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U.S. Department of Labor			Employment and Training Administration
200 Constitution Avenue, N.W.
Washington, D.C.  20210

«TODAY»

«Name»«Title»
«Address»
«City_State_and_Zip»

RE: Petition # «TAW»; «Company_Name»; «Company_City_and_State»
TAA Program Analyst:  «Investigator»
Email:  «Inv_Email»

Dear «Name»:

The Department of Labor recently received a petition for Trade Adjustment Assistance (TAA), which was filed on behalf of a group of workers at your firm.  The TAA Program is a federal entitlement program that assists U.S. workers who lose their jobs as a result of foreign trade.  This program seeks to provide adversely affected workers with opportunities to obtain the skills, credentials, resources, and support necessary to become reemployed.  The TAA Program benefits are provided to workers at no expense to employers.  We have created a video to help you to understand the TAA eligibility process and your role in it.  You can find the video at: www.dol.gov/agencies/eta/tradeact/officials.

Upon receiving a correctly filed petition, the Office of Trade Adjustment Assistance (OTAA) investigates whether the workers of the firm meet the group eligibility criteria established by the Trade Act of 1974, as amended (19 U.S.C. 2272).

OTAA is required by law to complete each investigation no later than 40 days upon receipt of the filed petition.  In order to complete our investigation on this petition, we must collect certain information from your firm.  To help us expedite our data collection, please preview the Business Data Request (BDR) form on our website at: www.dol.gov/agencies/eta/tradeact/officials.  Specifically, the BDR requests the following information:
· Information regarding the worker group that is the subject of the petition, including locations or divisions that may be trade-affected.
· Employment data, and the reasons for worker separations;
· Import data, production data and sales to customers; and
· Information regarding the shift of production or services to foreign countries.

Within the next five (5) business days you will be contacted by the assigned Program Analyst who will send you the BDR form which must be completed by the compliance date indicated on the form or a subpoena may be enforced. Your cooperation is necessary to facilitate the investigation and we hope by sending you advance notice will ensure timely data collection so that workers who meet the eligibility criteria can begin receiving TAA benefits as soon as possible.  If you are not the appropriate contact person or if you have any questions, please notify the Department as soon as possible through the TAA Hotline at 888-365-6822.  Additional information about the TAA Program is available through the TAA Web site at www.dol.gov/agencies/eta/tradeact.  Thanks in advance for your assistance on this petition.


 Sincerely,
  [image: ]
    
Norris Tyler III
Administrator
Office of Trade Adjustment Assistance
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