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FROM . VENDY L. M:CONNELL

Acting Adm nistrator
for Regi onal Managenent

SUBJECT . Part D, Chapter Il1l of Handbook on the
Trade Adjustnent Assistance (TAA) Program

| . Purpose. To provide clarification of reporting
instructions for Form ETA 563, Quarterly

Determ nations, Allowance Activities and Enployability
Servi ces under the Trade Act.

2. Content. These instructions will apply to
reporting procedures under both subchapters A (the
Regul ar TAA program and D (the NAFTA-TAA Program, of
Chapter |1, Title Il of the Trade Act of 1974. There
are no changes to the specific itens collected by the
States. However, sone significant clarifications are
bei ng nade to the way the States are requested to
report sone itenms in order to ensure States are in
conpliance with the amendnents to the Omi bus Trade and
Conpetitiveness Act of 1988.

3. OMB Approval. Form ETA 563 is approved by the
O fice of Managenment and Budget (OWVB) in accordance
with the Paperwork Reduction Act of 1995; OVB approval
nunmber 1205-0016, expiration date October 31, 1999.

4. Reporting. These clarified reporting instructions
for Form ETA 563 will be effective beginning with the
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quarterly report period ending Decenber 31, 1997. That
report is due January 31, 1998.

5. Action Required. State Adm nistrators are
requested to:

a. Di stribute these updated instructions to
hol ders of ETA Handbook No. 315 and to ot her
appropriate staff.

b. Request that Trade program staff review the
i nformation contained in the docunents and
ensure that appropriate arrangenents are nade
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with both programand MS staff to inplenment
these clarifications in applicant reporting
i nstructions.

cC. Require appropriate State staff to review the
present State benefits delivery systemto
ensure that services provided to workers are
tracked and reported in accordance with the
instructions provided in this transmttal.

6. Handbook Mai nt enance

Renove and Destroy:

Part D, Chapter 111, R-12-89, Pages D-II1-1 through
D-111-12
| nsert: Part D, Chapter 111, R-10-97

7. lnquiries. Inquiries should be directed to
appropriate Regional O fices or to Grant Beale, Acting
Director, OTAA at 202-219-5555, Ext. 101, or Curtis
Kooser, Senior Econom st, OTAA, at 202-219-4845, Ext.
111.

8. Attachnment. Part D, Chapter 111
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Chapter |1l - Reporting Instructions

ETA 563, Quarterly Determ nations, Allowance
Activities, and Reenpl oynent Services Under the Trade
Act .

1. Purpose of Report. Form ETA 563 provides the neans
for the States to report on the services they provide
to adversely affected workers under the Trade Act of
1974. The report provides information on eligibility
determ nations, inconme support paynents, reenploynment
services, and training. The same form serves these
pur poses for both the regular Trade Adjustnent

Assi stance (TAA) program and the North American Free
Trade Agreenent Transitional Adjustnment Assistance
(NAFTA- TAA) program Data supplied on Form ETA 563 is
used by the Departnent of Labor (DOL) to neasure the
effecti veness of the TAA and NAFTA-TAA prograns in
hel pi ng adversely affected workers adjust and find new
enpl oynment. I n particular, the reports are necessary
to gather data needed to conply with the Gover nnent
Performance and Results Act (GPRA)

2. GCeneral Instructions. Each report is for reporting
activity under a specific certified petition. A
separate report is required for each certified petition
under which services are provided. Each report is
quarterly and covers a three-nonth reporting period for
activity under the certified petition being reported
on.

a. Scope of the Report. Quarterly reports
must be submtted by petition nunber for all TAA and
NAFTA- TAA services in the State. Services provided
under petition nunbers with al phabetic suffixes shoul d
be conmbined into a single report under the petition
nunmber al one.

b. Duration of the Report. A report nust be
subm tted for each reporting period as long as there is
activity related to the certified petition. Wen no
activities occur during a reporting quarter, the State
shoul d not submt a report. |If activity resunes after
one or nore quarters of inactivity, the State should
resume reporting.
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c. Reporting Methods. Form ETA 563 may be
submtted on paper or in one of five different
el ectronic formats on 3-1/2" floppy disk. Allowable
el ectronic formats are discussed in Attachnment A.

d. Due Date. Reports are due in the Ofice
of Trade Adjustnment Assistance (OTAA) National Ofice
by the |ast day of the nonth follow ng the end of the
reporting period which the reports cover. One copy of
the report, or the floppy disk for reports in
el ectronic format, should be sent directly to:

U.S. Departnent of Labor
ETA/ OTAA Room C4318
Attention: Curtis Kooser
200 Constitution Avenue, NW
Washi ngton, DC 20210

One copy of each report should also be sent to the
appropriate ETA Regional Ofice.

e. State Contact. States are requested to
conplete and forward a nmenorandum desi gnating the
agency and contact person responsible for each ETA 563
report. Attachment B provides a format for the
menor andum A copy of the menorandum shoul d al so be
sent to the appropriate ETA Regional Ofice. States
shoul d keep the contact information current by
subm tting a nenmorandum whenever there is a change.

f. Item Coverage. When there is no activity
to report for a particular report item enter a zero.
If the item does not apply, also enter a zero. Do not
use dashes or "NA", and do not |eave any itens bl ank
(except on anended reports; see bel ow).

g. Anmended Reports. Anended reports should
be used to correct errors on previously-submtted
reports. Do not alter the nunbers on current reports
to adjust for previous reports; especially, do not
enter negative nunbers. Anended reports should contain
only the identifying itenms in the heading section and
the data for the affected itens; the rest of the
reporting itenms should be left blank. For States
reporting in electronic format, anmended reports shoul d
be subm tted on paper, unless there are nore than 15
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anmended reports for a reporting period. |In that case,
the State should reconmpile the entire report for the
reporting period without identifying any report as
amended.

h. Agent State - Liable State. 1In general,
the State issuing paynents for benefits should report
t hose paynents and the nunber of beneficiaries. In
particular, all interstate trade readjustnent allowance
(TRA) data, and job search and rel ocation data, shoul d
be reported by the liable State. Training and rel ated
costs, such as travel and subsistence, should be paid
and reported by the agent State.

i. Dollar Ampunts. All dollar amounts
reported on ETA 563 shoul d be rounded to the nearest
whol e dol | ar.

3. Definitions of Categories.

a. Basic TRA. TRA payable after the clai mant
exhausts all rights to unenpl oynent insurance (Ul).

b. Additional Weks. Weks in which TRA is
paid to clainmants who are in TAA-approved training and
have exhausted basic TRA entitl enent.

c. EB Wrk Test Disqualification.
Di squalification of a TRA claimant who fails to accept
or apply for suitable work or who fails to actively
seek such work in accordance with the Extended Benefits
(EB) work test.

d. Training Disqualification.
Di squalification of a TRA clai mant who, wi thout
justifiable cause, fails to begin participation in a
TAA- approved training program or ceases participation
in such training, or for whoma waiver is revoked.

e. Training Waiver. Determ nation by the
State agency that training is not feasible or
appropriate for a TRA claimnt. Training waivers are
not all owed under the NAFTA-TAA program

f. Obtained Job. The nunber of adversely-
af fected workers who entered, whether by the efforts of
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the State agency or not, full or part-time unsubsidized
enpl oynment, which is enploynment not financed from funds
provi ded under the Trade Act or other Federal training
progranms. For TAA reporting purposes, obtained job
includes entry into the Armed Forces, entry into

enpl oynment in an apprenticeship program and entry into
sel f - enpl oynent.

g. Training-Related Cost. This itemincludes
the foll ow ng:

(1) Tuition. Facility and training costs,
books and | aboratory fees, and/or equi pnent
expenses approved by the State agency.

(2) Transportation. Paynents made to
defray the costs of travel between the
trainee's residence and the training facility,
if the training is outside the commuting area.

(3) Subsistence. Paynments nmade to persons
in TAA-approved training to defray the
expenses of separate nmintenance when the
training facility is |ocated outside the
conmuti ng area.

h. Occupational Training. Training of the
type normal ly conducted in an institutional setting,
i ncludi ng vocational education, designed to provide
trainees with the technical skills required to perform
a specific job or group of jobs.

i. Renedial Training. Training designed to
enhance the enployability of trainees by providing
basic skills such as reading, witing, mathematics,
and/ or English for non-English speakers.

j. On-the-Job Training (QJT). Training in
the public or private sector, given to a trainee who
has been first hired by the enployer, while the person
is engaged in productive work which provides know edge
or skills essential to the fully successful performance
of the job.

k. Relocation Allowances. Paynments made to
defray the cost of relocating workers and their
famlies to an area within the U S., and outside the
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normal comruti ng area, when the worker has obtained
enpl oynment or received a bona fide offer of enploynent
which is reasonably expected to be of |ong-term or

| asting duration.

. Job Search All owances. Paynents of actual
j ob search expenses incurred by a worker seeking
enpl oynment in an area within the United States and
out side the normal comruti ng area when there is no
reasonabl e expectation of finding work within the
commuti ng area.

m Title Ill Participant. A TAA participant
who has al so received enploynent, training, or other
services under the Job Training Partnership Act (JTPA)
Title |11

4. Preparation of the Report.

Overview. The ETA 563 report has three basic types
of data itenms - counts of people, counts of actions
(TRA paynents, job referrals, etc.), and doll ar
ampunts. Wth few exceptions, the data itens which
report nunbers of people are neant to be accurate
counts of claimnts under the petition nunber. Please
be careful not to doubl e-count people in these
categories, i.e., do not include the sanme person nore
t han once in any quarterly report or in reports for
nore than one quarter. Exceptions will be noted bel ow
where the itemis discussed.

a. Heading
(1) ItemA, State Nane. Enter the nane of
the State.

(2) IltemB, State Code. Enter the State
code from FIPS Publication 5-1, States of the
Uni ted St ates.

(3) IltemC, Petition Nunber. Enter the
nunber assigned by OTAA. It is no |onger
necessary to zero-fill to the left so that the
nunber totals six places; this is a change
from previous instructions. Enter regular TAA
case nunbers with a TA-Wprefix, e.g., TA-W
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1000. Ent er NAFTA- TAA nunbers with a NAFTA
prefix, e.g., NAFTA-100.

(4) |Iltem D, Report Period Ending Date.
Enter the nonth, day, and year of the |ast day
of the report period. There are four valid
nmont h/ day conbi nations. They are 3/31, 6/30,
9/ 30, and 12/31. Use four digits for the
year, e.g., 9/30/1997.

(5) ItemE, Report Type. On the first
report for any certified petition, check the

box marked "Initial". All subsequent reports
for that certified petition should have the
box marked "Continuing" checked. In a change

from previous instructions, OTAA is no |onger
using the "Final" and "Reopened"” report types.
Do not subnmit any report that contains al
zeroes. Even if a report for a particular
certified petition is submtted after a break
of one or nore quarters, mark it "Continuing".
For States filing electronically, use report
type "1" for the first report for any
certified petition. All subsequent reports
for that certified petition should have report
type "2", even if there is a break of one or
nore quarters where no report is submtted for
the petition. Report types "3" and "4" are no
| onger used. Do not submt a report which has
not hi ng but zeroes for all the data itens.

(6) IltemF, Anmended. Check this box if
the report amends a report submtted earlier.
An anended report is the vehicle for
correcting not only m stakes but also for
reporting normal changes. For exanple, if a
State reports $5000 as training related cost
in one quarter, but receives $500 returned
froma training vendor the next quarter
because a student dropped out, the State
should file an amendnent to the earlier
gquarter's report which changes the training
related cost itemto $4500. DO NOT submt a
report for the current quarter which includes
a negative $500 in the training related cost
item
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b. Section A Deterni nations and Readj ust nent
Al l owances (lines 100 and 110).

(1) Colum 1, Request for Determ nation of
Entitlement. Enter on |line 100 the total
nunber of people who filed requests for
determ nation of entitlenent to basic TRA
during the reporting period.

(2) Colum 2, Nunber Determ ned Entitl ed.
Enter on line 100 the total nunber of people
determ ned eligible for basic TRA. Enter on
line 110 the total number of people determ ned
eligible for additional weeks of TRA.

(3) Colum 3, First Paynents. Enter on
line 100 the number of paynments which
represent the first week of basic TRA paid to
claimants. Enter on line 110 the nunber of
paynments made which represent the first week
of additional TRA paid to claimants. In both
cases, the nunber reported in this item should
be equivalent to a count of the nunber of
claimants who received a first paynent during
the quarter being reported on.

(4) Colum 4, Weeks Paid. Enter on line
100 the total nunber of weeks for which basic
TRA was paid to eligible claimants. Enter on
line 110 the total nunmber of weeks for which
addi tional TRA was paid to eligible claimnts.

This itemis an exception in that it wll
docunment nore than one paynment to nost
claimants, so it is not intended to represent
a count of claimnts.

(5) Colum 6, Ampunt Paid. Enter on line
100 the total dollar anount of basic TRA paid
during the reporting period. Enter on line
110 the total dollar ampunt of additional TRA
paid during the reporting peri od.

NOTE: for lines 100 and 110, the entries
in colum 5 divided by the entries in
colum 4 should not be greater than the
maxi mum weekly benefit amount for the

St at e.
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(6) Colum 6, Final Paynents
(Exhaustions). Enter on |line 100 the nunber
of paynments which represent the final week of
basic TRA entitlenent for claimnts who have
recei ved the maxi num nonetary amount of their
basic TRA entitlenments. Enter on line 110 the
nunmber of paynments which represent the fina
week of additional TRA entitlenment for
claimants entitled to additional weeks of
benefits while in training.

(7) Colum 7, Final Paynents (Eligibility
Expired). Enter on line 100 the nunber of
persons whose eligibility period for basic TRA
expired prior to receipt of the maxi mum
nmonet ary anmount of their basic TRA
entitlenent.

c. Section B, Disqualifications, Waivers, and
Over paynents (line 200).

(1) Colum 8, EB Wbrk Test
Di squalifications. Enter the nunber of
claimants disqualified from T TRA eligibility
because they failed to satisfy the EB work
test.

(2) Colum 9, Training Disqualifications.
Enter the nunber of claimnts disqualified
fromTRA eligibility because they failed to
begin participation in an approved and
schedul ed trai ning programor ceased to
participate in such training program or had a
wai ver from training revoked.

(3) Colum 10, Training Waivers |ssued.
Enter the nunber of claimnts who received a
wai ver fromthe training requirenment because
training was not feasible or appropriate. DO
NOT count any claimant nore than once in any
quarterly report, and DO NOT count any
claimant in nore than one quarterly report,
regardl ess of the nunmber of waiver renewal s
granted. This is changed fromearlier
instructions. The Omi bus Trade and
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Conpetitiveness Act of 1988, which amended the
Trade Act of 1974 and established waivers from
training, clearly requires the Departnment of
Labor to report to the Congress on the nunber
of persons who receive such a waiver. The
data on Form ETA 563, colum 10 nust be
reported to DOL in the sane way.

Wai vers fromthe training requirement nust be
clearly and conpletely docunented in State
records. This docunentation nust show why
training is not feasible or appropriate for
the individual who is granted the waiver.

(4) Colum 11, Training Waivers Revoked.
Enter the nunber of peopl e whose waivers from
training were revoked during the reporting
peri od because a deterni nati on was made t hat
training was now feasi ble and appropriate for
the claimant. Do not report waiver
expi rati ons which do not involve such a
determ nati on.

(5) Colum 12, Overpaynents, Total Nunber.

Enter the total number of determ nations of
TRA overpaynments to claimants. This item
li ke the weeks paid item is an exception in
that it is not intended to be a head count of
peopl e receiving overpaynents. It is intended
to be a count of the total nunber of
over paynents nade.

(6) Colum 13, Overpaynents Total. Enter
the total dollar ampbunt of overpaynments made
during the reporting period.

(7) Colums 14 and 15, Overpaynents,
Fraud, Nunmber and Anmount. Enter in colum 14
t he nunber of overpaynents made which involve
claimant fraud (willful m srepresentation).
Enter in colum 15 the dollar anmount of
over paynents which involve claimnt fraud.
This itemis also an exception in that it is
not intended to be a head count of people
recei ving overpaynents due to fraud. It is
intended to be a count of the total nunber of
over paynents due to fraud.
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NOTE: The figure on |line 200, colum 14,
cannot be larger than the figure on |ine
200, colum 12. Also, the figure on |ine
200, colum 15, cannot be larger than the
figure on |line 200, colum 13.

d. Section C, Reenploynent Services (line

(1) Colum 16, Applicants, New. Enter on
i ne 300 the nunmber of new y-registered
applicants for reenploynent services. Include
previously registered applicants newy
identified as TAA adversely affected workers.

(2) Colum 17, Applicants, Active. Enter
on line 300 the nunber of applicants in active
status as of the end of the reporting period.

I ncl ude applicants currently enrolled or
participating in TAA approved training.
Wthin one reporting period, there nust be no
doubl e-counting of applicants. However, the
sane applicant(s) may remain active, and be
reported as such, in nore than one reporting
peri od.

(3) Colum 18, Job Referrals. Enter on
line 300 the nunmber of job referrals supplied
to applicants. This itemreflects tota
referrals for all applicants, not the tota
nunmber of individuals who receive referrals.

(4) Colum 19, Cbtained Job. Enter on
I ine 300 the nunber of applicants who obtai ned
unsubsi di zed enpl oynment on their own or with
any assistance, including assistance of the
St ate agency. For this purpose, include
i ndividuals in QJT who continue to be enpl oyed
with the same enpl oyer after conpleting OJT.

NOTE: this itemincludes those individuals
who obtai n unsubsidi zed enpl oynment after
training as reported on line 400, columm 26
along with those who obtain a job w thout
entering a training program Therefore,
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the number in colum 19 cannot be small er
than the nunber in colum 26.

(5) Colum 20, Title Ill Participants.
Enter the number of new TAA applicants (col um
16, line 300) who have al so received one or
more JTPA Title 11l services related to the
sanme qualifying separation. Also enter the
nunber of active TAA participants who begin to
receive one or nore JTPA Title Ill services
related to the sane qualifying separation.
Count each individual only once.

e. Section D, Training Activities, Job
Search, Relocation (lines 400, 500, and 510).

(1) Colum 21, Entered Training,
Occupational. Enter the nunber of TAA
partici pants who began TAA approved
occupational skill training.

(2) Colum 22, Entered Training, Renedial.
Enter the nunber of TAA participants who
began TAA approved renedi al training.

(3) Colum 23, Entered Training, QIJT.
Enter the nunber of TAA participants who began
on-the-job training.

(4) Colum 24, In Training. Enter the
nunmber of TAA eligible trainees participating
in TAA approved training as of the |ast day of
the reporting period. Wthin one reporting
period, there nmust be no doubl e-counting of
trai nees. However, the sane trainee(s) may be
counted in nore than one reporting period as
| ong as they continue in training.

(5) Colum 25, Conpleted Training. Enter
t he nunber of individuals who conpl eted
training during the reporting period. Include
t hose individuals who left training before the
end of the prescribed training period to take
a job in an occupation for which the
i ndi vi dual was being trained.
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(6) Colum 26, Cbtained Job After
Training. Enter the nunber of individuals who
obt ai ned unsubsi di zed enpl oyment on their own
or with any assistance, including assistance
of the State agency, after conpleting
training. For this purpose, include trainees
in QJT who continue to be enployed with the
same enpl oyer after conpleting QJT.

NOTE: this itemis a subset of the nunber
reported on line 300, colum 19.
Therefore, it cannot be larger than that
figure.

(7) Colum 27, Training Related Cost.
Enter on line 500 the nunber of individuals
who received a training related benefit
(tuition, subsistence, transportation, and
rel ated expenses). Enter on line 510 the
total amount paid for these benefits during
the reporting quarter.

(8) Colum 28, Job Search All owances.
Enter on line 500 the nunber of individuals
who received a job search allowance. Enter on
line 510 the total amount paid for job search
al | owances.

(9) Colum 29, Relocation Allowances.
Enter on line 500 the nunber of individuals
who received a relocation all owance. Enter on
line 510 the total ampunt paid for relocation
assi st ance.

f. Comments. Make coments on the back of
the report to explain peculiarities in the
data or to provide any other necessary

expl anati ons.

g. Signature and Title. The report should be
signed by the person responsible for the
accuracy of the report and to whom questi ons
shoul d be addressed.

5. Editing Procedures. States should carry out the
foll owing basic editing procedures for each report for
each peri od.
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a. |If there is an entry greater than zero in
[ine 100, colum 4, then there nust be an
entry greater than zero in line 100, colum 5
(and conversely). 1In this case, the entry in
line 100, colum 5, divided by the entry in
line 100, colum 4 nust not be greater than

t he maxi num weekly benefit anmount for the
State.

b. If there is an entry greater than zero in
line 110, colum 4, then there nust be an
entry greater than zero in line 110, colum 5
(and conversely). 1In this case, the entry in
line 110, colum 5, divided by the entry in
line 110, colum 4 nmust not be greater than

t he maxi num weekly benefit amount for the

St ate.

c. Line 200, columm 14 cannot be |arger than
i ne 200, colum 12.

d. Line 200, columm 15 cannot be | arger than
i ne 200, colum 13.

e. Line 400, colunmn 26 cannot be |arger than
[ine 300, columm 19.

f. If there is an entry greater than zero in
| i ne 500, colum 27, then there nmust be an
entry greater than zero in line 510, colum 27
(and conversely).

g. |If there is an entry greater than zero in
l'ine 500, colum 28, then there nust be an
entry greater than zero in line 510, colum 28
(and conversely).

h. |If there is an entry greater than zero in
[ine 500, colum 29, then there nust be an
entry greater than zero in line 510, colum 29
(and conversely).
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