
Trademark Filing Guidance Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to assist you with the trademark filing process for your brand. Below are the key 

steps and information required to proceed with your application: 

1. Trademark Search 

Conduct a comprehensive trademark search to ensure that your desired trademark is not already 

in use. 

2. Identify Your Goods/Services 

Clearly outline the goods or services associated with your trademark for accurate classification. 

3. Complete Application Form 

Fill out the trademark application form with the required information, including ownership 

details. 

4. Submit Filing Fee 

Prepare to submit the filing fee along with your application as per the current fee schedule. 

5. Maintain Records 

Keep copies of all documents submitted and received during the application process. 

If you need further assistance at any step, please do not hesitate to contact us at [Your Contact 

Information]. We look forward to helping you secure your trademark rights. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Company] 

[Your Contact Information] 


