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STATE TAA INSTRUCTION NUMBER: 08-03

TO: Local Workforce Investment Areas (LWIAs)
SUBJECT: Trade Participant File Management
ISSUANCE DATE: May 5, 2008

EFFECTIVE DATE: May 5, 2008

PURPOSE: To issue State policy concerning file management and record retention of Trade
Adjustment Assistance (TAA) Program participant paper files.

POLICY: For transitioned Trade participants registered in TAA prior to February 1, 2008,
separate TAA and WIA files can be maintained. For new Trade participants registered in TAA
February 1, 2008 and forward, efforts should be made to maintain one file that includes separate
compartments for WIA and TAA. Trade files should be maintained per TAA Application
Identification (APPID).

For Trade participants who are co-enrolled in WIA, the TAA APPID and the WIA APPID
should both be written on the outside of the file. TAA participants may have more than one
period of participation for the same petition and therefore would have more than one TAA
APPID for that petition. Each TAA APPID will have a different Participation Date and Exit
Date.
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New Trade Participants (Registered in TAA February 1, 2008 and forward)
All forms and printouts should include the signature of the customer and a TAA/WIA staff
member, unless otherwise noted. The TAA file should contain the following original forms:

TAA Referral Form

TAA/TRA Determination (copy)

Benefit Rights and Obligations (BRO)

TAA Application (VOS screens along with required verifications)

Waiver of Training Requirements

Bona Fide Application for Training

Next Step Case Notes (VOS case notes should document the next waiver review date and

the required reemployment activities/assignments due by the next waiver review date along

with the participant’s signature. If the waiver review was not conducted in person, do not

print the case note. Staff signatures are not required on case notes.)

e Revocation of Waiver Warning Letters, if applicable (copy; participant’s signature not
required)

e Revocation of Waiver Letter (copy; participant’s signature not required)

For Trade participants assessed for training, the file should also include the following additional
signed original forms:

e Transportation Assistance Application (complete even if customer travels less than 51 miles
one-way to training)

e Training Approval Criteria (the initial Training Approval Criteria and all amended forms)

e TAA & WIA Customer Scholarship Budget (participant’s signature not required)

e TAA Weekly Attendance (copy)

Additional signed original forms, as applicable, that should be included in the file:

Job Search Allowance Application

Relocation Allowance Application

Relocation Allowance Reconciliation

Alternative Trade Adjustment Assistance (ATAA) Application (copy)
Appeal Application (copy)

Appeal Decision from ESC (copy)

® & & o ¢ o

Record Retention
Hard copy case files for Trade should be maintained for the following timeframes:

e Enrolled Trade Participants — Five (5) years from the end of the fiscal year (FY) based on
the year the participant exited from the Trade program.

o Partial/Applied but Never Enrolled — Three (3) years from the end of the FY based on the
date of the application.
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Transitioned Trade Participants (Registered in TAA prior to February 1, 2008)
The following Employment Security Commission (ESC) forms, where applicable, should be
included in Trade participants’ files.

ESC Form Number ESC Form Name Description
TAA-4 or 4B Training Waiver/Revocation of Used to issue waivers and
Waiver document waiver reviews. Also

used as the waiver revocation.

ETA-857 TAA/TRA Entitlement Determination to TAA & | Determination of eligibility for
TRA TAA, TRA, and ATAA. Also
gives the weekly TRA allowance
amount. Referred to as the “857”
or the “Determination”.

ETA-857 TRA Entitlement Determination to TRA, Used to amend determinations
as Amended and to indicate ineligibility to
TRA. Also used to indicate
weeks of Additional TRA.
ETA-858 Request for Occupational Training & | Training Approval form, the
(to include any Allowances While in Training Bona Fide Application, and
amended forms) transportation request all in one
form.
ATAA-1 Request for Determination of Application to apply for ATAA
Entitlement to ATAA participation.
UCB-264 ES-UI Communication — Approved Used when participant dropped
Training out of training; did not meet

training requirements (e.g.,
unsatisfactory progress); or
completed training.

ACTION: You are responsible for the distribution and implementation of this Trade policy
within your local workforce system or agency.

INQUIRIES: Questions regarding this instruction may be directed to Ms. LaCrystal Jackson at
803-737-2168 or ljackson@SCcommerce.com.

-

MargargfyTorrey
Deputy Secretary for Workforce
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