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1. Introduction

This document will provide Trademark Holders with an overview of the necessary steps to edit a
trademark record in the Trademark Clearinghouse.

A trademark record is only editable in three specific situations:

e After a trademark record was submitted, but not yet ordered (payed for);

e After the status of a trademark record has been set to “Incorrect” by the Trademark
Clearinghouse.

e In case the holder purchases an extra correction. More information can be found in the
section 2.3 of this document

Please note that the name or address of the Trademark Holder cannot be modified and is copied
from the information submitted when signing up a contract with the Trademark Clearinghouse.
If you wish to change this information, we kindly refer to the ‘How to change your contract data’

manual.
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2. How to edit a trademark record when signed in as

a

Trademark Holder

2.1. Edit a trademark record before ordering

To edit a trademark record before ordering, the Trademark Holder can click on the trademark

record directly in the “Order overview”, as shown in the image below:

MARKS SERVICES = CASES |

Please note that your mark record has not yet been submitted to the verification
queus, please review your order by clicking on review - on the "Review Order’ page
click the 'Submit all for checkout' button. Eenenionigde By

examplemark

ORDER

examplemark

View How To submit 3 mark record video

HaME OF THE mari' examplemark

TOTAL: 33
mark Tveer Registered Trademark SEARCHED: None
D SORTED:

SORT
navoe 00017115263997221526399722-1 F

Latast status changs ¥| Sort
COMMENT

After clicking on the trademark record, the Trademark Holder is redirected to the Mark page
and can select the “Edit” button.

MARKS SERVICES | CASES |

Please note that your mark record has not yet been submitted to the verification
queue, please review your order by clicking on review - on the 'Review Order' page
click the 'Submit all for checkout' button. Bevieniomsie il

examplemark

ORDER

examplemark

View How To submit 3 mark record video

HaME oF THE markr  examplemark

TOTAL: 33
mark Treer Registered Trademark SEARCHED: None
. SORTED:

SORT
nanoie 00017115263997221526399722-1 3

Latest staus change ¥ | Sort
COMMENT

FILTER BY STATUS

Uploaded attachments #939 Declaration of Proof of use including one single sample [+

The Trademark Holder can edit all the necessary fields, except the holder information
mentioned above.
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After updating the specific fields, the Trademark Holder must mark the box next to the
declaration (A) certifying that all the information provided in the fields is complete and accurate.
The Trademark Holder clicks on “UPDATE” (B) to save the changes.

Upload Attachments (PDF or JPEG)
upload #83128 Declaration of Proof of use including one single sample [+
TYPE | Declaration of Proof of use including one single sample v BF"“”
FILE
Proof of use.pdf
SEARCH

Label Search |

label # 167047 examplemark [+

examplemark ¥

mark agent] will notify the
of successful appasition, invalidation, ca

Lation, or rectification proceedings.

The Trademark Holder can now finalize his order with the updated trademark record. For the
order process, we refer to the ‘How to submit a trademark record’ manual on the TMCH website.
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2.1.1. Exception: editing a trademark record name (PLEASE READ THIS CAREFULLY)

When changing the name of the trademark record, the Trademark Holder will have to manually
add the related labels of the trademark record.

The following steps must be followed:

- Step 1: If you change the name of the trademark during editing, a message will pop up to
inform you that the labels related to the former trademark record will be removed

accordingly. The same message will also appear in the labels section, as shown in the
images below®:

trademark-clearinghouse.com says

You changed the name of the mark, current labels will be remaoved
when this mark record is updated. You will need to add the new labels
manually, please refer to the "Help Center/How to ..." section "How to
edit a trademark record" on our website for a detailed guide of the
necessary steps. To revert scroll down and press the "Revert

namechange" button.

Warning

You changed the name of the mark, current labels will be invalid and removed
when this form is submitted

Revert namechange

Label

example ¥ ¥ |mark ¥

examp lemarlg Add label

- Step 2: Mark the checkbox (A) certifying that all the information provided in the fields is

complete and accurate. Then, click on “UPDATE” (B) to update the name of the trademark
and remove the old labels:

1 1f you wish to undo the name change, click on “Revert name change”. The original labels will be attached to
Trademark record again.
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pirk Holder /Trademark agent] hereby certifies that the information submitted to the Clearinghouse is, to the best of [Trademark
Ho bmark agent] knowledge, complete and accurate, that the trademarks set forth in this submission are currently in use in the
mal ‘orth in the accompanying specimen, in connection with the class of goods or services specified when this submission was made to
the Clearinghouse; that thiz infarmation iz not being presented for any improper purpose; and that if, at any time, the information contained
in this submission is no longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse within a reasonable time of
‘that information which is no longer accurate, and to the extent necessary, provide that additional information necessary for the submission to
be accurate. Furthermare, if any Clearinghouse-verified mark subsequently becomes abandoned by the Trademark Holder, the [Trademark
Holder Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been abandoned, or has been the subject
of successful opposition, invalidation, cancellation, or rectification proceadings.

- Step 3: Click on “EDIT” again, in order for you to add the new labels, as shown in the
images below:

NAME OF THE MARK* €Xample

mark Tvee* Registered Trademark

label # 167057 example [+

Label

example gk
eXampie Add label

The labels must be added based on the ICANN matching rules. Adding other labels is not possible.
After adding the labels manually, the Trademark Holder must mark the check box (A) certifying
that all the information provided in the fields is complete and accurate. The Trademark Holder
clicks on “UPDATE” (B) to save the changes.

rk Holder/Trademark agent] hereby certifies that the information submitted to the Clearinghouse is, to the best of demark
g knowledge, complete and accurate, that the ti s set forth in this he
C 8 s S i o S| v nade to
@ er purpose; and t if, at any time, the information contained
der/Trademark agent] will notify the Clearinghouse within a reasonable time of
that information which is no longer accurate, and to the extent necessary, provide that additional information necessary for the submission to
be accurate. Furtharmore, if any Clearinghouse-verified mark subsequently becomes abandoned by the Trademark Holder, the [Trademark
Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been abandoned, or has been the subject
ful oppasition, invalidation, cancellation, or rectification proceedings.

The trademark record can now be ordered. For the order process, we refer to the ‘How to
submit a trademark record’ manual on the TMCH website.

submission are currently in us

2.2. Edit a trademark record with a status set on ‘INCORRECT’

To edit a trademark record which status has been set to “INCORRECT” by the Trademark
Clearinghouse, the Trademark Holder must click on the trademark record in the ‘Mark overview’:
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MARKS SERVICES CASES

Please note that your mark record has not yet been submitted to the verification

ORDER

queue, please review your order by clicking on review - on the 'Review Order' page example
click the 'Submit all' button. Review order details
Mark overview ———
SUBMIT MARK ]
W @ [11tei15 ol i5raws | o v [10°v] 2 v ]| Disable Pager | View How To submit 2 mark record video
example mark () INCORRECT [[5) NEW 2017-02- Test SEARCHED: Wane
10 FILTERED: Any status

After clicking on the trademark record, the Trademark Holder can select the “EDIT” button and
edit all the fields, except the holder information.

examplemark

NAME OF THE mari*  €xamplemark

mark TvPer  Registered Trademark

| Submit for re-verification |
recorrecT serore 2018-06-05 09:57:06 UTC
nanoe 00018115264642881526464288-1 3

——
MARKS SERVICES CASES
— °

MARK TYPE* | Registered Trademark ¥ |

View How To submit a mark record video

REGISTRATION NUMBER® 1234 pr————
REGISTRATION DATE' [2015-11-11 Q SEARCHED: None
FILTERED: Any status
SORTED:
APPLICATION DATE l:l 0

JURISDICTION® | United States of America v o

EXPIRATION DATE |:| o

SORT

Lalest status change v | Sont

After correcting the fields (which were pointed as incorrect by the Trademark Clearinghouse),
the Trademark Holder must mark the checkbox (A) to certify that all the information provided in
the fields is complete and accurate. Then, the Trademark Holder clicks on “UPDATE” (B) to save
the changes.

May 2019 How to edit a Trademark Record — Trademark Holder p8



CIFARINGHOUSE

Ho emark agent] knowledge, complete and accurate, that the trademarks set forth in this submission are currently in use in the

mar orth in the accompanying specimen, in connaction with the class of goods or services specified when this submission was made to
the Cleannghouse; that this information is not being presented for any improper purpose; and that if, at any time, the information contained
in this submission is no longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse within a reasonable time of
that information which is no longer accurate, and to the extent necessary, provide that additional information necessary for the submission to
be accurate. Furthermore, if any Clearinghouse-venfied mark subsequently becomes abandoned by the Trademark Holder, the [Trademark
Holder/Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been abandoned, or has been the subject
of successful oppasition, invalidation, cancellation, or rectification proceedings

o prk Holder /Trademark agent] hereby certifies that the information submitted to the Clearinghouse i3, to the best of [Trademark

The trademark record should be submitted for re-verification by clicking the button “Submit for

re-verification” (C).

MARKS SERVICES CASES

examplemark

NAME OF THE mark* examplemark

mark Tvee* Registered Trademark

| Submit for re-verification |
recorrecT seFore 2018-06-05 09:57:06 UTC
wanote 00018115264642881526464288-1 +

After clicking on the “Submit for re-verification” button, a message will pop up asking to confirm

the submission. Click on OK to confirm the submission?.

Resubmit this mark for reverification. You will no longer be able to

change data.

Before final confirmation, please make sure that all the information submitted is correct. In case

you have any questions, do not hesitate to reach out to our customer support. Once confirmed,
the trademark record will be validated again by the Trademark Clearinghouse..

2 By clicking on “cancel”, you will cancel the operation.

May 2019

How to edit a Trademark Record — Trademark Holder

p9



CLFARINGHOTUSE

2.2.1. Exception: Editing a trademark record name (PLEASE READ THIS CAREFULLY)

When changing the name of the trademark record, the Trademark Holder will have to manually
add the related labels of the trademark record.

The following steps must be followed:

- Step 1: If you change the name of the trademark during editing, a message will pop up to
inform you that the labels related to the former trademark record will be removed

accordingly. The same message will also appear in the labels section, as shown in the
images below3:

trademark-clearinghouse.com says

You changed the name of the mark, current labels will be remaoved
when this mark record is updated. You will need to add the new labels
manually, please refer to the "Help Center/How to ..." section "How to
edit a trademark record" on our website for a detailed guide of the
necessary steps. To revert scroll down and press the "Revert

namechange" button.

Warning

You changed the name of the mark, current labels will be invalid and removed
when this form is submitted

Revert namechange

Label

example ¥ ¥ |mark ¥

examp lemarlq Add label

- Step 2: Mark the checkbox (A) certifying that all the information provided in the fields is
complete and accurate. Then, click on “UPDATE” (B) to update the name of the trademark
and remove the old labels:

3 If you wish to undo the name change, click on “Revert name change”. The original labels will be attached to
Trademark record again.
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pirk Holder /Trademark agent] hereby certifies that the information submitted to the Clearinghouse is, to the best of [Trademark
bmark agent] knowledge, complete and accurate, that the trademarks set forth in this submission are currently in use in the

‘orth in the accompanying specimen, in connection with the class of goods or services specified when this submission was made to
the Clearinghouse; that thiz infarmation iz not being presented for any improper purpose; and that if, at any time, the information contained
in this submission is no longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse within a reasonable time of
‘that information which is no longer accurate, and to the extent necessary, provide that additional information necessary for the submission to
be accurate. Furthermare, if any Clearinghouse-verified mark subsequently becomes abandoned by the Trademark Holder, the [Trademark
Holder Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been abandoned, or has been the subject
of successful opposition, invalidation, cancellation, or rectification proceadings.

- Step 3: Click on “EDIT” again, in order for you to add the new labels, as shown in the
images below:

NAME OF THE MARK* €Xample

mark Tvee* Registered Trademark

Label

label # 167057 example [+

example gk
eXampie Add label

The labels must be added based on the ICANN matching rules. Adding other labels is not possible.
After adding the labels manually, the Trademark Holder must mark the check box (A) certifying

that all the information provided in the fields is complete and accurate. The Trademark Holder
clicks on “UPDATE” (B) to save the changes.

rk Holder /Trademark agent] hereby certifies that the information submitted to the Clearinghouse i3, to the best of [Trademark
mark agent] knowledge, complete and accurate, that the trademarks set forth in this submission are currently in use in the

orth in the accompanying specimen, in connaction with the class of goods or services specified when this submission was made to
the ’l\anrv,h:)u;e that this information is not being presented for any improper purpose; and that if, at any time, the information contained
in this submission is no longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse within a reasonable time of
that information which is no longer accurate, and to the extent necessary, provide that &:dmmal information necessary for the submission to
be accurate. Furthermore, if any Clearinghouse-venified mark subsequently becomes abandoned by the Trademark Holder, the [Trademark
Holder/Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been abandoned, or has been the subject
of successful oppaosition, invalidation, cancellation, or rectification proceedings

Your labels have now been updated and the trademark record can now be submitted for re-
verification.
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2.3. Edit a trademark record with a status set on ‘INVALID’ (extra correction —
available only for trademark holder with a prepaid account)*

In order to give Trademark Holders an additional opportunity to correct the information of their
‘invalid’ trademark records, the Trademark Clearinghouse allows to purchase an extra correction.

To edit a trademark record which status has been set to “INVALID” by the Trademark
Clearinghouse, the Trademark Holder must click on the trademark record in the ‘Mark overview’:

T ———.
MARKS SERVICES CASES

Mark overview

MARK

w) [10_v| [T v [ Disable Pager | View How To submit a mark record video

SEARCHED: None
) FILTERED: Any status
SORTED:

M «w |[1tod4ofdrows "

Test Mark Two
Test Mark Three
SORT

Test Mark One -
| Latest status change v| Sort

Example Recorrection

Trademark FILTER BY STATUS

: SRR . - s

After clicking on the trademark record, the Trademark Holder can select the “Additional

Correction” button below the status field.

/A —
MARKS SERVICES CASES

Example Recorrection Trademark

View How To submit a mark record video

name oF THEmarx®  Example Recorrection Trademark TOTAL- 4
markTveer Registered Trademark AR s
|NVAL|T) FILTERED: Any status
shiirani SORTED:
sTatUst | Additional correction | @
SORT
nanoe 00043315566108871556610887-1 : (Lstest siatis change V]| Sort

comsent 2019-04-30T07:58:41Z [50.1] Please note that you have
not selected the Nice classes stated in the trademark certificate. Please correct
this. 2019-04-30T08:01:29Z [100.1] In accordance with our verification, the
registration date provided does not match the registration date on the trademark
certificate. Please correct the registration date provided. 2019-04-30T08:10:00Z

FILTER BY STATUS

4 Note that this extra correction will be charged 75 USD directly from the Trademark Holder’s account and is
available only for ‘INVALID’ trademark records that have not expired in the TMCH.
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Once selected, a pop up message will appear as shown below.

TestITRC2 Deloitte @ Are you sure you want to buy an extra correction ? By clicking “OK’, your 1
My account account balance will be deducted with the amount of $75. Afterwards DUSE " (4

you will be able to correct the Trademark’s info and submit 1 time for
validation, Restrictions: Please note that this action will not allow you to R]
change both the mark name and mark registration number. Only one of

these two fields can be changed since the extra correction is only

available for previously submitted Trademarks. Additionally, this action
cannot be used to renew the mark. Expiration dates remain unchanged

— :
MARKS m by this action.
Example Recq ER -

View How To submit a mark record video

nane of THE marx® Example Recorrection Trademark TOTAL: 4
mask Tveer Registered Trademark SEARCHED: None
INVALID FILTERED: Any status
sTatus* | Additional correction | e SORFHE:
SORT
sanote 00043315566108871556610887-1 5

Latest status change v| Sot |

Please read this message carefully and click on “OK” if you wish to confirm®. Note that pressing
the “OK” button will trigger a deduction of 75 USD from the Trademark Holder’s account, which
covers the fees of the extra correction.

Once confirmed, the status of the selected trademark record will go from ‘invalid’ to ‘incorrect’
to let you edit the related trademark information.

T ———
MARKS SERVICES CASES

Example Recorrection Trademark

View How To submit a mark record video

nawe of THe marks Example Recorrection Trademark oA

SEARCHED: None

L SORTED:

SORT

| Submit for re-verification | [Latest saius change V]| Sort
recorazcT serore 2019-05-23 08:45:01 UTC
ot 00043315566108871556610887-1 T PR NS

comment 2019-04-30T07:58:41Z [50.1] Please note that you have

not selected the Nice classes stated in the trademark certificate. Please correct
+hicr 2010 N4 INTNAR:N1:707 T1ON 11 In arrardancn uwith Aur varifisatian tha

5 By clicking on “cancel”, you will cancel the operation.
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The Trademark Holder can select the “EDIT” button and can then edit all the fields, except the
holder information.

m—
MARKS SERVICES | CASES |

Example Recorrection Trademark

View How To submit 3 mark record video

name of THEmarc®  Example Recorrection Trademark

TOTAL: 4
mark Tveer Registered Trademark SEARCHED: None
D soRTED:
= _ — SORT
[ ‘Submit for re-verification | | stest s e v N
recorecT serore 2019-05-23 08:45:01 UTC
sanote 00043315566108871556610887-1 3 iatidlinin

comvent 2019-04-30T07:58:41Z [50.1] Please note that you have
not selected the Nice classes stated in the trademark certificate. Please correct
this. 2019-04-30T08:01:29Z [100.1] In accordance with our verification, the
registration date provided does not match the registration date on the trademark

AEEEEEE———

MARKS SERVICES CASES
NAME OF THE MARK® lexample mark e

MARK TYPE* | Registered Trademark v

View How To submit a mark record vides
REGISTRATION NUMBER® [1234 P
REGISTRATION DATE* [2015-11-11 (7 ] SEARCHED: None
FILTERED: Any status
APPLICATION NUMBER
SORTED:
APPLICATION DATE (7 ]
soRT
JURISDICTION* | Unfted States of America LN’ ]
Latest status change v | Sort
EXPIRATION DATE (7]

Please note that the Holder is not allowed to change both the mark name and mark registration
number. Only one of these two fields can be changed since the extra correction is only available
for previously submitted trademarks. Please make sure at least one of both fields remains
unchanged; otherwise, the update of your trademark record will not be accepted.

After correcting the fields (which were pointed as incorrect by the Trademark Clearinghouse),
the Trademark Holder must mark the checkbox (A) to certify that all the information provided in
the fields is complete and accurate. Then, the Trademark Holder clicks on “UPDATE” (B) to save
the changes.

Ho
ma

mark agent] knowledge, complete and accurate, that the trademarks set forth in this submission are currently in use in the

orth in the accompanying specimen, in connaction with the class of goods or services specified when this submission was made to
the Clearinghouse; that this information is not being presented for any improper purpose; and that if, at any time, the information contained
in this submission is no longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse within a reasonable time of
that information which is no longer accurate, and to the extent necessary, provide that additional information necessary for the submission to
be accurate. Furthermore, if any Clearinghouse-venified mark subsequently becomes abandoned by the Trademark Holder, the [Trademark
Holder/Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been abandoned, or has been the subject
of successful opposition, invalidation, cancellation, or rectification proceedings.

o rk Holder /Trademark agent] hereby certifies that the information submitted to the Clearinghouse i3, to the best of [Trademark

May 2019 How to edit a Trademark Record — Trademark Holder p 14
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The trademark record should be submitted for re-verification by clicking the button “Submit for
re-verification” (C).

(R —
MARKS SERVICES CASES

Example Recorrection Trademark

View How To submit a mark record video

name oF THE mark'  Example Recorrection Trademark TOTAL 4

mark Tvper Registered Trademark SEARCHED: None
FILTERED: Any status

D @ SORTED:

Lateststatuschange ¥ | Sort

[ Submit for re-verification

recorrzcT serozs 2019-05-23 08:45:01 UTC
sanoe 00043315566108871556610887-1
comment 2019-04-30T07:58:41Z [50.1] Please note that you have
not selected the Nice classes stated in the trademark certificate. Please correct
this. 2019-04-30T08:01:29Z [100.1] In accordance with our verification, the
registration date provided does not match the registration date on the trademark

03

After clicking on the “Submit for re-verification” button, a message will pop up asking to confirm

the submission. Click on OK to confirm the submission®.

Resubmit this mark for revenification. You will no longer be able to

Before final confirmation, please make sure that all the information submitted is correct. In case
you have any questions, do not hesitate to reach out to our customer support. Once confirmed,

the trademark record will go back to the normal verification flow.

change data.

6 By clicking on “cancel”, you will cancel the operation.
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2.3.1. Exception: editing a trademark record name (PLEASE READ THIS CAREFULLY)

When changing the name of the trademark record, the Trademark Holder will have to manually
add the related labels of the trademark record.

The following steps must be followed:

- Step 1: If you change the name of the trademark during editing, a message will pop up to
inform you that the labels related to the former trademark record will be removed

accordingly. The same message will also appear in the labels section, as shown in the
images below’:

trademark-clearinghouse.com says

You changed the name of the mark, current labels will be removed
when this mark record is updated. You will need to add the new labels
manually, please refer to the "Help Center/How to .." section "How to
edit a trademark record” on our website for a detailed guide of the
necessary steps. To revert scroll down and press the "Revert

namechange" button.

Warning

You changed the name of the mark, current labels will be invalid and removed
when this form is submitted

Revert namechange

Label
example ¥ ¥ | mark ¥
examplemarh Add label

- Step 2: Mark the checkbox (A) and click on “UPDATE” (B) to update the name of the
trademark and remove the old labels:

7 If you wish to undo the name change, click on “Revert name change”. The original labels will be attached to
Trademark record again.
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Erk Holder /Trademark agent] hereby certifies that the information submitted to the Clearinghouse is, to the best of [Trademark
bmark agent] knowledge, complete and accurate, that the trademarks set forth in this submission are currently in use in the
arth in the accompanying specimen, in connection with the class of goods or services specified when this submission was made to
the Clearinghouse; that this infarmation iz not being presented for any improper purpose; and that if, at any time, the information contained
in this submission is no longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse within a reasonable time of
that information which is no longer accurate, and to the extent necessary, provide that additional information necessary for the submission to
be accurate. Furthermare, if any Clearinghouse-verified mark subsequently becomes abandoned by the Trademark Holder, the [Trademark
Holder/Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been abandoned, or has been the subject
of successful opposition, invalidation, cancellation, or rectification proceedings.

- Step 3: Click on “EDIT” again, in order for you to add the new labels, as shown in the
images below:

NAME OF THE Mark* example

wmark Tvrer Registered Trademark

Label

label # 167057 example [+

| example ol

exXampis Add label

The labels must be added based on the ICANN matching rules, adding other labels is not possible.
After adding the labels manually, the Trademark Holder must mark the check box (A) and click
“UPDATE” (B) to save the changes.

prk Holder /Trademark agent] hereby certifies that the information submitted to the Clearinghouse is, to the best of [Trademark
bmark agent] knowledge, complete and accurate, that the trademarks set forth in this submission are currently in use in the

orth in the accompanying specimen, in connaction with the class of goods or services specified when this submission was made to
the Cleannghouse; that this information is not being presented for any improper purpose; and that if, at any time, the information contained
in this submission is no longer accurate, the [Trademark Holder/Trademark agent] will notify the Clearinghouse within a reasonable time of
that information which is no longer accurate, and to the extent necessary, provide that additional information necessary for the submission to
be accurate. Furthermore, if any Clearinghouse-venfied mark subsequently becomes abandoned by the Trademark Holder, the [Trademark
Holder/Trademark agent] will notify the Clearinghouse within a reasonable time that the mark has been abandoned, or has been the subject
of successful oppasition, invalidation, cancellation, or rectification proceedings

Your labels have now been updated and the trademark record can now be submitted for re-
verification.
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