Title 4
ADMINISTRATION

Part I. General Provisions

Chapter 1.Rulemaking Petitions
§101. Submission of a Rulemaking Petition

A. In accordance with R.S. 49:953(C)(1), any interested
person may petition an agency to adopt a new rule, or to
amend or repeal an existing rule.

B. To petition an agency within the Division of
Administration for changes to the agency’s current rules, or
for the adoption of new rules within the agency’s purview,
an interested person shall submit a written petition to the
Division of Administration, Office of the Commissioner. The
petition shall include:

1. the petitioner's name and address;

2. the name of the promulgating agency for the rule in
question;

3. specific text or a description of the proposed
language desired for the adoption or amendment of a rule, or
the specific rule and language identified for repeal;

4. justification for the proposed action; and
5. the petitioner's signature.

C. The rulemaking petition shall be submitted by
certified mail and addressed to:
Office of the Commissioner, Division of Administration
Re: Rulemaking Petition

P.0. Box 94095, Capital Station
Baton Rouge, LA 70804-9095

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4 and 49:953, et seq.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of the Commissioner,
LR 46:337 (March 2020).

§103. Consideration of a Rulemaking Petition

A. Upon receipt, a rulemaking petition shall be
forwarded to the promulgating agency for review.

B. Within 90 days of receipt of the rulemaking petition,
the agency shall either:

1. initiate rulemaking procedures to adopt a new rule,
or to amend or repeal an existing rule; or

2. notify the petitioner in writing of the denial to
proceed with rulemaking, stating the reason(s) therefor.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4 and 49:953, et seq.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of the Commissioner,
LR 46:337 (March 2020).

Chapter 3.Fees

§301. Uniform Fee Schedule for Copies of Public
Records

A. Copies of public records furnished to a person so
requesting shall be provided at fees according to the
following schedule.

B.1. Charges for the first copy of any public records
shall be at a minimum $0.25 per page for microfiche
reproductions or paper copies up to & 1/2 by 14 inches.

2. A two-sided eopy shall be considered two pages.

C. Charges for copies of public records on paper larger
than 8 1/2 by 14 inches shall be the same as the actual cost
to the agency for copying same.

D. Charges for copies of public records on preprinted
computer reports shall be the same rate specified in §301.A
and B. Each agency shall develop a uniform fee schedule for
providing printouts of public records stored in a computer
data base utilizing routing utility programs. Such uniform
fee schedule shall be first approved by the Division of
Administration. An estimated cost shall be given for
reproduction of public records stored in a computer which
require program modification or specialized programs. The
requesting party shall be advised of the estimate, and that it
is an estimate, but the actual cost for reproduction, including
programming costs, shall be charged if it differs from the
estimate.

E. Agencies which have an established fee for copying
public records that is in excess of those set forth in the rule
must justify that fee in writing and have the established fee
approved by the Division of Administration.

F. Copies of public records shall be furnished without
charge, or at a reduced charge, to indigent citizens of this
state or the persons whose use of such copies will be limited
to a public purpose, including, but not limited to, use in a
hearing before any governmental regulatory commission.

G. This schedule does not apply to copies of public
records, the fees for the reproduction of which are otherwise
fixed by law, nor shall this schedule apply to requests for
copies from one state agency to another.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:241 and R.S. 44:32.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, LR 8:411 (August 1982),
amended LR 12:229 (April 1986).
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Chapter 4.Department of State Item Feo
Replacement Commission Certificate $20.00
§401. Department of State Non-Statutory Fee Schedule Renlapemat ent foation Card $5.00
A. The Department of State has established non-statutory
fee schedules for various filings, services, and publications. 4. Election Services—Publications
If a product referred to in the schedules shown below has to = =
: et e . : m ee
be mailed, the cost for mailing said product would be added Bond Registration Certificate (Municipal Bonds)
to the fee charged. (Optional) $10.00
ti ition t
1. Department of State General Fees Certified Copy (In Addition to Per Page Fec) $20.00
Certified Copy of “Living Will” Declaration Registration $20.00
5 Item Fee “Living Will” Replacement of Identification Card $5.00
| Express Delivery (Cost Per Package) Actual Cost Proces Verbal
Non-Sufficient Funds Charge $25.00 Recordation $10.00
Photocopies (Per Page) $0.25 Proces Verbal (Cost Per Page) $2.00
Postage (Per Package) Actual Cost Public Officials Signature Registration Certificate $10.00
Public Records Request Fee (Certify Public Records) Publications
(Cost Per Certification Form) $20.00 Ballot Box $5.00
Public Records Request Fee (Cost Per Pageup to 8 14" X Buckram Bound Acts of Legislature
14") (Two-sided copy is charged as two pages) 2010/1, IT and HI (2010 Regular Session) $172.00
(Including Facsimile) $0.25 2011/1and II (2011 Regular and 1st Extraordinary
Public Records Request Fee (Cost Per Page for Printed Sessions) $120.00
Copy Greater Than 8 1/2” X 14”) (Two-sided copy is 2012/1, I and 11T (2012 Regular Session) $174.00
charged as two pages) Actual Cost 2013/ and IT (2013 Regular Session) $120.00
|| Public Recosds Request Fee (Cost Per Page for CD~ 2014/1 and II (2014 Regular Session) $170.00
{|_ROM or USB Drive) $0.25 2015/Land II (2015 Regular Session) $205.00
| Public Records Request Fee {Cost Per Page for 2016/1 and IT (2016 Regular Session) $340.00
Electronic File Emailed) $0.25 2017/Land II (2017 Regular Session and 1st and 2nd
Extraordinary Sessions) $250.00
. " - : Future Issues (Printed Annually) * Varies
2. Business Services Division—Commercial ol of G vatiraiTal Fifies $5.00
Ty TR CDI‘p.CII‘a[iOll Law $25.00
Corporations — Election Code $20.00
: - Lawrason Act $5.00
Complete Corporation Information s n
Computer Data Transfer Legls.latwe Calendar of the chzslamre $25.00
Weeldly, Per Initial Load $2.500.00 Offglcml Jnutn?l osf the Proceedings of the House of o
50 Files at $200 Per Week 10,000.00 e L ;
Total . e £]2!500 00 Official Journal of the Proceedings of the Senate $25.00
Mouthly, Per Tattial Load $2.500.00 Report of Secretary of State CY 2009 and CY 2010 $63.00
11 Monthly Files at $400 $4.400.00 Report of Secretary of State CY 2011 and CY 2012 $60.00
Total 56’900-(}{) Report of Secretary of State CY 2013 and CY 2014 $70.00
Monthly Trade Names Only, 12 Monthly Files Report of Secretary of State CY 2015 and CY 2016 _ $40.00
Total $1.725.00 Report of Secretary of State (Future Issues) (Printed Bi-
BT Annually) * Varies
$25 for 1* 40 Records z
Plus $0.01 Per Each Roster of Officials 2012 $25.00
Customized Computer List (Per Page) Additional Record Roster of Officials 2016 _ - $30.00
Miscellaneous Corporations Fees - Roster of Officials (Future Issues) (Printed Every .
: Years)** Varies
Agent for Service of Process $15.00 :
Certificate for Service of Process $20.00 The department shall publish the cost in The Advocate
Political Subdivision $10.00 annually for these publications and will post the costs on t]:se
Power of Attorney $25.00 get)artn“xcné’s website after the cost for each publication is
T 5 = etermined.
Un.l Lo = *Pursuant to R.S. 43:22, the formula for the cost for
Direct Access Fee, Annual Subscription, gy isl /
Unlimited Usage $400.00 publishing the Buckram Bound Acts of chl; ature is as
= = follows: Printing Estimate + 10 percent of the Printing Cost -+
Monthly Updates Information Computer Data Postage/Quantity of Books Ordered.
Transfer, Annual Fee, o *#The cost for these publications may vary and is based upon
Monthly Updates Subscription $6,900.00 the following: Printing Estimate + Department Staff Costs +
Postage/Quantity of Books Ordered.
3. Legal Division—Commissions
5. State Archives Division — Archives Reproduction
Item Fee —
and Research Section
Adoptions (Apostilles or Authentication Certificates)
(Cost Per Certificate) $10.00 : Item Fee
Apostille Certificate (Cost Per Certificate) $20.00 Digital Imaging - :
Certificate of Authentication (Cost Per Certificate) $20.00 600 Pixels Per Inch .TIFF Digital Image
Certificate of a Pardon (Cost Per Certificate) $20.00 (Not for Commercial Use) (For Existing Original
Certified Document (Executive Orders or Proclamations) $20.00 Photograph o —_—
(Per Document) . Collections Only) (See Reproduction Rights Fee) 2 $10.0
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