BEGIN NOTE TO THE STUDENT LAWYER ON USAGE OF THIS TEMPLATE:
[bookmark: __DdeLink__387_3809828653]After doing any needed editing, copy the content below to your clipboard then paste it (AS "PLAIN TEXT") into a message that you have created with your email program.

If more than one mark is to be registered separate applications will be required. If so, EMAIL A SEPARATE VERSION OF THIS TEXT, ONE FOR EACH APPLICATION. Edit the first paragraph of each to tell the client that he or she will receive a separate email for the other application (also, indicate in the subject line of your message which of the multiple applications is being sent with that particular email). Rename the OBJ files for each of the multiple applications so that the client can quickly determine the identify of each (make sure that the name for each such digital file ends with the extension “obj”)

Before sending this email boldface the words "FILING INSTRUCTIONS" 

END NOTE TO STUDENT

-----------------------------------

Dear <<client name>>

<<options - choose one options below and delete the other>>

<<begin option #1 - only one mark being registered>>
At your request I have prepared a trademark application that is ready for you to file on-line with the United State Patent and Trademark Office (USPTO)
<<end option #1>>

<<begin option #2 - more than one mark being registered>>
You have requested that I prepare <<number>> trademark applications. The purpose of this message is to deliver one of those applications to you, specifically <<briefly describe the mark>>, which is ready for you to file on-line with the United State Patent and Trademark Office (USPTO).
<<end option #2>>

Attached to this message is the digital application file that I prepared (it ends with the three letter extension "OBJ"). Save it to your hard drive and then, later, upload it into the government's on-line application system (see the instructions below)

FILING INSTRUCTIONS:  Here is the link to the web page that we created to provide easy to understand step-by-step filing instructions
https://fiuclinic.org/client_education/trademark-filing-instruct.html

AFTER YOU FILE: click the link below for information what happens after you file and how to check the status click of your application 
https://fiuclinic.org/client_education/trademarks-what-happens-after-filing.html

DESCRIPTION OF CLINIC'S SERVICE:   Click the following link to read a description fo the Clinic's trademark service and your responsibilities.
https://fiuclinic.org/client_education/clinic_trademark_service.html







