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Virginia Trade Adjustment Assistance Manual Summary 

The Trade Adjustment Assistance (TAA) Program is a federal program that provides aid to workers who lose their 
jobs or whose hours of work and wages are reduced as a result of increased imports. In 2018, Virginia implemented 
a Trade Navigator Model with six Navigators working within assigned Workforce Areas around the state. The Trade 
Navigator Model, which began in Oregon in 2015, is a comprehensive staffing strategy that has resulted in 
substantial increases in petition filings and TAA participant volumes in states where it was adopted. Navigators 
work as a team of data diggers, layoff bloodhounds and researchers to identify trade impacted firms, file petitions 
on behalf of the workers, and facilitate receipt of TAA Program benefits and delivery of reemployment services to 
trade impacted workers. 

Navigators invest in relationships with our Workforce Partners by providing training about the Trade Navigator 
model, attending meetings with partners, developing On-The-Job (OJT) training opportunities for trade impacted 
workers and being accessible and available to questions and referrals. 

The purpose of this manual is to provide user-friendly guidance for conducting research and filing a petition. 
Navigators transform research, information, and data that tells a story for trade impacted workers. The manual is 
accompanied by the Navigator Checklist, which is a step-by-step guide to help file a quality petition. Following the 
tips in the manual does not guarantee a certification from the U.S. Department of Labor (DOL). DOL ultimately 
makes the decision on whether a petition is certified or denied. 
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Start with a Lead & Gather Information 
 
Leads for a potential trade impact can come from a 
variety of places and people. The lead represents a 
launching point for research. Navigators research 
and gather information to support claims for trade 
impact on worker separations. 

In this section, there are lists of resources that 
Navigators use when conducting research. While this 
list is not exhaustive, the goal is to provide examples 
of the resources available and for you to Think 
Differently about how to efficiently and effectively 
use resources out there to help support filing a 
petition. 

 

 

INTERNAL RESOURCES & REFERRALS FROM PARTNERS 

TABLE 1. BUILD RELATIONSHIPS WITH OUR PARTNERS 

Relationships Help Generate Leads and Referrals 

American Job 
Center (AJC) 

AJC partners have access to dislocated workers and job seekers. Train partners to Think 
Differently about trade and how extending TAA benefits to dislocated workers, if found 
eligible, can provide additional income and job services support. 

Business Services 
Team (BST) 
Meetings 

Great opportunity to learn from and network with area workforce partners. Provides an 
opportunity to meet community business contacts, update about Trade, and learn about 
potential OJT opportunities. These meetings also provide opportunities to meet with 
fellow state employees from various social service agencies and community colleges. 

Rapid Response Rapid Response (RR) teams work with employers and employee representatives to 
quickly maximize resources to minimize disruptions associated with job loss. State Rapid 
Response Coordinators will receive WARN notices from employers. DOL maintains a 
database for RR Coordinators. 

Workforce Partners Build and nurture relationships with workforce partners who share common ground: 
Dislocated workers. Train partners to Think Differently about trade and how extending 
TAA benefits to dislocated workers, if found eligible, can provide additional income and 
job services support. 

 

https://www.dol.gov/agencies/eta/layoffs/contact
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TABLE 2. MAKE THE MOST OF LOCAL DATA 

Turn Local Data into a Lead 

Chamber of 
Commerce 

A local Chamber of Commerce provides information about area business communities 
and the opportunity to network, collaborate, and partner with businesses. Chamber 
directories can be a valuable source for company contact information and description of 
business services. 

Labor Market 
Information 

State and local labor market information provides an estimate of an area's labor force, 
employment, unemployment, and unemployment rate. Employment data can be 
presented by industry (e.g., NAICS), occupation, and wage for a set period of time (e.g., 
monthly, quarterly, or annually) for counties, cities, and Metropolitan Statistical Areas. 
Data can help identify industry and company trends and focus research on NAICS codes 
to discover potential trade impact. The information helps build a foundation to 
understand companies and industries within your state. 

State Workforce 
System 

State Workforce Systems contain valuable information about employers and workers. 
Contact information for company officials can be used to confirm layoffs and be included 
in Section 6 of the petition. Company information can also include NAICS codes. Refine 
searches for workers who have registered and logged in within the timeframe of the 
layoffs. Information provided about roles and job titles can help identify worker groups.  

Unemployment 
Data 

Use unemployment insurance (UI) data to generate a Lack of Work (LOW) list to show 
companies that have had layoffs in the previous week. Use the LOW list to study trends 
over time or connect layoffs with industry issues. Contact employers or workers to gather 
layoff information for potential trade impact. Also, a conversation starter with workforce 
partners from BST meetings. 

Worker 
Adjustment and 
Retraining 
Notification 
(WARN) 

The WARN Act requires companies to provide written notice of at least 60 calendar days 
in advance of plant closing and mass layoffs. If the criteria is met and employer submits 
a WARN notice to the state Rapid Response Coordinator. The WARN notice will have the 
affected location, number of impacted staff and their job titles, dates of closure or layoff, 
and company contact information to include a listed company official. 

 

EXTERNAL RESOURCES & RESEARCH 

TABLE 3. NETWORKING AND SOCIAL MEDIA RESOURCES 

Website Research for Trade Impact 

Facebook, 
Instagram and 
Twitter 

Review company pages for employer contact information, job postings, product or 
service advertisements, staff photos, and videos of operations. Read posts from workers 
or customers for possible helpful information. Union social media pages may have info 
about layoffs. Third-party offshore companies may have information for or photos of the 
companies that contract with them. Can be an additional source to include in research.  

https://www.facebook.com/
https://www.instagram.com/
https://twitter.com/
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Website Research for Trade Impact 

Indeed and 
Glassdoor 

Read employee reviews of the company. Employee reviews can have information about 
layoffs. 

International Job 
Search Platforms 

Indeed - India, Indeed - Philippines, Naukri - India, and Jobs - Ireland are examples of 
international job sites to use to research job openings in other countries. A referral from 
a worker about jobs going to a foreign country and then finding examples of those jobs 
posted in that country can be valuable research. 

LinkedIn Research general business information, look up company officials and employees; check 
for job postings. 

State TAA 
Coordinators 

DOL maintains a database of state TAA & TRA Coordinators. 

National TAA 
Petition 
Workgroup 

State-led, peer-to-peer group with a focus on discussing petition filing best practices and 
innovations. 

 

TABLE 4. LEADS ABOUT LAYOFFS 

Website Research for Trade Impact 

Am I Next? A blog dedicated to news about layoffs and closures. Sign up for daily updates emailed to 
your Inbox. 

Daily Job Cuts A website dedicated to layoffs, who’s hiring, and closings. Links will leads to websites like 
local news, bizjournals.com, and other media outlets. 

The Layoff A discussion board with news, rumors, and speculation about layoffs at companies. Use 
the Search Tool to narrow your focus to a specific company. 

 

TABLE 5. DATA FOR ARTICLE PETITIONS 

Website Research for Trade Impact 

DataWeb Access trade data from 1989 to present with this web-based tool. Use when researching 
increased imports [Harmonized Tariff Schedule (HTS), North American Industry 
Classification System (NAICS), and North American Industry Classification System (NAICS) 
Standard International Trade Classification (SITC)] for article petitions. You can download 
results in an Excel spreadsheet. 

Import Genius Search import/export records for a company. Enter company name in search and get 
access to limited supply chain data like top trading partners, ports, and bill of lading. For 

https://www.indeed.com/
https://www.glassdoor.com/index.htm
https://in.indeed.com/
https://ph.indeed.com/jobs-in-Philippines
https://www.naukri.com/
https://www.jobs.ie/
https://www.linkedin.com/
https://www.dol.gov/agencies/eta/tradeact/contact/states
https://www.dol.gov/agencies/eta/tradeact/contact/states
https://taa.workforcegps.org/resources/2021/07/27/18/20/National_Petition_Workgroup
https://taa.workforcegps.org/resources/2021/07/27/18/20/National_Petition_Workgroup
https://taa.workforcegps.org/resources/2021/07/27/18/20/National_Petition_Workgroup
https://www.aminext.com/
https://www.dailyjobcuts.com/
https://www.bizjournals.com/
https://www.thelayoff.com/
https://dataweb.usitc.gov/
https://www.importgenius.com/
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Website Research for Trade Impact 

research, copy and paste information into a Microsoft Word document or select Print and 
Save As a PDF. More information is available to paid subscribers. 

Import Monitoring 
Tool 

Monitor changes in U.S imports by tariff line using Harmonized Tariff Schedule or HTS 
codes with trade partners for the past eight quarters. 

Panjiva Search global trade data for a company. Click Search in top menu and enter company 
name. Access to limited supply chain data like top countries and regions for trade, sample 
bills of lading (HTS codes, port information, and shipper and consignee information). For 
research, copy and paste information into a Microsoft Word document or select Print and 
Save As a PDF. More information is available to paid subscribers. 

 

TABLE 6. STATE AND FEDERAL GOVERNMENT SOURCES 

Website Research for Trade Impact 

Electronic 
Document 
Information 
System (EDIS) 

The USITC keeps all documents related to an investigation in a searchable online 
database. Register and then create a login. There is a lot of information here but there 
can also be information valuable for your petition research. For example, even if the ITC 
determines an industry has not been injured, there could be import data and supporting 
research for an article petition. 

Federal Register The Federal Register is The Daily Journal of the U.S. Government. Search by industry or 
government agency. The site has suggested searches as well.  

U.S. International 
Trade Commission 
(USITC) 

First, a complaint is filed. Then, based on information and procedure rules, the USITC will 
start an investigation. If the investigation determines that an industry has been injured, 
OTAA notifies TAA Coordinators via email, and then petitions can be filed based on 
confirmation of layoffs. 

International Trade 
Administration 
(ITA) 

Search by industry, country, or region to learn about trade data and analysis. For 
example, the ITA Manufacturing Industry Tracker is a data tool that shows monthly key 
economic indicators for NAICS manufacturing industries; and the U.S. Goods Trade with 
Global Partners ranks U.S. trade partners based on percentage change. 

Petitions & 
Determination 
Data 

Downloadable Data on Petitions provides detailed petition data for determined petitions. 
Download this robust Excel document, and sort it by State, Article, or Determination to 
use past petition for current research. 

TAA Petition 
Search 

Search by petition number, company, or by state to research previously filed petitions 
and determinations. 

https://www.usitc.gov/import_monitoring.htm
https://www.usitc.gov/import_monitoring.htm
https://panjiva.com/
https://edis.usitc.gov/external/
https://edis.usitc.gov/external/
https://edis.usitc.gov/external/
https://edis.usitc.gov/external/
https://www.federalregister.gov/
https://www.usitc.gov/
https://www.usitc.gov/
https://www.trade.gov/
https://www.trade.gov/
https://www.trade.gov/data-visualization/ita-manufacturing-industry-tracker
https://www.trade.gov/data-visualization/trading-partners-exports-and-imports
https://www.trade.gov/data-visualization/trading-partners-exports-and-imports
https://www.dol.gov/agencies/eta/tradeact/data/petitions-determinations
https://www.dol.gov/agencies/eta/tradeact/data/petitions-determinations
https://www.dol.gov/agencies/eta/tradeact/data/petitions-determinations
https://www.doleta.gov/tradeact/petitioners/taa_search_form.cfm
https://www.doleta.gov/tradeact/petitioners/taa_search_form.cfm
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Website Research for Trade Impact 

U.S. Securities and 
Exchange 
Commission (SEC) 

Use EDGAR to search for latest SEC filings such as 8-K (unscheduled filing after major 
events that interest shareholders), 10-K (annual report filed within 90 days of company’s 
fiscal year), and 10-Q (quarterly scheduled filing for first three quarters). Public 
companies that are listed on an exchange (e.g., NYSE) or private companies that have 
more than $10 million file reports with the SEC. 

WARN The WARN Act requires companies to provide written notice of at least 60 calendar days 
in advance of plant closing and mass layoffs. If the criteria is met and employer submits 
a WARN notice to the state Rapid Response Coordinator. The WARN notice will have the 
affect location, number of impacted staff and their job titles, dates, and a company 
contact. There is no national database for WARN notices. Search individual states for 
WARN notices postings. 

 

TABLE 7. INDUSTRY SITES 

Website Research for Trade Impact 

CSIMarket Enter the company name in the Search. Then select Suppliers on the second-level 
navigation bar. Select Suppliers by Company’s Segments. It’s a valuable tool for finding 
upstream suppliers and downstream producers. 

Company Websites Company websites are valuable tools for research. Annual reports, press releases, and 
news articles are just some examples of valuable information. Company websites are 
often where companies like to brag! 

Dun & Bradstreet Search by company for information such as company profile, industry, location, type 
(Parent, Subsidiary, and Independent) website, address, key principal, company 
description, industry. 

Seeking Alpha Search by publicly traded company for valuable financial information such as press 
releases, transcripts of earnings calls, and quarterly SEC filings. 

Thomas Search for suppliers by industry. Has valuable information under Industry Insights. Has a 
free subscription to the company’s Industrial Manufacturing Newsletter. 

 

  

https://www.sec.gov/edgar/searchedgar/companysearch.html
https://www.sec.gov/edgar/searchedgar/companysearch.html
https://www.sec.gov/edgar/searchedgar/companysearch.html
https://www.dol.gov/agencies/eta/layoffs/warn
https://csimarket.com/
https://www.dnb.com/
https://seekingalpha.com/
https://www.thomasnet.com/
https://www.thomasnet.com/industry-update-newsletter/
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EMPLOYER AND WORKER INTERVIEWS 

Talking with workers is an important part of research. Think Differently 
about questions and answers. Sometimes interviews will give you 
information that you did not know you needed. Be open to letting 
people talk and be an effective listener. Please go to the Appendix for a 
Think Differently Partner Referral Form. 

IDENTIFY COMPANY LOCATION AND WORKER GROUP 

Part of a Navigator’s research involves identifying the specific worker group and physical location of the impacted 
workers. These are important for Sections 3 and 4 of the Petition. 

SPEAK WITH AND LISTEN TO WORKERS 

If you are able to connect with and interview workers, be mindful of your general audience. The average trade 
affected worker is over 40, and they may have invested many years working in their industry, if not exclusively for 
that company. They have time invested in observing and analyzing what is going on around them and often are 
willing to share that knowledge. Many workers need to talk and rationalize what is happening. Let them talk; your 
job is to listen. Remind workers that what they tell you is confidential. 

General Contact Information 

• Company name where separation occurred 
• Products or services at site and parent company name and location 
• Name, address, and website of companies (i.e., staffing agencies) that supplied leased workers 
• Do they have contact information (address, email, and phone number) for company officials such as the 

Human Resources Manager, Plant Manager, Site Operator, etc.? 

Specific Trade Information about the Layoff and the Company 

• How did they learn of their layoff? 
• Were they given a reason for their layoff? 
• Have they or other workers been laid off or had their hours reduced in the past year? 
• Were they given a projected return to work date? 
• Is their company doing business in other countries? 
• Have they noticed changes, such as workers visiting from another country? 
• Have they trained workers from other countries in the past year? Which countries? 
• Has the company recently been sold or merged with another? 
• Have they had a change in materials coming into the facility? 
• Do they compete with products/services from other countries? If yes, who and/or what?  
• What businesses compete with them? 
• Has there been a change in demand or production? Change in sales? 
• Has company management traveled out of the country in the past year? 

End the conversation with an open-ended question like – do you have anything to add? Make sure they have your 
contact information in case they want to provide additional information. Encourage them to give your contact 
information to other workers if they would like to talk. 

THINK DIFFERENTLY 
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INTERVIEW EMPLOYERS 

If you’re able to get in contact with a company official, use the recommended techniques below when you’re 
interviewing them. Human Resources professionals are a good place to start, and if they are not able to answer, 
they can direct you to someone who is. Section 6 of the petition requires two company contacts, with one being 
familiar with sales, production, employee numbers, and import/export activity. Examples of those who would be 
familiar with that information include Plant Managers, Chief Financial Officers, President, or Corporate Attorney. 
The DOL Investigator will send a Business Data Request (BDR) to complete as part of the investigation. Please go 
to the Appendix for a sample BDR. 

Recommended Interview Techniques 

• Do not be accusatory. Show empathy and sympathy. The company contact may be also a trade impacted 
worker. 

• Ask open-ended questions. Avoid simple Yes or No questions. Open-ended questions allow officials more 
space to answer and you may get more information because of it. 

• Promise confidentiality. The petition and determination are published on DOL’s website, but DOL treats 
all information obtained from firms and other suppliers as confidential. 

• Explain the incentives. Use this as a chance to educate about TAA! Remind employers that TAA is a 
federally funded program that benefits trade impacted workers and at no additional cost to employers. 
By participating in this process, the employer is demonstrating their concern for and interest in the welfare 
of their workers. 

• Power of Silence. People feel a need to fill the silence in the conversation. Have control over the pace of 
the conversation. A quiet break in the conversation may give you valuable information. 

• Be courteous. Show appreciation for the employer’s time and information. After the interview, send an 
email thanking them for their cooperation and extend the offer for to contact you with additional 
information. 

Not all employers will want to speak with you, and in some cases, they may not be allowed to. The company 
official may say that the layoffs are not trade related. Look beyond euphemistic terms and reasons for layoffs. 
Words like reorganization, restructuring, transition of responsibilities, resource optimizing, globalization 
strategy and others often signal layoffs due to a shift in business services or manufacturing operations to or an 
increase in imports from offshore or nearshore locations. You can file the petition without speaking with 
employers. 

IMPORTANT: DOL ultimately makes the determination if a worker group has been trade impacted by conducting 
a thorough investigation and then making a decision to certify, deny, or terminate a petition. 

  



Virginia TAA Manual 
 

Copyright © 2021 Virginia Employment Commission, All rights reserved. 
VIRGINIA TRADE NAVIGATORS 

  9 

Petition Paths: Article, Service & ITC Determination 

The TAA Program assists trade impacted workers who are facing the shock of permanent job loss due to foreign 
competition or trade. The program serves a diverse worker base, especially assisting workers from marginalized 
communities or in vulnerable positions from all industries. The Navigator’s important objective is to find out if a 
layoff has resulted from trade impact and file a quality petition that will result in certification for the worker to 
receive individual Trade benefits to which they may be entitled. 

The petition type or classification will determine the path the Navigator takes for research and fact-finding that 
will hopefully lead to certification: whether an Article was produced, a Service provided or an ITC Determination 
issued. Certification will result if DOL finds that the reason for the job loss meets several foreign trade criteria 
established by statute. 
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WORKER GROUP ELIGIBILITY AND LOSS DUE TO FOREIGN TRADE 

For workers to be eligible to apply for TAA Program benefits and services, they must be part of a group of workers 
that was the subject of a petition filed with and certified by DOL. Worker Group Eligibility requires that a significant 
number or proportion of the workers in the workers’ firm, or a subdivision of the firm, have become totally or 
partially separated, or are threatened to become totally or partially separated due to “foreign trade” criteria. 
Leased or staffing agency workers do not have to be identified separately. Partial separation is defined as hours 
of work and wages being reduced to less than 80% of a worker’s weekly average. 

FOREIGN TRADE CERTIFICATION BASIS 

There are several criteria for DOL petition certification that must be met: 

 

 
 

IMPORTANT: If import competition is the reason for loss of work, research should show that imports of the 
products made at the affected firm have increased in the past two years and that those products are similar to 
those made at the plant. You must also show that increased imports “contributed importantly” to the loss of jobs 
and the decline in sales and/or production at the affected firm. Imports do not have to be the ONLY cause of job 
losses or declining sales or production, but they should be a significant factor. 

  

Sales or production (or both) of the firm has decreased “absolutely”Increased Imports
• Sales or production (or both) of the firm has decreased “absolutely, ” and imports have increased, and the
increase in imports of like or directly competitive products contributed “importantly” to the workers’
separation or threat of separation and to the decline in the sales or production of the firm.

Shifted production of same or similar articles out of the USShifts to a Foreign Country

• Employer admission or other evidence that the worker’s firm has shifted production of same or similar
articles out of the US and that shift contributed “importantly” to the workers’ separation or threat of
separation. Job losses are related to a change in location of production.

Acquired articles or services from a foreign country
Acquisition from a Foreign 
Country
• The workers’ firm has acquired articles or services from a foreign country and the acquisition contributed
“importantly” to the workers’ separation or threat of separation.

Supplier or producer to a firm that has a worker group certified
Secondary Supplier or 
Downstream Producer
• The workers’ firm is a supplier or a downstream producer to a firm that employed a group of workers who 
already had a Petition certified by DOL. Supply or production is related to the article or service that was the 
basis for certification.

Determination of serious injury, market disruption, or material injuryITC Determination

• A U.S. industry has been deemed injured by the U.S. International Trade Commission (ITC) in an affirmative 
determination of serious injury or threat thereof. Affirmative determination is published in the Federal 
Register.
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ARTICLE PETITION 

DESCRIPTION OF THE ARTICLE MANUFACTURED AT THE SUBJECT FIRM 

To help identify the North American Industry Classification System (NAICS) code for the firm, start with what the 
company produces. Each company has an assigned code. These were adopted in 1997 to create a North American 
standard with Canada and Mexico. They replaced the Standard Industrial Classification (SIC) System. These codes 
are self-assigned to identify a company’s primary business activity. For more information visit 
https://www.naics.com/what-is-a-naics-code-why-do-i-need-one/ 

 
Use an internet search engine to look for the NAICS code searching specifically for the company name, location 
and NAICS. Location is important because larger companies produce different items in different locations. A NAICS 
code Internet search will list sites such as naics.com. The codes will appear like 332431, Metal Can Manufacturing. 

 

FIGURE 1. NAICS CODE WEBSITE 

Identify the Harmonized Tariff Schedule (HTS) or (HS) for the articles produced. https://hts.usitc.gov/current (Do 
not download this document. It is better to create a shortcut or save to Browser Favorites because the information 
is updated on a regular basis.)  

https://www.naics.com/what-is-a-naics-code-why-do-i-need-one/
https://www.naics.com/
https://hts.usitc.gov/current
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HARMONIZED TARIFF SCHEDULE SEARCH 

FIGURE 2. HTS SEARCH 

HTS Codes help government 
officials identify the goods 
that are being imported and 
exported across a country’s 
borders. The HTS code for 
the US is a 10-digit import 
classification system that is 
specific to the country. Use 
the Search function to 
locate the correct HTS code. 
Type the product produced 
by the company. Often you 
will need to experiment 
with the site to find what 
you are looking for unless a 
company official will provide 
the exact code. For products 
with a multi word 
description use quotations: 
“Natural Gas”. 

FIGURE 3. HTS SEARCH 
RESULTS  
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IMPORT DATA TOOLS: DATAWEB & IMPORT 
MONITORING TOOL 

The DataWeb and Import Monitoring Tools Guides (Appendix) 
offer more details on use of these helpful investigative 
resources to identify import activity and impact and how they 
can be used to develop a quality petition. The National TAA 
Petition Workgroup maintains a Resources Page on Workforce 
GPS for these resources. Please go to the Appendix for 
DataWeb and Import Monitoring Tool Tip Sheets. 

HOW TO IDENTIFY TRADE IMPACT FOR AN ARTICLE 
PETITION 

Research Subject Firm, Parent Company, Affiliates, Branches, 
or Subsidiaries 

• Have they acquired articles that are like or directly 
competitive with articles produced by the subject firm? 

• Have they imported any finished products that incorporate 
an article like or directly competitive with the article(s) 
produced by the workers at the subject firm? 

• Have they shifted that work to another country or countries, or is a shift in production to another country 
scheduled? 

• Have they contracted to have the article produced outside the United States? 
• Have they experienced a decline in sales caused by customers purchasing non – U.S. manufactured articles 

rather than the articles produced by the subject firm? 
• Have they experienced a decline in sales to a customer located outside the United States? 

Review Recent Activities at the Subject Firm 

• Have workers’ wages and/or hours been reduced? 
• Has the subject firm ceased operating or is a shutdown/closure scheduled? 
• Has the subject firm lost bids for contracts to supply an article for the firm in the past two years? If possible 

provide the following: 
o Name of the firm or agency that was awarded the contract. 
o Description of the service for which the contract was awarded. 
o Contact at the firm where the contract was awarded. 

To use DataWeb, first create an 
account. You will log in using the 
username and password. Save data 
queries or download Excel 
spreadsheets. The website is 
recommended for use with Google 
Chrome. 

 
No login required to use the Import 
Monitoring Tool. Only HTS codes can be 
searched and data requests cannot be 
saved or downloaded. 

Services Related to Article Production 

Workers can provide a service for a location that manufactures an article. For example, accounting services 
for a company that manufactures engines. This is important because the NAICS code will reflect 
manufacturing of Articles produced, but the petition will represent workers providing a Service. 

https://taa.workforcegps.org/resources/2021/07/27/18/20/National_Petition_Workgroup
https://dataweb.usitc.gov/
https://dataweb.usitc.gov/
https://www.usitc.gov/import_monitoring.htm
https://www.usitc.gov/import_monitoring.htm
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Research Import and Shipping Data Records on Global Supply Chains & Trends 

• Helps identify international companies (e.g., suppliers) that trade with U.S. companies 
• Identifies flow of raw materials and components: Product lines and volumes 
• Helps with analyzing economic health of companies and potential impacts (e.g., increase in imports could 

be a possible indicator of a company’s economic health) 
• Helps identify what countries are buying products similar to the United States 
• Identifies ports which helps facilitate movement of goods after coming into the United States (e.g., 

potential costs related to shipping and transport) 
• Identifies HTS codes listed on the bill of lading (or other import information) which helps Navigators 

efficiently use DataWeb and the Import Monitoring Tool with the correct codes 
• Helps identify and analyze trends over time (e.g., emerging markets, growing markets, country/region’s 

economic health) 

Imports: Time Period Consideration 

For all types of petitions, the DOL considers a specific time period to determine trade impact due to increased 
imports: the 4 quarters immediately preceding the date that is 12 months prior to the date of the petition 
(Representative base period). They compare the imports of the year that led up to the petition (1 year relative 
base period) with import data from the representative base period to measure import increases for Trade impact. 

 
FIGURE 4. RELATIVE & REPRESENTATIVE BASE PERIODS 

SERVICE PETITION 

Shift of services shows employer admission or other evidence provided by the petitioner that a location out of the 
U.S. is providing the same or similar service. 

Describe the service(s) provided by the subject firm and the service line(s) that are being offshored. Examples 
include claims processing (mortgage, insurance, etc.), types of customer service (telecom, utility, health insurance, 
and IT/Technical service and support). 

• Identify the North American Industry Classification System (NAICS) code for the firm. 
• Identify possible location(s) of the offshored service either by the subject firm or a competitor. 

List the suspected competitor country or location of outsourcing/offshoring: ex. China, India, Mexico. 
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HOW TO IDENTIFY TRADE IMPACT FOR SERVICE PETITIONS 

Research Subject Firm, Parent Company, Affiliates, Branches, or Subsidiaries 

• Have they imported or acquired services that are like or directly competitive with services produced by 
the subject firm? 

• Have they shifted work to another country or countries or is a shift of services to another country 
scheduled? 

• Have they contracted with another firm to have this service supplied outside the United States? 
• Have they experienced a loss of contract to a company that is providing services outside the United States? 
• Have they experienced a decline in services to a customer located outside the United States? 

Review Recent Activities at the Subject Firm 

• Is more than one service provided by the subject firm? 
• How many workers were, or will be, separated? 
• When did, or will, the separation occur? 
• Has the subject firm ceased operating or is a shutdown/closure 

scheduled? 
• Have workers’ wages and/or hours been reduced? 
• Has the subject firm lost bids for contracts to supply a service for the 

firm in the past two years? If possible provide the following: 
o Name of the firm or agency that was awarded the contract 
o Description of the service for which the contract was awarded 
o Contact at the firm where the contract was awarded 

SECONDARY IMPACT 

TAA services may be expanded to secondary workers of businesses or suppliers to the primary company, firm or 
petitioning workers who filed a certified TAA petition. 

• The workers’ firm is a supplier or downstream producer to a firm that employed a group of workers who 
received a certification of eligibility and 

• Such supply, production or service is related to the article or service that was the basis for certification 
• The workers’ firm is a supplier and the component parts it supplied to the primary, certified firm 

accounted for at least 20% of the production or sales of the workers’ firm 
• A loss of business by the workers' firm with the primary firm contributed importantly to the workers' 

separation or threat of separation 
Secondary impact can be upstream or downstream. For Secondary impact petitions, it is important to describe 
the business relationship with the primary, certified firm. Include the TAA Petition Number for the Primary 
Certified Firm. 
 
 
 
 
 
  

A firm that produces and supplies 
directly to another firm component 

parts for articles, or services, used in 
the production of articles or in the 

supply of services, as the case may be, 
that were the basis for a certification 

of eligibility.

A firm that performs additional, value-added production 
processes or services directly for another firm for articles 
or services with respect to which a group of workers in 
such other firm has been certified and provides value-
added production processes or services include final 
assembly, finishing, testing, packaging, or maintenance or 
transportation services.

U
ps

te
am

 
Dow

nstream

The secondary firm cannot 
be certified unless the 

primary firm is already TAA 
certified. 

Aurora Flight Sciences 
manufactured aircraft parts 
for Boeing, certified #95935 
and #95914. Aurora Flight 

Sciences is a top tier, 
upstream supplier to Boeing 

and was impacted by that 
primary firm’s layoffs. 
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ITC DETERMINATION 

The United States International Trade Commission (USITC) is a Federal agency that investigates matters of trade. 
They investigate whether or not, and to what extent, unfair trade practice harms U.S. businesses. If the 
investigation results in a final affirmative determination of material injury or threat of injury to a U.S. industry, the 
ITC determination can be the basis for a trade petition filing. 

DOL has Frequently Asked Questions dedicated to ITC-related Petitions. 

NOTIFICATION OF ITC DETERMINATION 

The Office of Trade Administration (OTAA) sends notification to all states, company officials, Governor’s offices 
(affected states only) and Unions with the subject: “Notification of Option to File TAA petition due to ITC 
Determination” and the named injured industry. The Notification Letter provides a list of affected companies with 
city and state locations, the ITC-related petition filing deadline, the ITC investigation title and numbers and Federal 
Register publication date, volume and page numbers. It further informs the states that workers who are totally or 
partially separated from employment may be automatically certified as eligible to apply for benefits under the 
Trade Adjustment Assistance (TAA) Program if a TAA petition is filed on their behalf. 

WRITING A PETITION FOR AN ITC DETERMINATION 

ITC-related petitions are filed on the standard petition form and have the same required data elements as a regular 
petition. However, Section 5 Trade Effects on Separations should specify, “This worker group is subject to ITC 
injury based on notification from USDOL” and include the ITC Investigation number(s) and product description 
provided in the notification. Petitioners are encouraged to include the notification letter as an attachment to their 
ITC-related petition. 

Also, a company official and associated phone number and email address can be found in the Excel workbook that 
is sent in the notification email. 
 
 

 
FIGURE 5. TRADE EFFECTS OF SEPARATIONS  

https://www.usitc.gov/
https://www.dol.gov/sites/dolgov/files/ETA/tradeact/pdfs/ITC_Petitions_FAQ.pdf
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DIFFERENCES BETWEEN ITC AND REGULAR PETITIONS 

First, ITC-related petitions only cover workers who have been separated fully or partially from employment. Unlike 
other types of petitions, the investigation of an ITC-related petition does not consider workers who are 
threatened with separation. If there have been no separations, DO NOT FILE! 

Second, the eligibility period for ITC-related petitions is shorter than for 
regular petitions. Except in the case of prior certifications or multiple 
Federal Register notices, the ITC eligibility period is exactly two years: 
from one year prior to publication of the ITC decision in the Federal 
Register through one year after publication. The certification period for 
regular petitions are typically at least three years because the certification 
period begins on the impact date, which is the date one year before the 
petition date (with certain exceptions), and usually ends two years after 
the certification date. 

   
FIGURE 6. TIMELINE FOR ITC-RELATED PETITIONS 

 

FIGURE 7. TIMELINE FOR REGULAR PETITIONS  

Before an ITC expires, if the 
worker group is still having 
layoffs you can file a regular 
petition but you must file at 
least 90 days before an ITC 
petition expires. 
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File the Petition 
Filing a quality petition is the culmination of all the conversations and research that you have conducted toward 
assisting the trade-affected worker. A quality petition is one that gives a complete picture of the Who, What, 
When, Where, Why and How. This is your opportunity to wrap up all the information that you have gathered to 
inform the investigator why you believe specific group of workers is eligible for Trade Adjustment Assistance. 

This segment is divided into six sections which correspond to the information requested in each section of the 
TAA petition for Trade Adjustment Assistance for Workers. It is imperative to thoroughly complete each section 
to the best of your ability to have a quality petition. Although completing a petition does not guarantee 
certification, a quality petition is an important step toward determining trade impact. 

 

  

Disclaimer: For petitions filed on or after July 1, 2021, certification criteria has changed. Service sector 
petitions and ITC Determinations are no longer direct paths to certification. Please review 
https://www.dol.gov/agencies/eta/tradeact for more information. 
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SECTION 1 – PETITIONER INFORMATION 

Items (a) through (f) contain fields for the petitioner’s demographic 
information. For (b) Title: a title must be provided for all petitioners 
except two workers. Please go to the Appendix for a sample TAA 
Petition Form. For (g) Petitioner Type: At least one petitioner type 
must be checked. Note the following for petitioner types: 

• Two Workers – must report to same location 
• American Job Center – someone serving in a local capacity 
• State Workforce Office – working at a state-level, including 

but not limited to state Rapid Response or unions 
contracted by state to file 

• Union Official – must provide union name 
• Other Duly Authorized Representative – of such workers 

(e.g., lawyer or other representative) 

FIGURE 8. PETITIONER INFORMATION 

SECTION 2 – ATTESTATION OF INFORMATION 

This section required the petitioner(s) to affirm that to the best of their knowledge and belief, the information 
provided in the petition is true, correct and complete in accordance with 29 CFR 90.11 (b). 
Petitions filed without the proper signature (a), name (b) and signature date (c) will be returned. 

• Valid signature can be ink or /s/ is acceptable (/s/ is automatically inserted on online petition) 
• Signature and date must be within 30 days of filing 

SECTION 3 – FIRM EMPLOYING THE GROUP OF WORKERS 

Employer Firm: The information provided in (a) through e) should be for the company headquarters, if available. 
Otherwise, section 3 and 4 should be the same (stating the location for the group of separated workers). 

SECTION 4 – GROUP OF WORKERS 

For (a) through (g): This is the physical location where the worker group (on whose behalf the petition is being 
filed) reports whether on site or virtual. 

• If the worker group is employed by a staffing agency, then items (a) through (c) should identify the staffing 
agency 

• If there is more than one location, attach additional pages with Section 4 completed for each physical 
location of the worker group 

(d): For the number of workers separated, there must be a minimum of two workers to form a worker group 
(e): Layoffs must be no more than one year prior to date of petition 
(f): If there is an official name, (e.g., IT Division, Finance Department, etc.) for the specified worker group at the 
work address listed this should be provided. If there is not an official name for the worker group, provide as much 
descriptive detail as possible (e.g., coders, accounts payable, research development, etc.). For investigative 
purposes, this information is used to help in working with the company official to hone in on the worker group 
when a worker description is missing, too vague, or incorrect. 
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SECTION 5 – TRADE EFFECTS OF SEPARATIONS 

FIGURE 9. TRADE EFFECTS OF SEPARATIONS 

Clearly state why you are filing this petition with the understanding that this will be the investigator’s first 
encounter/engagement with it. 

• For a Service or Article Petition: 
o Provide detailed information on the reason that foreign trade has contributed to the layoff; it needs 

to be a quality summary statement so the additional information furnished could be explored to 
uncover additional questions/direction by an analyst. Best practice: Include, if applicable, the Why 
(trade impact), What (imports/shift) Where (foreign country), and How (trained workers from another 
country, workers said official in town hall meeting said production was moving, etc.) 

o Summarize the reason/s if requesting an amendment on an existing or active certification. 
o See Appendix for examples of quality Section 5 statements for service or article petitions. 

• For an ITC Petition: your Section 5 statement should include the ITC investigation number, items causing 
import injury and date it is published in the Federal Register (e.g., “The worker group is subject to ITC 
injury based on notifications from USDOL; No. 731-TA-1455 and 1457 involving Polyethylene 
Terephthalate (PET) sheets from Korea and Oman published in the Federal Register on September 10 
2020”). 

Attach all additional pages of supporting documents or research that back up your claims for the reasons for 
worker separation and potential trade impact (e.g., WARN notice, DataWeb import data, news articles, etc.). For 
an ITC petition, it is encouraged to attach the ITC notification letter. Include the specific number of pages attached 
(vs. files). Please go to the Appendix for examples of Section 5 Petition Statements. 
 

SECTION 6 – COMPANY CONTACT INFORMATION 

Provide complete contact information for two 
company officials with at least one official who is 
familiar with the operations of the company/firm. 
Note: Company contact information can often be 
found on WARN notice, ITC letter, news article 
about layoff, worker layoff letter, or previous TAA 
petitions. Give the contact’s work/company email 
address, not their personal email (or OTAA may 
question official’s validity).  

Correct Company Official 
This is one of the MOST important data points on a 
valid petition for investigative purposes. The correct 
company official(s) need to be able to verify: 
• Worker group description 
• Sales, production, imports and customer 

information 
• Employment numbers 
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WHAT HAPPENS AFTER FILING 
 

 
Confirmation of Submission: The petition, along with any supplemental attachments, will be reviewed by OTAA 
to determine if it is valid within two business days of receipt. OTAA will send email confirmation containing name 
and contact information of the TAA Investigator. If additional information is needed, you will be contacted. 
Consequently, if you learn additional information, share with the investigator. Remember we are working on the 
same team toward a common goal: assisting trade impacted workers. 

Investigation: After accepting a complete and valid petition, OTAA will initiate an investigation to determine 
whether the group of workers covered by the petition meets the group eligibility requirements of the Trade Act. 
This investigation may include contacting the workers' firm to collect data, contacting customers of the workers' 
firm, the petitioners, unions, state workforce agencies, or other sources of relevant information as needed. The 
steps required to complete an investigation vary according to the circumstances specific to the worker's firm. 

• Business Data Request: Most information is collected from the firm through the Business Data Request 
form (BDR). This form, which must be completed by the workers' firm (referred to as “the subject firm“), 
requires the subject firm to provide information on employment levels, sales, production, and activity 
related to imports of articles or services, and shifts from the United States to a foreign country of the 
production or acquisition of articles and supply or acquisition of services. The BDR can be viewed here: 
https://www.dol.gov/sites/dolgov/files/ETA/tradeact/pdfs/ETA-9043a-Business_Data_Request.pdf 

Decision on TAA Petitions: The U.S. Department of Labor will notify the petitioner, the company, and the state 
agency of its final decision regarding TAA certification. 

• Certification of a Petition: When the investigation establishes that a group of workers meets the group 
eligibility criteria, OTAA will issue an affirmative determination or certification of worker group eligibility 
to apply for TAA Program benefits and services. The certification will include the name of the firm or 
appropriate subdivision at which the trade-affected workers covered by the certification have been 
employed (which need not be limited to the unit specified in the petition), and may identify the worker 
group by name and specifies the beginning and ending dates. Generally, the certification covers all 
members of the worker group who are separated or threatened with separations during the period 
beginning one year before the petition was filed and ending two years after the date of the certification. 
 

o Once a petition is certified, to begin the individual application process, workers identified by the 
employer will be notified by mail of the certification and how to apply for Trade Act benefits. 
 

• Denial of a Petition: If, after investigation, OTAA determines that the group of workers does not meet the 
criteria for eligibility, OTAA will issue a negative determination or denial. The denial will include the name 
of the firm or appropriate subdivision at which the workers covered by the denial have been employed 
(which need not be limited to the unit specified in the petition), and may identify the worker group by 
name. 

Confirmation of 
Submission Investigation Decision

Certification 
of a Petition
Denial of a 

Petition

https://www.dol.gov/sites/dolgov/files/ETA/tradeact/pdfs/ETA-9043a-Business_Data_Request.pdf
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o Administrative Reconsideration: Determinations on TAA petitions are published in the Federal 
Register, the official daily publication for Rules, Proposed Rules, and Notices of Federal 
organizations. Petitioners may request administrative reconsideration from OTAA by filing an 
Application for Reconsideration via form ETA-9185. Reconsideration requests must be filed with 
OTAA within 30 days of being published in the Federal Register. 
 

o Judicial Review: A worker, group of workers, certified or recognized union, or authorized 
representative of such worker or group may commence a civil action for review of the 
determination by filing a complaint with the United States Court of International Trade (USCIT) 
within 60 days after the date of publication of the notice of a final determination in the Federal 
Register, as provided under sec. 284 of the Act (19 U.S.C. 2395). 
 

Requests for judicial review must be filed in accordance with the rules of the USCIT and must be 
filed with the Case Management Supervisor, U.S Court of International Trade, One Federal Plaza, 
New York, New York 10007, (212) 264-1611. 

 
More information on Certification, Denials or Administrative Reconsideration can be viewed here:  
https://www.dol.gov/agencies/eta/tradeact/petitioners/petition-process 

 
 

  

Helpful Resources for Filing a TAA Petition: 

• File a petition online at: https://www.etareports.doleta.gov/petition/index.cfm?reset=true 
• Training and Employment Notice (TEN) 23-14 provides instructions for filing a petition: 

https://www.dol.gov/sites/dolgov/files/ETA/tradeact/pdfs/Tips_for_Compliant_Efficient_Petition
_Filing.pdf 

• https://www.dol.gov/agencies/eta/tradeact/petitioners/instructions 
• https://www.doleta.gov/tradeact/petitioners/FAQ.cfm 

https://www.dol.gov/sites/dolgov/files/ETA/tradeact/pdfs/ETA-9185-Application_for_Reconsideration.docx
https://www.dol.gov/agencies/eta/tradeact/petitioners/petition-process
https://www.etareports.doleta.gov/petition/index.cfm?reset=true
https://www.dol.gov/sites/dolgov/files/ETA/tradeact/pdfs/Tips_for_Compliant_Efficient_Petition_Filing.pdf
https://www.dol.gov/sites/dolgov/files/ETA/tradeact/pdfs/Tips_for_Compliant_Efficient_Petition_Filing.pdf
https://www.dol.gov/agencies/eta/tradeact/petitioners/instructions
https://www.doleta.gov/tradeact/petitioners/FAQ.cfm
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Appendix 
 

THINK DIFFERENTLY PARTNER REFERRAL FORM 
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BUSINESS DATA REQUEST (BDR) 
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DATAWEB TIP SHEET 
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IMPORT MONITORING TOOL TIP SHEET 
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TAA PETITION FORM 
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SECTION 5 PETITION STATEMENTS 
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NAVIGATOR CHECKLIST 
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