OFFICE OF TRADE ADJUSTMENT ASSISTANCE (OTAA)
FILE PLAN
	Name of Office: Office of Trade Adjustment Assistance


	Office Acronym: OTAA
	Date 09/30/19
	Page   1 of  2

	Name of Records Custodian : Aisha L. Potter



	Files Location: N-5428
	Approved by and Date

	GRS/URS
	File Number
	File Title
	Series and Brief 
Description 
	Location
	Disposition Instructions

	GRS 23.5a
	7000
	Decision and Assignment Minutes
	Full Staff Meetings (Office)
	Locked Files/ File station of ALO Aisha Potter
	Destroy when no longer needed.

	GRS 2.7
	7001
	Time and Attendance
	OTAA sign in/out sheets
	Locked Files/ File station of ALO Aisha Potter
	Destroy 6 yrs.

	
	7002
	File Plans
	OTAA File Plans
	Main file station #1
	Destroy when superseded.

	GRS 16.7
	7003
	Records Management
	Records Management Correspondence/Files
	S:\OTAA\Records Management
	Destroy 6 years.

	GRS 16.7
	7004
	NARA Records Center Summaries
	Invoices/ SF-135
	Locked Files/ File station of ALO Aisha Potter
S:\OTAA\Records Management
	Destroy when no longer needed.

	URS 1.1a
N1-369-99-1
	7005
	TAA Business Confidential Files

Case file numbers :

File Cabinet #1
TA-W-90,825 – 90,568

File Cabinet #2
TA-W-86,065 – 90,284

File Cabinet #3
TA-W-85,710 – 86,064

File Cabinet #4
TA-W-85,355 – 85,709

File Cabinet #5 
TA-W-85,000 – 85,354


File Cabinet #6 
TA-W-82,964 – 83,224

File Cabinet #7 
TA-W-82,698 – 82,963

File Cabinet #8 
TA-W-70,979 – 71,277

File Cabinet #9 
TA-W-70,641 – 70,978

File Cabinet #10 
TA-W-91,279 – 91,633

File Cabinet #11 
TA-W-91,634 – 91,988

File Cabinet #12 
TA-W-90,924 – 91,278

File Cabinet #13 
TA-W-92,627 – 92,981

File Cabinet #14 
TA-W-91,989 – 92,271

File Cabinet #15 
TA-W-92,272 – 92,626

File Cabinet #16 
TA-W-71,278 – 71,698

File Cabinet #17 
TA-W-71,699 – 72,090

File Cabinet #18 
TA-W-75,278 – 80,342

File Cabinet #19
TA-W-80,343 – 81,105

File Cabinet #20
TA-W-81,443 – 82,060

File Cabinet #21
TA-W-81,170 – 81,442



	Includes petition, log of official actions, company information including sales production and employment figures, customer survey responses, import statistics, investigator notes, investigator findings and decision document.
	Main file station #1
	Textual Files:  Cut off files at the end of the calendar year in which determination is made.  Destroy 10 years after cut off.  Files are housed on-site for 5 years and then a request for transfer is exercised.
Electronic Files:  Copies produced using electronic mail and word processing applications.  Delete after recordkeeping copy has been produced.

	URS 1.1a
N1-369-99-1
	7006
	TAA Public Files
	Copies of initial petitions, notification letters to petitioners, and determination documents extracted from the TAA business confidential files and used solely for public inspection.
	Main file station #1
S:\OTAA\Investigations_and_MIS\MIS\CASE
	Destroy after 10 yrs.

	URS 7.7a
N1-369-99-1
	7007
	TAA Funding Requests
	Requests and financial status reports from states applying for funding.
	Main file station #2
S:\OTAA\Program Development\Funding
	National Office:
Destroy after 3 yrs.

Regional Office:
Destroy after 3 yrs.

Electronic files
Delete after recordkeeping copy has been produced.

	URS 8
N1-369-99-1
	7008
	TAA Activity Reports
	Quarterly reports received from states providing information about employment services rendered under the Trade Act and the amount of money spent for each certification.
	Main file station #2
S:\OTAA\Program Development\Data Requests
	Destroy after 2yrs.

	URS 12.2a
N1-369-99-1
	7009
	Program Regulations
	Draft Federal Register notices, public comments received in response to Federal Register notice proposed rule for final rule, and copy of final rule of TAA and program regulations.
	Main file station #2
S:\OTAA\Program Development\Regulations 2009 and older
	Textual files:
Destroy after 5 yrs.

Electronic files:
Delete after recordkeeping copy has been produced.

	URS 12.2a
N1-369-99-1
	7010
	Congressional Reports
	Report provides information regarding program operations, petition activity, and financial data and performance data for the preceding fiscal year.
	Main file station #2
S:\OTAA\Program Development\Congressional Report
	Textual files:
Destroy after 5 yrs.

Electronic files:
Delete after recordkeeping copy has been produced.

	GRS 14.1
	7011
	Pagemasters
	Public inquiries concerning ETA specifically OTAA.
	Main file station #2
	Destroy after 1 yr.

	URS 3.3a
	7012
	Correspondence
	Routine Correspondence with the public, Congress, and federal agencies requesting status information about petitions and program information.
	Main file station #2
S:\OTAA\Public Affairs\External Correspondence

S:\OTAA\Public Affairs\Internal Correspondence
	Textual files: 
Destroy after 3 yrs.

Electronic files:
Delete after recordkeeping copy has been produced.

	URS 4.4a
N1-369-99-1
	7013
	Memorandums
	Routine Memorandums to internal agency staff in response to general inquiries or request for program information.
	[bookmark: _GoBack]Locked Files/ File station of ALO Aisha Potter
S:\OTAA\Public Affairs\Internal Correspondence
	Textual files: 
Destroy after 3 yrs.

Electronic files:
Delete after recordkeeping copy has been produced.



