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TRADEMARK MANUAL OF EXAMINING PROCEDURE

(1) The original docurmnent;
(2) A copy of the document;
(3) A copy of an extract from the document evidencing the effect on title; or

(4) A statement signed by both the party conveying the interest and the party receiving
the interest explaining how the conveyance affects title.

37 C.F.R. §3.25(a).

Y
: To record a name change, only a legible cover sheet iw

i
503.03(c) English Language Requirement

The Office will not record a document that is not in the English language unless it is
accompanied by a verified English translation that is signed by the translator. 37 C.F.R.
§3.26.

If a non-English document is not accompanied by a translation, the Office will return it to the
party who requested recordation. The document may be resubmitted with a translation. See
TMEP §503.05.

503.03(d) Fee for Recording

All requests to record documents in the Assignment Services Division must be accompanied
by the appropriate fee. A fee is required for each application and registration against which a
document is recorded, as identified in the cover sheet. 37 C.F.R. §§2.6 and 3.41. The fec
does not depend on the length of the document.

If not accompanied by the appropriate fee, a document submitted for recording is returned for
resubmission of the document along with the required fee. See 37 C.F.R. §3.51; TMEP
§503.05.

If the Assignment Services Division determines that materials submitted for recording do not
meet the recording requirements, the fee is not refunded.

503.03(e) Cover Sheet [R-2]

Each document submitted for recording must be accompanied by at least one cover sheet that
meets the requirements of 37 C_F_R. §3.31. Only one set of documents and cover sheets to
be recorded should be filed. 37 C.F.R. §3.28.

Separate patent and trademark cover sheets should be submitted for documents that include
interests in, or transactions involving, both patents and trademarks. If a cover sheet contains
both patent and trademark information, any information contained therein about pending
patent applications will become public record upon recordation. 37 CF.R. §§3.28 and

3.31(b).
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