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1. Introduction

If you wish to opt in for the Sunrise services, an evidence of the use of your trademark is required.
The Verification of Proof of Use (POU) by the Trademark Clearinghouse is required to qualify for
participation in the Sunrise Domain Name Registration processes.

A submission for verification of Proof of Use must contain two specific elements:
- Asigned Proof of Use declaration
- Asingle sample of Proof of Use

The signed Proof of Use Declaration is a template declaration that must be uploaded, along with
a single sample of Proof of Use (see below), in the TMCH web user interface by the Trademark
Holder or by a Trademark Agent on behalf of the Trademark Holder(s). Different declarations
exist for Trademark Holders and Trademark Agents. You can easily download them on our
website via the following links:

- Declaration of Proof of Use - Trademark Holder
- Declaration of Proof of Use - Trademark Agent

The single sample of Proof of Use is the concrete evidence that the Trademark Holder is actively
using the related trademark. The sample should be explicit enough to evidence an effort, on
behalf of the Trademark Holder, to communicate to a client about the products, services that
they are offering and to distinguish them from another offering.

Accordingly, examples of acceptable evidence would include items from either of the following
categories:

- Labels, tags, or containers from a product

- Advertising and marketing materials (including brochures, pamphlets, catalogues,
product manuals, displays or signage, press releases, screen shots, or social media
marketing materials)

An uploaded and verified Proof of Use file is valid for a period of 5 years.

This manual details the necessary steps to add and update your Proof of Use in the following
scenarios:

1. How to add Proof of Use when you are submitting a new trademark record to the TMCH.
2. How to add Proof of Use after you have submitted a new trademark record to the TMCH.
3. How to update, manage or correct an already submitted Proof of Use:

a. From a verified trademark record, with an ‘incorrect’ POU.

b. From a verified trademark record, with a ‘valid’ POU.

c. From a verified trademark record, with an ‘expired’ POU.
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2. How to add a Proof of Use when submitting a new trademark

record

When a Trademark record is submitted via the Trademark Clearinghouse, the Agent/Holder has
the possibility to opt-in for Sunrise services (for more information on the Sunrise service please
visit the Clearinghouse FAQ section: http://www.trademark-clearinghouse.com/help/fag). When

opting-in for the Sunrise service, the Agent/Holder is obligated to add a Proof of Use (POU)
including a ‘Single sample’. If the Agent/Holder does not opt-in for the Sunrise service at the
moment of submission in the TMCH, no Proof of Use is needed. The Agent/Holder can opt-in for
the Sunrise service at a later point.

To submit a new trademark record, first connect to the TMCH platform and arriving on the ‘Mark
overview’ page, click ‘Submit Mark’ button.

Mark overview

The Agent/Holder will be redirected to a form with multiple fields to complete in order to finalize
the relative order.

The Proof of Use can be added in the ‘Label’ section as indicated below.
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Upload Attachments (POF or JPEG)
ASSONEE DECLARETIDN | Chooss Fie | Mo file chozen
LUDENSEE DECLAAATION | Chocese Frie | Ho file coosen

ot | Chocae Fa | Mo file chisen

Label )

UNICODE LABEL (U-LaneLy # parkbest
LHICODE LABEL fU-LaBeLy & mark-test

DisE e o

DECLARET O OF FRODF OF LSS
PelLUDRIG ORE SitoGLE SamPLE® | Choose File | b iz chosen
e ad ‘Derlavatan of proaf o wia Lempats hera

FRIGEF OF USE - OTHIR- | Choose Fikk | Mo fle-chosen

TH CLAIS SERACES | M

Vartations

Variations are labels that are non-exact matches with your mark. They will anly
be used for Ongoing Hotifications.

e more sarfations befiore HEEE

Please note that when a user has not opted-in for Sunrise services when submitting its trademark
record, no ‘Declaration of Proof of Use’ or sample is requested. By submitting a Proof of Use at a
later stage (after the trademark record is verified), the user can opt-in to the Sunrise service as
soon as the Proof of Use is validated by the TMCH.

Once the documentation has been uploaded and all other information is provided, the
Agent/Holder can click on ‘Submit’ at the bottom of the page to place his order. The
documentation will be verified by the TMCH.
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3. How to add a Proof of Use to a verified trademark record with
no Proof of Use

Select the trademark record for where a ‘Declaration of Proof of use including one single sample’

needs to be added. Note here that the status of the Proof of Use is ‘NOT SET’ since no Proof of
Use was ever uploaded.

MARKS SERVICES | CASES

Mark overview

W ) [1m100f 12w

SOTE
iy
[Lobestgoruzcnange ¥ | Sart
- ‘TRES Protactsd

PUHE YIS

TREX Protectsd

a1~ TREx Protected

- TREs Protected.
MarkTwg ~ TREx Protactsd
. - TREx Protected
Hark Twenty Twe - TRE Protected.
e SEAnC
L) 110 1D 12 rows W vijty

Click on the trademark record and you will be redirected to the ‘Mark details’ page. Once the

page is opened, navigate to the Proof of Use details by clicking on the expand/collapse button
highlighted below in the red box.

R —
MWARKS SERVICES CASES

Mark Seven T S—
- . i Wi T ek
This recard expires on 2018-11-01 E——
Extend period with (2 v | years | pease srosed o pamet | smsbreen Mane
FTERIT: ey stEt
same oF THEmaR Mark Seven e
wennreee Registered Trademark i )
e Latecisiaiia crangs ¥ Seet

s s 9

sasoe (0029015095500451509550045- 1
COWMENT

Mo documents attached

]

Sarvices
wesrsrvne Sunrise flag @ Claims flag off TREx disabled
msssen Sunrise flag @@ Claims flag off TREx disabled
suneee Not available SasH
P — s 3 i
Lol Tl
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The Agent/Holder will see that the status of the Proof of Use is ‘NOT SET'. Click on ‘Add proof of
use’ to add a Proof of Use.
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You will be redirected to the ‘Edit’ page of the Proof of Use of the trademark record. You can
upload the ‘Declaration of Proof of use including one single sample’ and ‘Proof of use — other’
document by clicking on the ‘Choose File’ buttons.
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After the selected documents have been uploaded, click on the ‘Update’ button to finalize the
upload of the Proof of Use. In case the documentation is insufficient, the user can upload a new
document?.

CIFARINGHOUSE

A .-
#405 Mark Seven

Provide additional proof of use RO

RIS Hie

PRLTER &7 35T

r=wr

A pop-up message will appear asking your confirmation to submit the POU documents.

Press ‘OK’ (only if the correct documentation is uploaded) to upload the POU documents. Note
that after clicking ‘OK’ you can no longer upload POU documents?.

|

FUSE

You are about to resubmit extra POU documents. You will no longer be

#hble 0 add sxtra documents,

WRRRe
#405 Mark Seven

Provide additional proof of use

FOCLARSTION OF PROOF G LE.
PCLUTENG (2 SRGLE SAWME | Shoces Fie | Proc od Wse 20

RO B UE - DTHER: | Ghoose Fle! N fie chasen

UPDATE

The Proof of Use status of the trademark record will be changed into ‘CORRECTED’.

(EETETT L — T

1 If you choose to click on ‘Return to mark’, you will go back to the ‘Mark Overview’ page. No POU will be uploaded.

2 If you click on “Cancel’, you will cancel the submission of the extra POU documents. No changes will be made.
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Mark overview
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The uploaded Proof of Use will be sent to the Trademark Clearinghouse for Proof of Use
verification.
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4. How to update the current Proof of Use from a verified
trademark record with an incorrect Proof of Use

Select the trademark record in the ‘Mark overview’ with Proof of Use (POU) status INCORRECT’.

APT—
MWARKS SERVICES CASES

Mark overview

W [T crizawe | @ ¥ 0w

After selecting the trademark record you will be directed to the Mark details page. You can then,
navigate to the Proof of Use section by clicking on the expand/collapse button highlighted below

in the red box.
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o
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The Agent/Holder will see that the status of the Proof of Use is set to INCORRECT’.
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Click on ‘Add proof of use’ to correct the Proof of Use. You will be redirected to the ‘Edit’ page of
the POU of the trademark record.

WRRRS
#431 Mark Twenty One

Provide additional proof of use R i
e g
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By clicking on the expand/collapse button highlighted below in the red box, the Agent/Holder
will be able to see comments on why the Proof of Use status was set to ‘INCORRECT".

T R N GG

(P——

TRRRS
#431 Mark Twenty One

AL aTRL e
- o Sl v T pobeerrit @ eark récond ddes
Provide additional proof of use L A4
EAACLD- Hone:
DOCLARATYN OF PROD7 OF USE TUTERT any iatus
IHLLUDNNG D E SNaCLE SamaLE M.F&J Ho #ie ohosen P

PADCF OF LT -0TICH | Chooae Fie | No Emahosen

upload #6402 Declaration of Froof of wse including one single Hmﬂ

iAW P f Lse,
s INVALID

ot [130.1] The sample of proof of use submitted is insufficient. Please
provide us with another sample of proof of use.

vocusesr Tee- Declaration of Proof of use Including one single

upload #8058 Declaration of Procf of wse inclading one single samp

omoma wsz PrOQF of s, §pg
s [NVALID

ot [130.3] We are unable to read the document you have submitted. Please
submit another proof of use.

Exiciia @ transter J
pocuupst e Dclaration of Proof of use Including one single sample

| Fesen rbh shiot o mapite |

Make sure to consider these comments when uploading a new Proof of Use documents. Click on
the ‘Choose File’ button to upload the new POU documents.

L EARINGHOUSE

HAE'RS SERVICES CASES

#431 Mark Twenty One m

s i el o G
Provide additional proof of use Tt 14
SLAMHER: Hone
DECLARATION OF FROOF &5 LEE TRTERED Ay atabun
LN (ML SRGLE Sl | Chooea Fha | N e ctasan o
*RO0TOTEL - OTHER. | Choose Fie | Yo fie chazen

uptead #4602 Declaration of Proof of use mcliding one single sample £l
uplgad #2608 Declaration of Proof of use inchuding one single sample &
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After the new documentats are selected, click on ‘Update’3.

|
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MARRS CASES
#431 Mark Twenty One

Provide additional proof of use

DR ARATIN-OF FRCOF OF LSE =
BeLLUTNE %8 SHELE tasin k| Cheazo Sl | % B chngas
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uplnag #502 Declaration of Proof of use Including ane single sampte [+
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By accat
Mol

You are about to resubmit extra POU decuments, You will no fonger be

able wadd extra documents,
=

W —— :
WARKS SERVICES | CASES

#431 Mark Twenty One

Provide additional proof of use .
SEACHED: pang
SECCARATEN OF PROCF OF LME TR Any staten

sELB, (o nGLE s | Chaoss Fis | Proct of Usadeg
PRO0F T LSZ - OTHER | | y

UPDATE | - RETUREN 1O MARK

upload #5602 Declaration of Proaf of use including one single sample (&1

upload #6508 Dectaration of Proaf of use including ane single sampls B

Press ‘OK’ (only if the correct documentation is uploaded) to upload the POU documents. Note
that after clicking ‘OK’ you can no longer upload POU documents®.

3 You can choose to click on ‘Return to mark’, where you will go back to the ‘Mark Overview’ page. No POU will be
uploaded.
4 If you click on ‘Cancel’, you will cancel the submission of the extra POU documents. No changes will be made.

September 2022 How to submit and update a Proof of Use p 13



The Proof of Use status of the trademark record will be changed into ‘CORRECTED’.

RARRE SERVICES | CASES

Mark overview SUBMT

o (i 10012 o w ) (T e Ham Ta b a Atk resiis mdes

The uploaded Proof of Use will be sent to the Trademark Clearinghouse for Proof of Use
verification.
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5. How to update the current Proof of Use from a verified
trademark record with a valid Proof of Use

In case the current POU documents submitted no longer reflect the validity of the trademark,
Trademark Holders/Agents can update their current POU documentation by following the next

steps.

Note that only POU documents should be uploaded via the below explained functionality.

Select the trademark record in the ‘Mark overview’ with Proof of Use (POU) status ‘VALID'.

MARKS SERVICES CASES

Mark overview L___susruanc |

TOTAL: 4
SESSCHED| ol
FITERM Ay statun
L= h =]

_ I

B Coroced

After selecting the trademark record you will be directed to the Mark details page. You can then,
navigate to the Proof of Use section by clicking on the expand/collapse button highlighted below

in the red box.

[ ————
WARKS
Test Mark Three

i - Miew To % i il
This record expires on 2024-01-2% s
SEAFCHIL Mo
wame oF THE wamer Test Mark Three FIERERPEE e M
TOETES
wisrTeert Registered Trademark

surus' WERIFIED :n.u sEhcerange T | Sat
=] D

By initiating this transfer, all documents related to the mark subméssion in the TMCH {including, but FEITE N RITA
not limited to, certificate, PO4U sample & declaration) will be transferred to the management of
the new, accepting TM agent., By initiating the transfer, you confinm to be entitied to such transfer

of documenis.
wroe 0004331548753342 15487533421
COMENT
Uploaded attachments #115% Proof of use - Other (%
Uploaded attachments #1157 Trademark - Licensee deciaration (&)
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Once extended, you can change the status of the Proof of Use from ‘VALID’ to ‘INCORRECT’ by
clicking on the button ‘Change POU status to incorrect’, available under the status of the POU.
Changing the POU status of your entry to ‘INCORRECT’ allows you to (re)submit documents
demonstrating correct Proof of Use.

Test RO T Deltitne SHER0E50

My account |
oaan )

Test Mark Three

Wiy Horvw Tos aiibeeit & g etied vides
T 4

This record expires on 2024-01-29
LEASCHET! N
naMEor THE wasw'  TeSL Mark Three TRARAGRL S RO
ST
wasg Tvepe Registered Trademark
smrur . VERIFIED

et

LammmmLcerage Y| San

| Sang tansfar coda |
By initiating this transfer, ail documents related to the mark submission in the TMCH fincluding, but PRYTR Y STRU
not limited to, certificate, POU sample B declaration) will be transferred to the management of
the nesw, acoepting TM agent. By initiating the bransfer, you confirm o be entitted to suchtransfier
of documents.

AL

in

O0043315487533421548753342-1 3]
ot 20419-01-29
wasT Aoneva 2019-01-2%

srmsTReTan et 3333

mecwraamon paree 2018-11-10
APPUICATION HUMBES ALART W
APELCATIOH DATE -
sumspecnen Benelux Office for Intellectual Propeirty (BOIP) e

EMFRATICH DaTE

BESCRIFTION GF COODS AND SERYICEL
cose 1,2,3,4,5.6 Exmcadn & tranfar

BETAILER BECRIPTICN OF GoO0S

A smes Description E&;S Flenew marks sbcid to sl |

==ooraruse VALID
T |
Changing the POU status of your entry to incormect allows you e (rejsubmit documents demonstrating
correct Proof Of Use, The documents will be imvestigated in accordance with the nonmal POU
(rejvalidation flow, If these documents are in fing with TMCH requirements. the POU status will be sat
[¥]

Click on ‘Change POU status to incorrect’.
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e

Cancel

Test Mark Three

This record explres on 2024-01-2%

newror e sase Test Mark Three
wasx reees Registered Trademark
starist VERIFIED

By initinting this transfer, all documents related to the mark submission in the TMCH (including, but
riot limited to, certificate, POU sample & on] will be to the of
the new, accepting TH agent. By initiating the transfer, you confirm to be entitled to such transfer
of documents.

wuos DD04331548753342 15487533421 il
owicet 2019-01.29
nast v 2019-01-2%
mrasTRATION Iwepest 3333

secsTaamon oarer  2018-11-10
APELITATION MUMBER
AFSLCATIGH DATE
amispcmionr Benelux Office for Intellectual Property (BOIP)
SHpmATICH DATE
GESCRIFTION OF COOOS AND SEEVICES
o 1,234,586
DETAILED DESTRIPTION OF GOORS =
anp sences Description GRS
moorar sz VALID
Changing the POU statis of your entry to incorrect atlows you to {rejsubmit documents demonstrating
coevect Proof OF Use. The documents will be investigated in accordance with the normal POU

[rejvalidation flow, IF thess documents are in fine with THCH requirements, the POU status will be set
o VALID.

Wisw How To wlmit & mark record vides
TOTAL 4
LAY Hong
FETERES Ay VEALE
SouTEE
e
|Lafestemtmonarge ¥ | ‘Sot

FICTER W ST

Srarch
Execuls @ 1tssle

Fenew marks sbout o expre |

Press ‘OK’ to confirm the change of status®. The status of your POU has changed to ‘INCORRECT’.

Navigate to the Proof of Use section by clicking on the expand/collapse button highlighted below
in the red box. Click on ‘Add proof of use’ to correct the Proof of Use.

5 If you click on ‘Cancel’, you will cancel the operation. No changes will be made.
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Test Mark Three

Wigwy b Tio SulmiT & ek recond video
Thils record explres on 2024-01-29 P
SERSCHED Hone
sanr or mE Rt TSt Mark Three F::H_: e e
e
wirk Teet Registered Trademark
smruze VERIFIED

Send iransfar code | @
By initiating this transter, all decuments refated to the mark submission in the TMCH (including, but
not limited to, certificate, POU sample & declaration) will be tramferred to the managsment of

the: new, acoepting TH agent. By initiating the transfer; you confirm to be entitied to such transfer
of documents.

saour 00043315487533421048733342-1
onancens 2019-01-29

73]

st epnpwart 2019-01-29

recierranion nuvazns 1333

mecisTranon saret 2018-11-10
EEEUCETION SRR o
ASEUCATON DETE

awsncnow Benelux Office for Intellectual Property (BOIP)

e
EXPRATION DATE
DESCRIPTION OF GOODS AND SERVICES
ansz 1,2,3,4,5,% ki w3 )
DETAILED DELCRIPTION OF COODS

ang emaces' Description GRS oA Bl Bodon
e —
View How To add POU video
You will be redirected to the ‘Edit’ page of the POU of the trademark record.

WRRRS
#868 Test Mark Three

¥igw How To zubowt 2 mark racorg
Provide additional proof of use o -
SARDITE: Hore
CECLARATIZN OF FROO" OF W5 = FITHRED: Any seatuy
INCLUCING ORiE SSOLE SaMeLe | Chooss Fie | Mo e cresen e

PROCE OF L4E . STHER | Gnoose Fie | Ni fow shoser

upload #1159 Praof of use - Other (&1

upload #1157 Trademark - Licensee declaration @

Make sure to upload the correct documents. Click on the ‘Choose File’ button to upload the new
POU documents.

—
MARKS SERVICES | CASES

#868 Test Mark Three m

Provide additional proof of use e

TOTAL 4

SESECHID. Hone
FAYERED: Ay statis
SoRTE:

DECLARSTON 9 FREOF GF U
INCLUTING GHE SIOLE S20Le | O

s File- | Mo fie chosen

upload #1158 Broof of use - Othar (4]
upioad #1157 Trademark - Licenses declaration (]
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After the new documents are selected, click on ‘Update’®.

WRRTE
#868 Test Mark Three

Provide additional proof of use o
SEEACPET Mone
DECLARETION OF FAOGE GF (8. P Any status

WELUBIG CHE S140LE mpLe | Cnossa Fra | POL.pat

FRO0F OF USE - GTHER | Gnonse Fils | POLLUPS

upload #1159 Proof of use - Other &
upload #1157 Trademark - Licensee declaration &/

TestITRE 2. Beicitte S I You are about to resubmit extra 20U documents. You will no longer be
My acroat | abls te add sxtrz doouments USE ~,

Logout
e En - P

P ——..
WRRRE
#868 Test Mark Three

\theres Hows Yo subimit 8 mark record vides

Provide additional proof of use o 4

tRCLAREONCFPRRCRIPURT EEpERE e
HCLUTING THE STOLE SPLE | Cheaie File | FOU par st

suo0F oF S5 4Tes | Croose Fis | FOUIPG

upload #1159 Proof of use - Other i+
upload #1157 Trademark - Licenses declaration +

woar

[Loisaisimumchang= ¥ | Sorl
LS e J

Press ‘OK’ (only if the correct documentation is uploaded) to upload the POU documents. Note
that after clicking ‘OK’ you can no longer upload POU documents’.

8 You can choose to click on ‘Return to mark’, where you will go back to the ‘Mark Overview’ page. No POU will be
uploaded.

7 If you click on ‘Cancel’, you will cancel the submission of the extra POU documents. No changes will be made.
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The Proof of Use status of the trademark record will be changed into ‘CORRECTED’

MWARKS

SERVICES CASES

Mark overview

w [Tiadot4mws ¥ [V ¥ | Disabis Fager |

Migw Honie B sulwrit § gkl oo viges:
ToTaL 4

SRR Hona

FUTERE| Ay SEEtUS
SoiTE

]
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e
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The uploaded Proof of Use will be sent to the Trademark Clearinghouse for Proof of Use
verification.
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6. How to update the current Proof of Use from a verified

trademark record with an expired Proof of Use

As per the ICANN requirements, an update on the POU documentation is required once every
five years. Please note that if no action was taken 60 days after the POU expiry date, the POU
status automatically changed to ‘EXPIRED’ and the associated SMD file was revoked. Therefore,
the Sunrise services can no longer be used for this trademark until the Proof of Use is valid
again.

In case the current POU documents submitted no longer reflect the validity of the trademark,
Trademark Holders/Agents can update their current POU documentation by following the next
steps.

Invalidate the POU documentation via the ‘bulk POU revalidation’ page. Note that invalidating
POU documentation will set the POU status for this trademark record to ‘INCORRECT’. This
requires you to upload a new sample and declaration of use for verification within 14 days after
which the status of the mark will also be impacted.

When logged in to the TMCH web portal, you can access the ‘bulk POU revalidation’ page by
clicking on the ‘Bulk validate POU’ button on the right pane of the ‘Mark overview’ page:
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Accept the T&C.2
ARKS
Bulk Proof of Use Validation ___SUBMIT MARK |
A5 the submitted Proof Of Use documents [signed declaration and sample) of the g iges TR QURTSL L AT, et e
TMCH mark records under your management are (almost) older than § years, you ol
are required to re-verlfy the validity and actuality of the uploaded sample and it o
declaration of use, PR
Flease confirm the validity of the current foll documentation for the below mark e
records by! .

= Clicking the checkbox next to the confirmation disclaimer. Comi il grings W San )
» Splecting the checkbox for each trademark record to either revalldate or

imvalidate the Poll documentation. e e
« Finally confirming by clicking “Execute Bulk PolJ Validation.”,

Flease note that invalidating PoU documentation will set the PoU status for the
mark record to “ICORRECT . This requires you to upioad a new sample and
declaration of use for verification within 14 days. You can upload the documents
through the mark details page.

I confirm that | have the legal capacity, elther as Tradémark holder or as agent
reprasenting the trademark holder, to recetve and review the documents linked to
the Trademark records. Upan miy revision of these documents Ican confirm whether —

or not the submitted sample b5 5till in active usage, the validity of the declaration ——
of use still hoids and the documents are accurate and complete. e

1 AIEITIT VALID
m 5| sazolrig EXPIRED
} sesz-alag VAT

EXECUTE BULK POU VALIDATION

Select the checkbox related to the trademark record for which the POU documentation
needs to be updated.

# w [Ts] [To7] | Dbl Fager

Download this list

8 |n case you do not accept the T&C, the ‘execute bulk POU validation’ button will not be clickable and the POU
process cannot be finalized.
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Confirm by clicking the button "Execute Bulk POU Validation".

Bulk Proof of Use Validation m_l

2a the submitted Froof OF Ue doosmenty [vigned declaration and sample) of the ;oo T IR PN ML R
TMECH murk retands wnder o' manigement Jré [almost) older than § years, you =

arw repaired 1o reserify the valicity and actuatity of the upicaded mmple und L. prw

dectaration of use. . At

Fzaae confirm the walicity of the curment Pofl docurmentation for the below mark =

gy by

= Cliching the chchba nedt bo the confimation diseliimer,

v Selecting the checkbox for each trademark record 1o efthes revalidate o
Ienatidate thie Poll documentation,

» Finilly confireing by cllcking Exeoets Bulk Foy Valkdithon,”

Plee nat= that mvalidating 2olf doecumentation will set the Bpl) stabs for the
maark record to “TMCORRECT , This requires you to upload 3 new mmple and
declaration of uze for vesHication within 14 dayz. Yoo can updcad the documents
ihepugh fhe mark getalls page.

& 1 .confivm g | have the Uegst capacity, either o Trademark hoider or ay agent
raprageniing the Trademark holder, to recetee and reviow the documents linked to
fthe Trademah rectnds. Upon my revhion ol thee docurments | can conflrm whethes o

or mot the subrmittod rample & still in 2ctive usage, the walidity of the doclaration Lo

of L W holds and 1 documenty e EcurEhe Ehd complats, o

Once confirmed, you will be redirected to the ‘Mark overview’ page and the POU status of the
trademark record is now set to ‘INCORRECT’ which allows you to update the POU documentation.
To update the POU documentation, please follow the steps in section 4: How to update the

current Proof of Use from a verified trademark record with an incorrect Proof of Use
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