representa-
tive must be signed by the applicant or 
registrant, someone with legal author-
ity to bind the applicant or registrant 
(e.g., a corporate officer or general 
partner of a partnership), or a practi-
tioner qualified to practice under § 11.14 
of this chapter. In the case of joint ap-
plicants or registrants, all must sign. 

(9) Requests to change correspondence 
address in an application or registration. 
A notice of change of correspondence 
address in an application or registra-
tion must be signed by the applicant or 
registrant, someone with legal author-
ity to bind the applicant or registrant 
(e.g., a corporate officer or general 
partner of a partnership), or a practi-
tioner qualified to practice under § 11.14 
of this chapter, in accordance with the 
following guidelines: 

(i) If the applicant or registrant is 
represented by a practitioner qualified 
to practice before the Office under 

§ 11.14 of this chapter, the practitioner 
must sign; or 

(ii) If the applicant or registrant is 
not represented by a practitioner quali-
fied to practice before the Office under 
§ 11.14, the individual applicant or reg-
istrant or someone with legal author-
ity to bind the applicant or registrant 
(e.g., a corporate officer or general 
partner of a partnership) must sign. In 
the case of joint applicants or joint 
registrants, all must sign. 

(10) Cover letters. A person transmit-
ting paper documents to the Office may 
sign a cover letter or transmittal let-
ter. The Office neither requires cover 
letters nor questions the authority of a 
person who signs a communication 
that merely transmits paper docu-
ments. 

(f) Signature as certification. The pres-
entation to the Office (whether by sign-
ing, filing, submitting, or later advo-
cating) of any document by any person, 
whether a practitioner or non-practi-
tioner, constitutes a certification 
under § 11.18(b) of this chapter. Viola-
tions of § 11.18(b) of this chapter may 
jeopardize the validity of the applica-
tion or registration, and may result in 
the imposition of sanctions under 
§ 11.18(c) of this chapter. Any practi-
tioner violating § 11.18(b) of this chap-
ter may also be subject to disciplinary 
action. See §§ 10.23(c)(15) and 11.18(d) of 
this chapter. 

(g) Separate copies for separate files. (1) 
Since each file must be complete in 
itself, a separate copy of every docu-
ment to be filed in connection with a 
trademark application, registration, or 
inter partes proceeding must be fur-
nished for each file to which the docu-
ment pertains, even though the con-
tents of the documents filed in mul-
tiple files may be identical. 

(2) Parties should not file duplicate 
copies of correspondence in a single ap-
plication, registration, or proceeding 
file, unless the Office requires the fil-
ing of duplicate copies. The Office may 
dispose of duplicate copies of cor-
respondence. 

(h) Separate documents for separate 
branches of the Office. Since different 
branches or sections of the Office may 
consider different matters, each dis-
tinct subject, inquiry or order must be 
contained in a separate document to 
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avoid confusion and delay in answering 
correspondence. 

(i) Certified documents required by stat-
ute. When a statute requires that a doc-
ument be certified, a copy or facsimile 
transmission of the certification is not 
acceptable. 

[74 FR 54910, Oct. 26, 2009] 

§ 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 trademark cor-
respondence. 

(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. 

(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. 
Correspondence may be delivered by 
hand during hours the Office is open to 
receive 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 

(5) Madrid-related correspondence 
submitted under § 7.11, § 7.21, § 7.14, 
§ 7.23, § 7.24, or § 7.31 of this title. 

(e) Interruptions in U.S. Postal Service. 
(1) If the Director designates a postal 
service interruption or emergency 
within the meaning of 35 U.S.C. 21(a), 
any person attempting to file cor-
respondence by ‘‘Express Mail Post Of-
fice to Addressee’’ service who was un-
able to deposit the correspondence with 
the United States Postal Service due to 
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