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eRecords - Commercial Law Content Mana2:ement (CLB-CM) System (Final Draft) 

Authonty-Nl-129-09-xx Existing Authority(ies): Approved. 
Media Neutral 

MaJor Subd1V1sion: BOP ALL Physical Medmm: Media Neutral 

Minor Sub: CO- OGC Locat10n · Washington, D. C. 

Item Name: Commercial Law Content 
Management (CLB-CM) System 

Background: 

The Federal Bureau of Pnsons (BOP), Office of General Counsel (OGC) provides legal advice, 
assistance, and representation to officials of the Federal Bureau of Pnsons and Federal Pnson 
Industnes. Within OGC, the Commercial Law Branch (CLB) represents the BOP in all 
htigatlons involving acqms1tions by and financial operations of the BOP CLB also provides 
legal advice and assistance in support of acqmsit10ns and financial operations to the Federal 
Pnson Industries (also known as UNICOR), and the National Institute of Corrections (NIC). In 
addition, CLB provides legal advice 111 such areas of law as Government contracts, 
pnvatizatlon, other contract agreements, acquisition related htigatlon, civil fraud claims, 
bankruptcies, and intellectual property matters among other related areas. 

Smee 2006, CLB has mamtained and used the Commercial Law Content Management 
(CLB-CM) System to store its case-related documentation Infonnation content consists of 
document images, multimedia files, and related textual metadata, mamtamed 111 an IBM DB2 
RDBMS content management apphcation. CLB-CM currently mcludes the following 
electromc folder/contamers. 

1. CLB-CM - Contract Advice Files - DATA - scanned and/or electromc content concemmg 
agency protests, bonds, common law employee statement of work reviews, dispute dec1s10ns, 
novatlon, change of name agreements, other than full and open competlt10n, ratificat10n of 
unauthorized commitments, tennmat10ns for default, utilities, and other reqmred or 
discretionary contract advice. Document flow includes correspondence between parties, 
memoranda, and/or documents received from parties concerned Copies ofreference matenals 
from legal Journals or Westlaw may also be added as well as other related papers. 

Disposition: Temporary. Delete/Destroy 15 years after date of contract advice issuance or 
when no longer needed for reference, whichever is later. 

2. CLB-CM - General Advisory Matters Files - DATA - scanned and/or electromc content 
concerning appropnations, use of the Bureau seal, allegations of fraud, mtellectual property, 
PCAP, Randolph-Sheppard, tax, or other non-contract advisory matters. Document flow 
includes correspondence between parties, memoranda, and/or documents received from parties 
concerned. Copies of reference matenals from legal Journals or Westlaw may also be added as 
well as other related papers. 

Disposition: Temporary. Delete/Destroy 20 years after date of contract advice issuance or 
when no longer needed for reference, whichever 1s later. 



3. CLB-CM - Policy Review Files - DATA - scanned and/or electromc content pertammg to 
pohcy review files. Include executive staff paper reviews, imtial program statement reviews, 
10 day program statement reviews, or any other review of Bureau policy. Document flow 
includes correspondence between parties, memoranda, and/or documents received from parties 
concerned. Copies of reference matenals from legal Journals or Westlaw may also be added as 
well as other related papers. 

D1spos1tion: Temporary. Delete/Destroy 10 years after date of pohcy advice issuance to the 
chent, or when no longer needed for reference, whichever 1s later. 

4. CLB-CM - Agreements Files - DATA - scanned and/or electromc content consistmg of 
funded and unfunded agreements between the Bureau and another governmental entity, 
regardmg fac1hties, fire/EMS assistance, housmg BOP mmates, housing state mmates, medical, 
military, publications/software, staff, trammg for staff, transportation, utihties, and other funded 
agreements; canme searches, CST meetmg areas, data shanng, emergency assistance, fire/EMS 
assistance, firing range, medical student preceptorship, pubhc works projects, SENTRY access, 
training for inn1ates, tra1111ng for staff, vendmg machines, and other unfunded agreements. 
Content consist of correspondence between parties; memoranda, copies of agreements or pnor 
agreements between parties; copies of agreements or prior agreements on the san1e subJect area; 
documents received from the parties. Copies ofreference matenals from legal journals or 
W estlaw may also be added as well as other related papers. 

Disposition: Temporary Delete/Destroy 3 years after tenninat10n or expiration of the 
agreement, or when no longer needed for reference, whichever is later. 

5. CLB-CM - Contract Protests Case Files - DAT A - scanned and/or electronic content 
consistmg of Contract case files ansmg from protests, appeals or other litigation before the 
Government Accountability Office, Court of Federal Claims, Court of Appeals for the Federal 
Circmt, and Civilian Board of Contract Appeals or other Board. Content consist of notices; 
responses; complaints; opinions; orders, correspondence between parties; memoranda; copies 
of contracts, plans, specifications, exhibits, change orders, and amendments; transcnpts of 
hearings; documents received from parties concerned; and final decisions. Copies of reference 
materials from legal Journals or W estlaw may also be added as well as other related papers. 

Disposition: Temporary. Delete/Destroy 10 years after the closmg of a case, or when no 
longer needed for reference, whichever is later. 



6. CLB-CM - Contract Case Files - DATA - scanned and/or electronic content stonng 
contract case files ansmg from appeals or other hhgat10n before the Court of Federal Claims, 
Court of Appeals for the Federal Circmt, Federal distnct Courts, Federal Circuit Courts of 
Appeals, and Civilian Boards of Contract Appeals or other Boards. Content consist of notices; 
responses; complamts; opmions; orders; correspondence between parties; memoranda; copies 
of contracts, plans, specifications, exhibits, change orders, and amendments; transcnpts of 
heanngs; documents received from parties concerned, and final decisions. Copies of reference 
materials from legal Journals or West law may also be added as well as other related papers 

A. CLB-CM - Board of Contract Appeals Case Content - DAT A -

Disposition. Temporary. Delete/Destroy 20 years after the closmg of a case, or when no 
longer needed for reference purposes, whichever is later. 

B. CLB-CM - Other Contract Case Content Assign to Non-CLB Attorneys DATA­
All other cases m which the attorney of record is someone other than a CLB attorney. 

Disposition: Temporary. Delete/Destroy 10 years after the contract file closes, or when no 
longer needed for reference purposes, whichever is later. 

7. CLB-CM - Other Litigation Case Files - DATA - scanned and/or electronic case file 
content, other than those hsted in Item# 1, ansmg from proceedings before any court or 
admmistrative tnbunal, examples mclude Bankruptcy, Class Action, 5th Amendment Takmgs, 
Fraud, Touhy/Non-Party, or other htigation. Content consist of notices, responses; complamts; 
opinions; orders; correspondence between parties; memoranda; copies of contracts, plans, 
specifications, exh1b1ts, change orders, and amendments; transcnpts of heanngs; documents 
received from parties concerned; ai1d final dec1s10ns. Copies ofreference matenals from legal 
Journals or Westlaw may also be added as well as other related papers. 

Disposition: Temporary. Delete/Destroy 10 years after final resolution of the case, or when 
no longer needed, whichever 1s later. 

8. CLB-CM - Administrative Matters - DATA - scanned and/or electronic records 
accumulated that relate to the mternal admm1stratlon or housekeeping activities of the office 
rather than the funct10ns for which the office exists. In general, these records relate to the office 
organization, staffing, procedures, and communications, mcludmg facsmule machine logs; the 
expenditure of funds, mcludmg budget records; day-to-day admmistration of office personnel 
mcluding trammg and travel; supplies and office services and eqmpment requests and receipts, 
and the use of office space and utihties. They may also mclude copies of mternal activity and 
workload reports (includmg work progress, statistical, and narrative reports prepared m the 
office and forwarded to higher levels) and other matenals that do not serve as unique 
documentation of the programs of the office. 

Disposition: Temporary. Delete/Destroy when 3 years old, or when no longer needed, 
whichever is later. 



[ 2009-09-13: Operational Update Note: 

Input and Output for items 1 through 8 are covered by GRS and can be deleted when 
successfully entered (Input-GRS 20), and when no longer needed (Output-GRS 20/24). 

Non-d1g1tal mput matenals (paper, photos, video, etc) correspondmg to CLB-CM, items 1 
through 8, can be destroyed 30 days after the matenals are entered and venfied m the CLB­
CM System. 

All necessary e-mail commumcatlons must be converted into an alternative format such as a 
PDF file and be attached to the correspondmg CLB-CM item ( 1 through 8) w1thm this 
retention guidance. ] 




