
revision 

, , ~EQUEST FOR RECORO&POSITION A.UTHORITY 
(See Instructions on reverse) JOB NO 

NC1-569-81-1 
TO GENERAL SERVICES ADMINISTRATION, 

__ N_A_Tl._O_NA_l_AR_C_H_IV_E_S _A_N_D_R_E_C_OR_D_S_S_E_R_VI_C_E,_W_A_S_H_IN_G_TO_N--'., _D_C_2_0_4_0_8 -; DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) 

II S. Department of Labor 
2 MAJOR SUBDIVISION 

In accordance with the provrsrons of 44 USc 3303a the disposal re 
quest. Including amendments. IS approved except fo' Items that may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 15 TEL EXT 3.II-p 7 WITHDR,AWN 

Dut« Arc lnvrvt of tile (lwteelSlalc\ 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal 

~ B Request for disposal after a specified period of time or request for permanent 
retention. 

'ce of Trade Adjustment Assistance (OTAA) was
 
establis d by the Trade Act of 1974, Public Law 93-618.
 
The OTAA a inisters trade adjustment assistance, implement
 
the Act's pr 'sions to assure the effective and efficient
 
delivery of ad] tment assistance benefits to qualified


orkers, coordina s and directs the Department's responsi-
ilities under the ogram. The OTAA also conducts investi
 

gations and prepares r orts and recommendations on such
 
investigations, conducts 'ndustry studies, trade and
 
industry analyses for work adjustment assistance cases.
 

From its inception (April 1975) he OTAA was a part of the
 
ureau of International Labor Aff 'rs (ILAB) of the U.S.
 
epartment of Labor. The OTAA has 'ce transferred to the
 

Employment and Training Administration ffective July 1, 19 1. 
OTAA is scheduled for termination Septem r 30, 1984. 

The series of files listed in this schedule a 
rogrammatic in nature. Administrative files w
 

disposed of in accordance with General Records Sc
 
dated June 1982.
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinuation Sheet 

7 '.0:'- :-:!!i£.~'.-~---- 8 DESCRIPTION OF ITEM 

ITEM NO. -" ~~i:: ~~ - . : (WITH INCLUSIVE DA.TES OR RETENTION PERIODS)-r; 

I. Official case Files 

case files include same or all of the following types 
of records. In addition, two separate case flIes are 
maintained on each case, one for the Administrative 
Reporta Staff and one public file. 

COrresFOndencerelating to product descri~tion, 
industry perspective statements of the ccrapany 
and/or union officials, and customer surveys. 

Statistical data of u.S. imports, exports, 
production, consumptdon and plant employmentdata. 

Quarterly sales analyses and other statistical sales 
forms and infornation. 

court documentsthat interpret legislation or 
regulations, litigative procedures and investiga-
ti ve documents. 

A. Paper copy 

1. Original (Admiru.strative ReFOrts Staff) 

CUtoff files second fiscal year after cert.i.ff.catuon 
issued or denied. Transfer to FRC3 years after cutoff. 
Destroy 10 years after cutoff. 

2. Public File copy 

Retain on site for 3 years, then destroy. 

II. MachineReadable Tapes (16 rrm) 

The Trade Adjustment Systemmaintains the current 
status of all petitions under the Act for control 
and managementinfonnation purposes. 'Ihis system 
provides specific infonnation on all Trade Pnjust-
ment Assistance petitions, this includes an on-line 
feature WhlChprovides immediateaccess to the 
information on any petition. In addition, statistical 
tables and reFOrts are provided for OTAAuse as well 
as other ETAcomponentsfor use in evaluating the 
effectiveness of the program. 

9 
SAMPLE OR ACTION TAKEN JOB NO 

Fo.. ~OPle., IDclaciaAg ol191nal, to be subnutted to the Nahonal A.rchlves and Recol'ds ServIce 
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7 ;5"**1::"< ~. > ... T 8 DESCRIPTION OF ITEM 10 

••• -e- •• ~~~ ...... SAMPLE OR ACTION TAKEN ITEM NO. t-- j;.::.. _ •• '.r- - (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

A. Master Tapes 

Master tapes are produced and stored at contractor S1.te 
in Falls Church, Va. Master tapes are retained at 
cx::mtractorsite until termination of Program. Then 
offer to NARSfor permanent retention. 

B. Processing Tapes 

Processing tapes are scratched am reused by the contzactor 
approximately every 4 rronths, or when IX) longer needed. 

C. Hard CopyRe!X)rts 

Machine readable tapes are used to produce various rrorrthlv, 
quarterly or weekly repor-cs, Generated are status re!X)rtp, 
statistical repor-ts and managementinforrration reportis us ~ 
by E'I'A/DOLofficials. These reports are also prepared fo r-
the use of the UnemploymentInsurance Service and the 
International Labor Affairs Bureau. Originals. as well a ~ 
v.orking copies of reports are destroyed after they beoome 
I year old or when superceded. 

III. ComputerPrintouts 

Presently, a total of approximately 42 var1.OUSkinds 
of computer printouts are produced by arAA. About 
30%of these printouts are prepared on an as needed 
basis, i.e., once every 6-8 nonths or less often. 
The remaining 70%are prepared on a rronthly or 
quarterly basis and are used frequently by the 
Administrative Re!X)rtsStaff. Th.D copi.es of the run: 
1.Sproduced. ! 

I 

Retain all copies on site for 1 year or unt1.1 superceded, II
whichever carnes first, then destroy. 

I 
IV. Trade and Industry Analysis Statistical Surveys i 

These surveys are of types of products, sales infor-I 
mation, types of prcx:1ucts.i.rrportedand howmany, etc 
relating to specific pet1.tions. An original and one!' 
working copy IS prepared. The working copy is made 
a part of the case file. 

Cut off files at end of each fIscal year. Transfer to
 
FRe 4 years after ~~ff. Destroy 10.years after.cu~t~o~f~f~.
 

Foal' cople., IDclu.ciJ.ngor1qJnal, to be submltted to .he Sahonal -\rchlves and Re ceeds Service 

_ 
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SAMPLE OR 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO 

CFFICE- r:R TRADE AnJUS'IMENT ASSISTANCE 

v. Irrforts and rnpacts Studies 

These narrative and statistical studies oonsist of 
legal, official documentson the ll1"Ip)rtsof a specific 
canpany and their impact on the U.s. eoonany. 

CUtoff files at end of each fiscal year. Transfer to
 
PRe 4 years after cutoff. Destroy 10 years after cutoff.
 

VI. CUstcmer Surveys 

Surveys on the kinds and numbersof i terns purchased 
by a ccmpanyare prepared after interviews with 
cust:cm:rs. Usedas backup material on specific 
peti tions. An original and one working copy is 
prepared. The~rking copy is filed in the case fold~. 

CUtoff files at end of each fiscal year. Destroy 5 yearjs
 
after cutoff.
 

VII. Official case Files - Prepared Before the 1975 Act 

These petitions are dated 1962 through 1974 and 
include correspondence, statistical data, sales 
analyses, customer surveys, and other information 
pertinent to specific petltions. 

CUtoff files after determination is made. Transfer to 
FRe 5 years after cutoff. Destroy 10 years after cutoff. 
Approximately17 cubic feet of flIes have accumulated. 

APProvED: I DATE: 

(, f/ /1-:, ~t~~ __~ 
arM Off cial 

---------------------------------- -----
Foal' COPle., lnchuu.ng OI'I91no1.to be sabtnltted to the National Archives and Record.s Selvlce 


