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Title 4
ADMINISTRATION

Part |I. General Provisions

Chapter 1.Rulemaking Petitions
8101. 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.O. 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).

8103. 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

8301. 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 8 1/2 by 14 inches.

2.  Atwo-sided copy 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 Fee
Replacement Commission Certificate $20.00
8401. Department of State Non-Statutory Fee Schedule Replacement Identification 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 — =
be mailed, the cost for mailing said product would be added Bond Registration Certificate (Municipal Bonds)
to the fee charged. (Optional) $10.00
Certified Copy (In Addition to Per Page Fee
1. Department of State General Fees Py ge Fee) $20.00
Certified Copy of “Living Will” Declaration Registration $20.00
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 Page up to 8 2” X Buckram Bound Acts of Legislature
14”) (Two-sided copy is charged as two pages) 2010/1, 11 and 111 (2010 Regular Session) $172.00
(Including Facsimile) $0.25 2011/I and 11 (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, 11 and 111 (2012 Regular Session) $174.00
charged as two pages) Actual Cost 2013/1 and 11 (2013 Regular Session) $120.00
Public Records Request Fee (Cost Per Page for CD- 2014/1 and 11 (2014 Regular Session) $170.00
ROM or USB Drive) $0.25 2015/1 and 11 (2015 Regular Session) $205.00
Public Records Request Fee (Cost Per Page for 2016/1 and 11 (2016 Regular Session) $340.00
Electronic File Emailed) $0.25 2017/1'and 11 (2017 Regular Session and 1st and 2nd
Extraordinary Sessions) $250.00
. . . . Future Issues (Printed Annually) * Varies
2. Business Services Division—Commercial Code of Governmental Ethics $5.00
Corporation Law $25.00
Item Fee -
Corporations _ Cawrason Act 0
Complete Corporation Information —— - -
Computer Data Transfer Leg_ls_latlve Calendar of the Leglslature $25.00
Weekly, Per Initial Load $2.500.00 Ofélgéiégg#&?\ll eosf the Proceedings of the House of 625,00
50 Files at $200 Per Week 10,000.00 —L - .
Total $ §12 500.00 Official Journal of the Proceedings of the Senate $25.00
— Y, Report of Secretary of State CY 2009 and CY 2010 $63.00
Monthly, Per Initial Load $2,500.00
11 Monthly Files at $400 $4.400.00 Report of Secretary of State CY 2011 and CY 2012 $60.00
Total $61900 00 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 2_016 i $40.00
Report of Secretary of State (Future Issues) (Printed Bi-
Total $1,725.00 Annually) * Varies
st
$ﬁ?u';°£01_ of %gﬁgggﬂf Roster of Officials 2012 $25.00
Customized Computer List (Per Page) Additional Record Roster of Off!c!als 2016 _ $30.00
Miscellaneous Corporations Fees — Rciter ofgfflcnals (Future Issues) (Printed Every 4 vari
Agent for Service of Process $15.00 ears) - - anes
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 the
Power of Attorney $25.00 department’s website after the cost for each publication is

Uniform Commercial Code —

Direct Access Fee, Annual Subscription,
Unlimited Usage $400.00

Monthly Updates Information Computer Data
Transfer, Annual Fee,
Monthly Updates Subscription $6,900.00

3. Legal Division—Commissions

Item Fee

Adoptions (Apostilles or Authentication Certificates)

(Cost Per Certificate) $10.00
Apostille Certificate (Cost Per Certificate) $20.00
Certificate of Authentication (Cost Per Certificate) $20.00
Certificate of a Pardon (Cost Per Certificate) $20.00

Certified Document (Executive Orders or Proclamations)

(Per Document) $20.00
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determined.

*Pursuant to R.S. 43:22, the formula for the cost for
publishing the Buckram Bound Acts of Legislature is as
follows: Printing Estimate + 10 percent of the Printing Cost +

Postage/Quantity of Books Ordered.

**The cost for these publications may vary and is based upon
the following: Printing Estimate + Department Staff Costs +

Postage/Quantity of Books Ordered.

5. State Archives Division — Archives Reproduction

and Research Section ?

Item Fee
Digital Imaging -
600 Pixels Per Inch .TIFF Digital Image
(Not for Commercial Use) (For Existing Original
Photograph
Collections Only) (See Reproduction Rights Fee) 2 $10.00
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Item Fee Item Fee
Reproduction Rights Fee (Commercial Use Only) (Per Within State of Louisiana Only $15.00
Image) 3 $100.00 United States $20.00
Oversized Digital Image Capture $20.00 Worldwide $25.00
Legislative Committee Hearing/Meeting Television Broadcast (per second)
For Public (Cost Per Digital Audio File) $20.00 Within State of Louisiana Only $30.00
For State Agency (Cost Per Digital Audio File) $10.00 United States $40.00
Photocopy Reproduction -- Worldwide $50.00
Confederate Pension Records Applications (Per Television Broadcast Non-Commercial PBS Station (per
Individual) (Cost Per One Application) $20.00 second)
Military Service Records (Confederate Soldiers Within State of Louisiana only $15.00
Military Records From Louisiana and World War | United States only $20.00
Dist_:harge Records) (Cost Per Individual) $15.00 Worldwide $25.00
Other Historical Documents (Per Act 602 of the 2006 Premium Streaming Service (Netflix, Hulu, etc.) (per
Regular second
Legislqtive Session) (Louisiana Governmental United States only $40.00
Agencies Only) (Cost Per Set) $10.00 Worldwide $50.00
Proce_s_Ve_rbaI Educational, Non-commercial Distribution Only (per
Certification $20.00 second)
Proces Verbal (Cost Per Page) $2.00 Within State of Louisiana only $15.00
Self-Service Charges _ United States only $20.00
Book Scanne_r (Cost Per Page or Digital Image) $0.25 Worldwide $25.00
Computer Printouts (Cost Per Page) $0.25 Television Commercial (per second)
Microfilm (Cost Per Page or Digital Image) $0.50 Within State of Louisiana only (single market) $30.00
Photocopies (Cost Per Page or Digital Image) $0.25 United States only $40.00
Staff Reproduction of Archival Material Worldwide $50.00
DOCL_lmer_1t Certification (C_o§t Per Record) $20.00 Corporate Presentation (per second)
Publ!c V!tal Records (Cert!fled) (Cost Pe‘r‘ Record) $10.00 Located Within State of Louisiana only $15.00
Public Vital Records (Certified Letter‘o‘f No Record Located United States only $20.00
After Reasonable Search”) (Per Individual, Per Located Worldwide $25.00
Spelling Variation) $20.00 - -
—— — Live Event (per second)
Public Vital Records, Photocopy/Digital Image (Non- - —
e Located Within State of Louisiana only $15.00
certified) (Cost Per Record) $5.00 Located United States onl $20.00
Flash Drive—2GB (with State Seal) (Includes first 10 - y -
Digital Images) $15.00 Located Worldwide $25.00
Microfilm Duplication of Existing Roll (Cost Per Roll) Live Event_Ngn-Proflt (per s_ec_ond)
16mm Reel $30.00 Located Wthln State of Louisiana only $10.00
35mm Reel $45.00 Located United States only $15.00
= Located Worldwide $20.00
Fees are for research and must be collected for both
. Concert (per second)
successful and unsuccessful searches. No research will be Located Within State of Louis: I $20.00
conducted until payment is approved or received. ocated WIthin >tate of Loulsiana only .
2 Refer to the Louisiana State Archives Policy on the Located United States only $25.00
Reproduction of Archival Images (Form LH10). Located Worldwide $30.00
3 Refer to the Louisiana State Archives Policy on the Concert Non-Profit (per second)
Reproduction of Archival Images (Form LH10) and Request Located Within State of Louisiana only $15.00
for Permission to Publicly Display Images for Commercial Located United States only $20.00
Use (Form LF12). Located Worldwide $25.00
Museum Exhibit (per second)
a. The following forms will be used when Located WiFhin State of Louisiana only $10.00
requesting reproduction of archival images and requesting tgg:::g \L,JV”O':?: S.;a;es only z;g'gg
.. . . . . . Wi .
permission to publicly display images for commercial use: Music Video (per second)
i.  Policy on the reproduction of Archival Images Within State of Louisiana only $10.00
(Form LH10); and/or \L,Jv';':fg V;;aetes only z;g'gg
ii. Request for Permission to Publicly Display Industrial Communication (non-broadcast) (per second)
Images for Commercial Use (Form LFP12). Within State of Louisiana only $20.00
United States only $25.00
6. State Archives Division—Audiovisual Archives Worldwide $30.00
Web Player—Commercial (web hosted and protected
Item Fee from download) (per second).—Term limits apply
Audio and Video Fees - Worldwide $30.00
Low Resolution video preview files provided in MP4 Webplayer—Non-Commercial (web hosted and
format No cost protected from download) (per second)—Term limits
Materials Charge (Cost per storage media) $15.00 apply
Multimedia Archives License Fee Schedule - Worldwide $15.00
Feature Film (per second) Radio Transmission (per second)
United State Only $80.00 Within State of Louisiana only $15.00
Worldwide $90.00 United States only $20.00
Film Festival Only (per second) Worldwide $25.00
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Item Fee

All media, Not known, Worldwide $100.00

7. State Archives Division—Imaging and Preservation
Services (For Agencies Only) *

Item Fee

Paper Record Conversion Services
Paper to Microfilm or Digital (per image)* $0.10
Paper to Microfilm and Digital (per image)* $0.15
Microfilm Conversion Services
Microfilm to Digital (per image, TIF or PDF)* $0.07
Microfilm to Digital (per image, TIF and PDF)* $0.08
Additional indexing (per field, per series) $0.05
Image Capture
Digital to Microfilm (TIF or PDF, per image)* $0.07
Additional Services/Add-ons
2" Diazo Duplicate Reel (16 mm) $15.00
2" Diazo Duplicate Reel (35 mm) $20.00
2" Silver Original Reel 16mm (Dual Reels 100°) $18.00
2" Silver Original Reel 16mm (Dual Reels 215”) $20.00
Add-on Image to Microfiche Jacket $0.30
Load Reel onto Cartridge $12.00
Microfiche Jacket $0.60
Microfilm Duplication of Existing Roll (Cost Per Roll)
16 mm Reel $25.00
35 mm Reel $40.00
Delivery of Digital Media Storage Type
External Hard Drive (per drive) At Cost
Media by Data Exchange (FTP, per gigabyte) No Charge
Archival Supplies utilized for original materials returned

to agency post-digitization (boxes, folders, etc.) At Cost

tAbove pricing may include the following services as
applicable: pickup, document preparation, filming, processing,
storage of original reel at the Louisiana State Archives
Facility, duplicate reel sent to agency, disposal of original
documents , and/or return of documents per agency instruction
or approval. For more details or job price quotes, please
contact the imaging and preservation services program at
(225) 922-1000.

*Conversion services for digital media includes basic editing,
quality control, and the first two fields of indexing.

8. State Archives Division—Records Center (For State
Agencies Only)

Item Fee
Package of Cubic Foot Boxes (25 Boxes in Package) At Cost
Intake and Disposal Fee At Cost

Due to the fluctuation in the department’s procurement cost of
the storage boxes, and destruction by outside vendors, the
actual cost for storage boxes and destruction will be assessed
and will be posted on the department’s website.

B. Method of Payment

1. The acceptable methods of payment for fees
specified in Subsection A above are credit card (see
bankcard convenience fee below), check, money order, or
cash. Checks and money orders should be made to the
Department of State.

2. There is a service charge for using a bankcard for
transactions conducted via internet, postal mail, email, FAX,
and telephone requests. If using a credit or debit card for an
in-person transaction, there is no service charge. Since the
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bankcard convenience fee has to be approved by the State
Treasurer, the fee will be posted on the department’s
website. This amount may vary.

3. Payments from state entities are to be processed
through authorized state accounting systems.

AUTHORITY NOTE: Promulgated in accordance with R.S.
3:1447, R.S. 9:2782, R.S. 18:1293, R.S. 24:172, R.S. 24:173.1,
R.S. 25:1282, R.S. 25:1284, R.S. 36:742, R.S. 40:1151.2, R.S.
43:19, R.S. 43:22, R.S. 44:1 et seq., R.S. 44:402, R.S. 44:405, R.S.
44:406, R.S. 44:408, R.S. 44:415, R.S. 44:420, R.S. 44:421, R.S.
49:222(A), R.S. 49:227, R.S. 49:228, Hague Convention of 5
October 1961 Abolishing the Requirement of Legalisation for
Foreign Public Documents, and Hague Convention of 29 May 1993
on Protection of Children and Co-operation in Respect of
Intercountry Adoption (22 CFR 96).

HISTORICAL NOTE: Promulgated by the Department of
State, Office of the Secretary of State, LR 43:2537 (December
2017), amended LR 44:2222 (December 2018), LR 49:2114
(December 2023).

8403. Department of State Public Records Request

A. The Department of State processes public records
requests during regular business hours (Monday through
Friday from 8 a.m. to 4:30 p.m.) each business day. The
department does not process requests on Saturdays, Sundays,
or state holidays.

B. All requests shall be made in writing and may be
made by completing a form that will be provided on the
department’s website. If the copies are to be certified, the
person making the request should notify the department
when making his request. Certified copies are not available
when transmitting records via email, except for commercial
records.

C. When submitting a request in writing or in-person, the
requestor should use the following address: Department of
State, Attention: Legal Division (Public Records Request),
8585 Archives Blvd., P. O. Box 94125, Baton Rouge, LA
70804-9125. Requests may also be made online by
answering all of the questions provided on the form and
submitting the request to the following email address:
PublicRecordsRequest@sos.la.gov.

D. Every public records request shall provide a detailed
description of the documents being requested. In addition,
the requestor shall inform the department as to the format
(i.e., hard copy, electronic copy, USB drive, CD, tape, etc.)
to use when submitting the documents to the requestor. In
addition, he must stipulate the delivery method (U.S postal
service, express mail, electronic delivery, in-person, or fax)
that will be used to submit documents to requestor.

E. After the department processes the request, an
estimate of the costs will be submitted to the requestor
utilizing the costs specified in 8401 above plus the cost of
delivery. All payments can be made utilizing a credit card
(see 8401.B.2 above for convenience fee), check, or money
order. Once the department receives the funds from the
requestor, the department will release the documents to the
requestor.
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AUTHORITY NOTE: Promulgated in accordance with R.S.
36:742, R.S. 44:1 et seq., and R.S. 49:222(A).

HISTORICAL NOTE: Promulgated by the Department of
State, Office of the Secretary of State, LR 43:2539 (December
2017), amended LR 49:2116 (December 2023).

8405. Louisiana State Archives Facilities

A. All organizations wishing to rent facilities at the
Louisiana State Archives building should review the Rental
Policy and Damage Assessment Checklist, found on the
department’s website, and will be required to complete a
Louisiana State Archives Event Registration Request Form.
On the form, the organization will be required to
acknowledge agreement with the indemnification provision
specified on the form. The completed form should be mailed
to the Louisiana Department of State, Archives Division,
P.O. Box 94125, Baton Rouge, LA 70804-9125. The form
may also be mailed to the Archives Division. If there are any
questions, call the state archives facility at (225) 922-1000.

Item Fee

Non-Profit Government Agency

After hours rental $150.00
For Profit/Commercial

1/2 day rental $125.00
Full day rental $200.00
After hours rental $400.00
Damage Assessment $500.00

AUTHORITY NOTE: Promulgated in accordance with R.S.
36:742, R.S. 44:408, and R.S. 49:222(A).

HISTORICAL NOTE: Promulgated by the Department of State,
Office of the Secretary of State, LR 43:2540 (December 2017),
amended LR 49:2117 (December 2023).

Chapter 5. Incentive Award Program
8501. Definitions

Agency—any unit within government that employs
classified state civil service employees and has an
identifiable self-contained budget or has its financial records
maintained according to an accounting system which
identifies, to the satisfaction of the legislative auditor, the
expenditures and receipts properly attributable to that unit.

Agency Employee Incentive Award Committee (agency
committee)—a committee created within an agency that has
had its structure approved by the State Employee Incentive
Award Committee.

Application—the submittal of a suggestion, on the
prescribed form, to an incentive award committee.

Cost Savings—an actual dollar savings for an agency of
government.

Employee—an individual employed by an agency at the
time the suggestion is submitted to an incentive award
committee.

Evaluation—the formal process by which a suggestion
reviewed. The evaluation process may include:

1. preliminary review by an incentive award
committee;

2. review by the legislative auditor;
3. reviewing the idea with the suggester;

4. soliciting opinions and/or recommendations from
supervisors or other state entities affected by the idea; and

5. an agency or budget unit documentation of the cost
savings or revenue generation.

Implementation—putting to use, putting into operation,
and/or placing in effect an employee's suggestion by a
budget unit, agency, or governmental entity.

Implemented Suggestion—a suggestion that is actually
implemented and results in cost savings or revenue
generation.

Incentive Award Program—that program which is
established in accordance with R.S. 39:366.1-6.

Louisiana Civil Service League—a private, nonprofit
educational organization that is authorized by R.S. 39:366.1
to make awards in the Incentive Award Program.

Revenue Generation—an economy that increases funds
available to an agency of government as a direct result of an
implemented suggestion.

State Employee Incentive Award Committee (state
committee)—the committee created within the Division of
Administration under the authority of R.S. 39:366.1 that is
authorized to do the following:

1. empower agencies to create agency committees;
2. approve the structure of agency committees;

3. provide oversight for agency committees;

4. conduct yearly reviews of agency committees;

5. review incentive award suggestions having a
statewide impact;

6. request the legislative auditor to review any
incentive award program or suggestion.

Suggester—a budget unit or employee submitting an
application to an agency committee or the state committee.

Suggestion—an idea that:
1. poses a problem, or opportunity;
2. presents a solution;
3. has been implemented;

4. has been written up on the suggester's own time;

5. has been submitted to the state committee or an
agency committee on the prescribed suggestion form;

6. has been signed by the suggester and has the
approval of the department secretary or head of the agency
employing the suggester;
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7. has been received for processing by an agency or
state committee.

Transferability—the feasibility of a suggestion being used
in any other budget unit or agency.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:366.1-39:366.6.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Commissioner's Office, LR
16:29 (January 1990).

8503. Submittal of Suggestions to Committees

A. All applications must be submitted on the prescribed
form. It is solely the responsibility of the suggester to fill out
the form completely and accurately.

B. Before an application is formally submitted to an
agency or state committee, the department secretary or the
head of the agency shall sign the application form and list all
participating employees from the agency. The committees
shall rely on this application to determine employees eligible
for an award recommendation. If an award recommendation
is made, all participants shall be presumed to share the
award equally.

C. To qualify for an incentive award recommendation, a
suggestion must result in a cost savings or revenue
generation.

D. The suggestion, upon submittal, shall become the
exclusive property of the state of Louisiana.

E. All suggestions must be the suggester's idea and
should not be the result of professional consultation or upon
advice of others.

F.  All suggestions shall be thoroughly documented and
shall contain detailed information so that a cost-benefit
analysis can be done to determine the cost savings or
revenue generation. If the application does not contain
sufficient information for such determination, a committee
may require the suggester to submit supplemental
information. If the suggester is unable or unwilling to submit
the requested supplemental information, an agency or state
committee may recommend that the application be declined.

G. All incentive award applications must be completed
on the employee's off-duty time.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:366.1-39:366.6.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Commissioner's Office, LR
16:29 (January 1990).

8505. Evaluation of Suggestions

A. Upon receipt of an application, the agency or state
committee or its staff shall review the submittal for
completeness. If an application is complete, it shall be
evaluated to determine if the suggestion is eligible for the
program. Whenever the agency or state committee declines
an application, the suggester shall be notified in writing.

B. Applications that are accepted by an agency or state
committee shall be forwarded to the head of the agency
affected by the suggestion for further documentation of the
cost savings or revenue generation. The suggestion shall be
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sent to the head of the agency with a request for specific
documentation. The department or agency head's evaluation
must be returned within the time-frame established by the
agency or state committee and must be in writing.

C. A committee shall make the final recommendation
based on the information supplied it by its staff, the
applicant, and agency head. The agency or state committee
recommendation shall be final; however, the suggester may
submit the same suggestion again if he/she believes the
committee was incorrect in its recommendation.

D. Committee members shall evaluate each suggestion
based on the following criteria:

Evaluation Category Points
1. | Originality 0to 10
2. | Transferability to other budget units or agencies 0to 10
3. | Cost Savings or Revenue Generation 0to 10
Points
$ 0 4,999 1
5,000 14,999 2
15,000 29,999 3
30,000 49,999 4
50,000 74,999 5
75,000 104,999 6
105,000 139,999 7
140,000 179,999 8
180,000 224,999 9
225,000 10

E. Each committee member shall use the following
evaluation form:

(File Number or Suggester Name) Pts.
Originality
Transferability
Savings/Revenue
Total:

Signature of Committee Member

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:366.1-39:366.6.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Commissioner's Office, LR
16:30 (January 1990).

8507. Incentive Award Recommendations
A. After a suggestion is evaluated, the committee

members' evaluations shall be totaled and averaged and an
award recommendation shall be made as follows.

Award Recommendation Points
$200 4-8
250 9-10
500 11-13
750 14-16
1,000 17-19
$2,000 20-22
4,000 23-25
6,000 26-27
8,000 28-29
10,000 30

B. If a suggestion does not receive enough points for a
cash award recommendation, but is, in the opinion of an
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agency or state committee, meritorious, the suggester(s) may
be recommended for a certificate of special recognition.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:366.1-39:366.6.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Commissioner's Office, LR
16:30 (January 1990).

§509. Submission of Recommendations to the

Louisiana Civil Service League

A. After the state committee or an agency committee
completes evaluation of a suggestion and determines that an
award recommendation should be made, a copy of the
application and all documentation of the impact of the
suggestion should be forwarded to the Louisiana Civil
Service League, 535 Gravier Building, Suite 508, New
Orleans, LA 70130. The Civil Service League shall review
the suggestion and award recommendation and determine
the final award. All award determinations made by the
Louisiana Civil Service League are final.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:366.1-39:366.6.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Commissioner's Office, LR
16:30 (January 1990).

8511.  Post Award Activity

A. All files shall be maintained by the appropriate
committee for a period of three years after closure in
accordance with R.S. 44:36. Suggesters may request to
review these records. All scoring tabulations on which an
award recommendation is based shall be maintained in the
file.

B. After the file is closed the suggester will not be
entitled to any further consideration for that suggestion.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:366.1-39:366.6.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Commissioner's Office, LR
16:31 (January 1990).

8513. Miscellaneous

A. Any and all determinations made by the agency or
State Employee Incentive Award Committee shall be final.

B. The State Employee Incentive Award Committee
reserves the right to amend its rules. All suggestions shall be
evaluated under the rules in effect at the time of submittal.

C. The agency and state committees reserve the right to
modify a suggestion to provide the suggester a greater
opportunity to have his or her suggestion receive a
recommendation for an award.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:366.1-39:366.6.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Commissioner's Office, LR
16:31 (January 1990).

Chapter 7. Implementation of
Electronic Signatures in Global and
National Commerce
Act—P.L. 106-229

§701. Short Title

A. These procedures are in response to the Federal
"Electronic Signatures in Global and National Commerce
Act" (e-sign) effective October 1, 2000. E-sign applies only
to the use of electronic records and signatures in interstate or
foreign commerce. These rules may be referred to as the
"E-Sign Rules."”

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4(c).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, LR 27:524 (April 2001).

§703. Exemptions

A. State agency transactions that are not governed by the
Electronic Signatures in Global and National Commerce
Act, PL 106-229, hereinafter referred to as the "e-sign,” are
not subject to these procedures.

B. State agency transactions that have electronic record
and signature technology procedures that have been
established by statutory and/or regulatory authority approval
and do not conflict with e-sign, shall remain in effect.

C. State agency transactions that have electronic record
and signature technology procedures that have been
established by statutory and/or regulatory authority approval
with sections that are in conflict with e-sign, shall have all
Sections of these procedures remain in effect that are not in
conflict with e-sign.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4(c).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, LR 27:524 (April 2001).

§705. General

A. This Section applies to all written electronic
communications which are sent to a state agency over the
Internet or other electronic network or by another means that
is acceptable to the state agency, for which the identity of the
sender or the contents of the message must be authenticated,
and for which no prior agreement between the sender and
the receiving state agency regarding message authentication
existed as of the effective date of this Section. This Section
does not apply to or supersede the use and expansion of
existing systems which are not in conflict with the Federal
"Electronic Signatures in Global and National Commerce
Act":

1. for the receipt of electronically filed documents
pursuant to applicable Louisiana statutory law and
promulgated rules and regulations, where the purpose of the
written electronic communication is to comply with statutory
filing requirements and the receiving state agency or local
government is not a party to the underlying transaction
which is the subject of the communication; or
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2. for the electronic approval of payment vouchers
under rules adopted by the State Treasurer pursuant to
applicable law.

B. Prior to accepting a digital signature, a state agency
shall ensure that the level of security used to identify the
signer of a message and to transmit the signature is sufficient
for the transaction being conducted. A state agency that
accepts digital signatures may not effectively discourage the
use of digital signatures by imposing unreasonable or
burdensome requirements on persons wishing to use digital
signatures to authenticate written electronic communications
sent to the state agency.

C. Astate agency that accepts digital signatures shall not
be required to accept a digital signature that has been created
by means of a particular acceptable technology described in
Subsection D of this Section if the state agency:

1. determines that the expense that would necessarily
be incurred by the state agency in accepting such a digital
signature is excessive and unreasonable;

2. provides reasonable notice to all interested persons
of the fact that such digital signatures will not be accepted,
and of the basis for the determination that the cost of
acceptance is excessive and unreasonable; and

3. files an electronic copy (in html format) of the
notice with the Division of Administration. The Division of
Administration shall make a copy of such notice available to
the general public via the World Wide Web.

D. A state agency shall ensure that all written electronic
communications received by the state agency and
authenticated by means of a digital signature in accordance
with this Section, as well as any information resources
necessary to permit access to the written electronic
communications, are retained by the state agency as
necessary to comply with applicable law pertaining to audit
and records retention requirements.

E. Guidelines Agencies Should Use in Adopting an
Electronic Signature Technology

1. An agency's determination of which technology is
appropriate for a given transaction must include a risk
assessment, and an evaluation of targeted customer or user
needs. The initial use of the risk assessment is to identify and
mitigate risks in the context of available technologies and
their relative total costs and effects on the program being
analyzed. The assessment also should be used to develop
baselines and verifiable performance measures that track the
agency's mission, strategic plans, and performance
objectives. Agencies must strike a balance, recognizing that
achieving absolute security is likely to be in most cases
highly improbable and prohibitively expensive.

2. The identity of participants to a transaction may not
need to be authenticated. If authentication is required,
several options are available: ID and passwords for a
web-based transaction may be sufficient, however the user
login session should be encrypted using either Secured
Sockets Layer (SSL) or Virtual Private Networks (VPN) or
an equivalent encryption technology.
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3. Digital Signatures/Certificates may offer increased
security (positive ID), however this will vary depending on:

a. who issues the certificates;

b. what is the identity-proofing process (e.g., are
you using Social Security number, photo IDs, biometrics);
and

c. s the certificate issued remotely via software or
mail, or is “in person” identification required?

4. In determining whether an electronic signature is
required or is sufficiently reliable for a particular purpose,
agencies should consider the relationships between the
parties, the value of the transaction, and the likely need for
accessible, persuasive information regarding the transaction
at some later date (e.g., audit or legal evidence). The types of
transactions may require different security control measures,
based on security risks and legal obligations:

a. transactions involving the transfer of funds;

b. transactions where the parties commit to actions
or contracts that may give rise to financial or legal liability;

c. transactions involving information protected
under state or federal law or other agency-specific statutes
obliging that access to the information be restricted,;

d. transactions where the party is fulfilling a legal
responsibility which, if not performed, creates a legal
liability (criminal or civil);

e. transactions where no funds are transferred, no
financial or legal liability is involved and no privacy or
confidentiality issues are involved.

5. Agency transactions fall into five general
categories, each of which may be vulnerable to different
security risks:

a. intra-agency transactions;

b. inter-agency transactions (i.e., those between
state agencies);

c. transactions between a state agency and federal
or local government agencies;

d. transactions between a state agency and a private
organization-contractor, non-profit organization, or other
entity;

e. transactions between an agency and a member of
the general public.

6. Agencies should follow several privacy tenets:

a. electronic authentication should only be required
where needed. Many transactions do not need, and should
not require, detailed information about the individual,

b. when electronic authentication is required for a
transaction, do not collect more information from the user
than is required for the application;

c. the entity initiating a transaction with a state
agency should be able to decide the scope of their electronic
means of authentication.
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7. When agencies evaluate the retention requirements
for specific records, they should consider the following if the
record was signed with an electronic signature.

a. Low Risk—simple electronic signature (e.g.,
typed name on an e-mail message).

b. High Risk—digitally-signed communication, a
message that has been processed by a computer in such a
manner that ties the message to the individual that signed the
message. The digital signature must be linked to the message
of the document in such a way that it would be
computationally infeasible to change the data in the message
or the digital signature without invalidating the digital
signature.

8. If the record contains a digital signature, the
following additional documents may be required:

a. acopy of the Public Key;

b. a copy of the Certificate Revocation List (CRL)
showing the validity period of the certificate or a copy of the
On-line Certificate Status Protocol (OCSP) results;

c. Certification Practice Statement (CPS).

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4(c).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, LR 27:525 (April 2001).

8707. Definitions

A. The following words and terms, when used in this
Section, shall have the following meanings unless the
context expressly indicates otherwise.

Asymmetric Cryptosystem—a computer-based system
that employs two different but mathematically related keys
with the following characteristics:

a. one key encrypts a given message;
b. one key decrypts a given message; and

c. the keys have the property that, knowing one key,
it is computationally infeasible to discover the other key.

Certificate—a message which:
a. identifies the certification authority issuing it;
b. names or identifies its subscriber;
c. contains the subscriber's public key;
d. identifies its operational period;

e. is digitally signed by the certification authority
issuing it; and

f. conforms to ISO X.509 Version 3 standards.

Certificate Manufacturer—a person that provides
operational services for a certification authority or PKI
service provider. The nature and scope of the obligations and
functions of a certificate manufacturer depend on contractual
arrangements between the certification authority or other
PKI service provider and the certificate manufacturer.

Certificate Policy—a document prepared by a policy
authority that describes the parties, scope of business,
functional operations, and obligations between and among
PKI service providers and end entities who engage in
electronic transactions in a public key infrastructure.

Certification Authority—a person who issues a
certificate.

Certification Practice Statement—documentation of the
practices, procedures, and controls employed by a
certification authority.

Digital Signature—an electronic identifier intended by
the person using it to have the same force and effect as the
use of a manual signature, and that complies with the
requirements of this Section.

Digitally-Signed Communication—a message that has
been processed by a computer in such a manner that ties the
message to the individual that signed the message.

End Entities—subscribers or signers and relying parties.

Escrow Agent—a person who holds a copy of a private
key at the request of the owner of the private key in a
trustworthy manner.

Handwriting Measurements—the metrics of the shapes,
speeds and/or other distinguishing features of a signature as
the person writes it by hand with a pen or stylus on a flat
surface.

Key Pair—a private key and its corresponding public
key in an asymmetric cryptosystem. The keys have the
property that the public key can verify a digital signature
that the private key creates.

Local Government—a parish, municipality, special
district, or other political subdivision of this state, or a
combination of two or more of those entities.

Message—a digital representation of information.

Person—an individual, state agency, local government,
corporation, partnership, association, organization, or any
other legal entity.

PKI—Public Key Infrastructure.

PKI Service Provider—a certification authority,
certificate manufacturer, registrar, or any other person that
performs services pertaining to the issuance or verification
of certificates.

Policy Authority—a person with final authority and
responsibility for specifying a certificate policy.

Private Key—the key of a key pair used to create a
digital signature.

Proof of Identification—the document or documents or
other evidence presented to a certification authority to
establish the identity of a subscriber.

Public Key—the key of a key pair used to verify a
digital signature.
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Public Key Cryptography—a type of cryptographic
technology that employs an asymmetric cryptosystem.

Registrar—a person that gathers evidence necessary to
confirm the accuracy of information to be included in a
subscriber's certificate.

Relying Party—a state agency that has received an
electronic message that has been signed with a digital
signature and is in a position to rely on the message and
signature.

Role-Based Key—a key pair issued to a person to use
when acting in a particular business or organizational
capacity.

Signature Digest—the resulting bit-string produced
when a signature is tied to a document using signature
dynamics.

Signer—the person who signs a digitally signed
communication with the use of an acceptable technology to
uniquely link the message with the person sending it.

State Agency—a department, commission, board, office,
council, or other agency in the executive branch of state
government that is created by the constitution, executive
order, or a statute of this state. Higher education, the
legislature and the judiciary are to be considered state
agencies to the extent that the communication is pursuant to
a state law applicable to such entities.

Subscriber—a person who:
a. isthe subject listed in a certificate;
b. accepts the certificate; and

c. holds a private key which corresponds to a public
key listed in that certificate.

Technology—the computer hardware and/or
software-based method or process used to create digital
signatures.

Written Electronic Communication—a message that is
sent by one person to another person.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4(c).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, LR 27:526 (April 2001).

8709. Digital Signatures Must Be Created by an
Acceptable Technology

A. For a digital signature to be valid for use by a state
agency, it must be created by a technology that is accepted
for use by the Division of Administration pursuant to
guidelines listed in §711 of this document.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4(c).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, LR 27:526 (April 2001).

8711.  Acceptable Technology
A. The technology known as Public Key Cryptography is
an acceptable technology for use by state agencies, provided
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that the digital signature is created consistent with the
following.

1. Apublic key-based digital signature must be unique
to the person using it. Such a signature may be considered
unique to the person using it if:

a. the private key used to create the signature on the
message is known only to the signer or, in the case of a
role-based key, known only to the signer and an escrow
agent acceptable to the signer and the state agency; and

b. the digital signature is created when a person
runs a message through a one-way function, creating a
message digest, then encrypting the resulting message digest
using an asymmetric cryptosystem and the signer's private
key; and

c. although not all digitally signed communications
will require the signer to obtain a certificate, the signer is
capable of being issued a certificate to certify that he or she
controls the key pair used to create the signature; and

d. it is computationally infeasible to derive the
private key from knowledge of the public key.

2. A public key based digital signature must be
capable of independent verification. Such a sighature may be
considered capable of independent verification if:

a. the relying party can verify the message was
digitally signed by using the signer's public key to decrypt
the message; and

b. if a certificate is a required component of a
transaction with a state agency, the issuing PKI service
provider, either through a certification practice statement,
certificate policy, or through the content of the certificate
itself, has identified what, if any, proof of identification it
required of the signer prior to issuing the certificate.

3. The private key of public key based digital
signature must remain under the sole control of the person
using it, or in the case of a role-based key, that person and an
escrow agent acceptable to that person and the state agency.
Whether a signature is accompanied by a certificate or not,
the person who holds the key pair, or the subscriber
identified in the certificate, must exercise reasonable care to
retain control of the private key and prevent its disclosure to
any person not authorized to create the subscriber's digital
signature.

4. The digital signature must be linked to the message
of the document in such a way that it would be
computationally infeasible to change the data in the message
or the digital signature without invalidating the digital
signature.

5. Acceptable PKI Service Providers

a. The Division of Administration shall maintain an
"Approved List of PKI Service Providers" authorized to
issue certificates for digitally signed communications sent to
state agencies or otherwise provide services in connection
with the issuance of certificates. The list may include, but
shall not necessarily be limited to, certification authorities,
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certificate manufacturers, registrars, and/or other PKI
service providers accepted and approved for use in
connection with electronic messages transmitted to other
state or federal governmental entities. A copy of such list
may be obtained directly from the Division of
Administration, or may be obtained electronically via the
World Wide Web.

b. State agencies shall only accept certificates from
PKI service providers that appear on the "Approved List of
PKI Service Providers."

c. The Division of Administration shall place a PKI
service provider on the "Approved List of PKI Service
Providers" after the PKI service provider provides the
Division of Administration with a copy of its current
certification practice statement, if any, and a copy of an
unqualified performance audit performed in accordance with
standards set in the American Institute of Certified Public
Accountants (AICPA) Statement on Auditing Standards No.
70 (S.A.S. 70) to ensure that the PKI service provider's
practices and policies are consistent with the requirements of
the PKI service provider's certification practice statement, if
any, and the requirements of this Section.

d. In order to be placed on the "Approved List of
PKI Service Providers" a PKI service provider that has been
in operation for one year or less shall undergo a SAS 70
Type One audit—A Report of Policies and Procedures
Placed in Operation, receiving an unqualified opinion.

e. In order to be placed on the "Approved List of
PKI Service Providers" a PKI service provider that has been
in operation for longer than one year shall undergo a SAS 70
Type Two audit—A Report of Policies and Procedures
Placed in Operation and Test of Operating Effectiveness,
receiving an unqualified opinion.

f. In lieu of the audit requirements of
Subparagraphs d and e above, a PKI service provider may be
placed on the "Approved List of PKI Service Providers"
upon providing the Division of Administration with
documentation issued by a person independent of the PKI
service provider that is indicative of the security policies and
procedures actually employed by the PKI service provider
and that is acceptable to the Division of Administration in its
sole discretion. The Division of Administration may request
additional documentation relating to policies and practices
employed by the PKI service provider indicating the
trustworthiness of the technology employed and compliance
with applicable guidelines published by the Division of
Administration.

g. To remain on the "Approved List of PKI Service
Providers" a certification authority must provide proof of
compliance with the audit requirements or other acceptable
documentation to the Division of Administration every two
years after initially being placed on the list. In addition, a
certification authority must provide a copy of any changes to
its certification practice statement to the Division of
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Administration promptly following the adoption by the
certification authority of such changes.

h. If the Division of Administration is informed that
a PKI service provider has received a qualified or otherwise
unacceptable opinion following a required audit or if the
Division of Administration obtains credible information that
the technology employed by the PKI service provider can no
longer reasonably be relied upon, or if the PKI service
provider's certification practice statement is substantially
amended in a manner that causes the PKI service provider to
become no longer in compliance with the audit requirements
of this Section, the PKI service provider may be removed
from the "Approved List of PKI Service Providers” by the
Division of Administration. The effect of the removal of a
PKI service provider from the "Approved List of PKI
Service Providers" shall be to prohibit state agencies from
thereafter accepting digital signatures for which the PKI
service provider issued a certificate or provided services in
connection with such issuance for so long as the PKI service
provider is removed from the list. The removal of a PKI
service provider from the "Approved List of PKI Service
Providers" shall not, in and of itself, invalidate a digital
signature for which a PKI service provider issued the
certificate prior to its removal from the list.

B. The state may elect to enact or adopt the Federal
Uniform Electronic Transactions Act.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4(c).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, LR 27:527 (April 2001).

8713.  Provisions for Adding New Technologies to the
List of Acceptable Technologies

A. Any person may, by providing a written request that
includes a full explanation of a proposed technology which
meets the requirements of §709 in this rule, petition the
Division of Administration to review the technology. If the
Division of Administration determines that the technology is
acceptable for use by state agencies, the Division of
Administration shall draft proposed administrative rules
which would add the proposed technology to the list of
acceptable technologies in §711 of this rule.

B. The Division of Administration has 90 days from the
date of the request to review the petition and either accept or
deny it. If the Division of Administration does not approve
the request within 90 days, the petitioner's request shall be
considered denied. If the Division of Administration denies
the petition, it shall notify the petitioner in writing of the
reasons for denial.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:4(c).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, LR 27:528 (April 2001).
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Part 111. Payroll

Chapter 1.Payroll Deductions

§101. Definitions

Administrative Contract—contractual agreement entered
into by the state with an entity which meets or exceeds the
requirements to manage a flexible benefits plan.

Administrative ~ Coordinator—a  statewide  vendor
designated representative who provides the single authorized
contact for communication between the vendor and state
departments/agencies, company representatives, the Division
of Administration, Office of State Uniform Payroll, payroll
systems outside of the LaGov HCM payroll system and any
administrative contract(or).

Agency Number—three digit identifier representing a
single agency in the LaGov HCM payroll system which
serves as a key for processing and reporting.

Annual Renewal Application—the process through which
a statewide wvendor requests continued deduction
authorization by providing verification of company status,
employee participation, remittance reconciliation, designated
coordinator, etc.

Applicant—any entity which has submitted an application
to be approved as a statewide vendor for state payroll
deduction or a statewide vendor which has submitted an
application for approval of an additional product.

Billing Coordinator—statewide vendor representative
appointed by the administrative coordinator to handle the
areas of billing, reconciliation problems and refunds.

Data File—the body of information documented by
copies of correspondence between the Office of State
Uniform Payroll, the Office of Group Benefits,
administrative contractor, departments/agencies, vendors,
Department of Insurance, and state employees relative to
employee solicitation, participation and service from
vendors.

Deduction—any voluntary reduction of net pay under
written authority of an employee, which is not required by
federal or state statute, or by court ordered action.

Department/Agency—as referenced herein shall be any
one of the major departments of the executive branch of
state government or any subdivision thereof as defined under
R.S. 36:4.

Department Head—as referenced herein shall be any
elected official, department secretary or their designee for
those agencies as defined under R.S. 36:4.

Division of Administration (DOA)—the Louisiana state
agency under the executive department which provides
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centralized administrative and support services to state
agencies as a whole by developing, promoting, and
implementing executive policies and legislative mandates.

Employee Payroll Benefits Committee (EPBC)—the group
designated in §103 to review current and prospective payroll
deduction benefits.

Entity—the individual or organization which renders
service, provides goods, or guarantees delivery.

Flexible Benefits Plan (FBP)—the program initiated by
the state under which employees may participate in tax
reduction benefits offered under Internal Revenue Code
(IRC) §125.

Flexible Benefits Plan Year—the annual period of time
designated for participation (e.g., January 1 through
December 31).

Governing Board—as referenced herein shall mean any
one or all of: Board of Regents; Louisiana State University
Board of Supervisors; Southern University Board of
Supervisors; University of Louisiana Board of Supervisors;
and Board of Supervisors of Community and Technical
Colleges.

Guidelines for Review—as referenced herein shall mean
the set of criteria established for the annual evaluation
process.

Insurable Interest—as referenced herein shall be as
defined in R.S. 22:901.C.(1) and (2), e.g., an individual
related closely by blood or by law, or a lawful and
substantial economic interest in having the life, health or
bodily safety of the individual insured continue.

Intra-Agency Deduction—a deduction established by the
department/agency for cost effective collection of funds
from employees for benefits provided, such as meals,
housing, uniforms, etc.

Intra-Agency Vendors—any entity having the Office of
State Uniform Payroll's approval for an intra-agency
deduction.

LaGov Human Capital Management Payroll System
(LaGov HCM)—the statewide system administered by the
Division of Administration, Office of State Uniform Payroll
to provide uniform payroll services to state agencies.

Louisiana  Sales  Coordinator—statewide  vendor
representative appointed by the administrative coordinator to
handle the areas of solicitation and educational
responsibilities.

New Application—the process through which an entity
submits a request to be approved as a statewide vendor to
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offer a specific product, or a current statewide vendor
requests authorization to offer an additional product, policy
form, or service plan.

Office of State Uniform Payroll (OSUP)—the section
within the Division of Administration primarily responsible
for the administration of the rules governing state employee
payroll deductions.

Policy Form—referenced herein shall mean a contract of
an individual insurance plan, and all its components, which
is submitted to the Department of Insurance and
subsequently approved for sale in Louisiana by the
Commissioner of Insurance.

Premium Due—the amount of money the vendor expects
to receive for the product or service provided to the
employee.

Product—referenced herein shall mean the specific
insurance authorized through the statewide vendor annual
renewal or new application process as defined in §106. This
may include multiple policy forms and service plans under
the product.

Product Code—the code assigned by the Office of State
Uniform Payroll to specific products authorized through the
new application process.

Reconciliation—referenced herein refers to the resolution
of differences resulting from a monthly match or comparison
of vendor accounts receivable/invoice records to the state
deduction/remittance records at the product level.

SED-3—referenced herein shall be the standard form,
Department Request for Payroll Deduction Vendor, required
to be submitted with any new application.

SED-4—as used herein shall mean the standard State
Employee Payroll Deduction Authorization form developed
by the Division of Administration, Office of State Uniform
Payroll used to process employee statewide vendor
deductions.

Service Plan—plans of insurance where benefits are the
actual services rendered to the covered individual rather than
a monetary benefit.

Statewide Vendors—any entity having deductions other
than statutory or intra-agency specific.

Statutory  Vendors—any entity having deductions
mandated or permitted by federal or state statute which
includes, but is not limited to union dues, credit unions, IRC
8457 and 8403(b) plans, health and life insurance products
sponsored by the Office of Group Benefits (OGB),
retirement systems, Student Tuition Assistance and Revenue
Trust (START), and qualified charitable organization
entities.

University—any one of the state higher education
facilities which falls under the jurisdiction of appropriate
""governing board."
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Vendor Representative—as referenced herein shall be any
licensed agent or duly appointed representative designated
by a vendor to market that vendor's authorized product(s).

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455,

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 12:763 (November 1986), amended LR 16:402 (May
1990), LR 19:318 (March 1993), LR 22:22 (January 1996), LR
26:1026 (May 2000), LR 32:84 (January 2006), LR 38:797 (March
2012), LR 51:296 (February 2025).

8102. Deduction Rule Authority/Applicability

A. OSUP is responsible for the administration of the
rules governing state employee payroll deductions. Products
that are authorized through OSUP are for all state employees
and all state agencies of the executive branch of state
government as defined under R.S. 36:4. There are two
exceptions to this.

1. Governing boards of higher education facilities
have the authority to approve additional products or remove
any product per the boards' established policies.

a. Vendors approved by governing boards must
follow the governing boards policy and procedures for
renewal and new application submission.

b. Each governing board shall provide a report
relative to vendors currently approved for deductions within
each system as well as any additional information as
requested by OSUP.

2. Intra-agency deductions approved by OSUP are
only approved for the agency requesting the deduction and
not statewide.

B. The three classifications of vendors covered by this
rule are:

1. statutory vendors—applicable Sections of this rule
are 8122, 131 and 137;

2. intra-agency vendors—applicable Sections of this
rule are 88122, 131 and 137; and

3. statewide vendors—applicable Sections of this rule
are 88106, 112, 114, 119, 131 and 137. Statewide vendor
applications are reviewed and approved by the EPBC.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 32:85 (January 2006).

§103. Employee Payroll Benefits Committee (EPBC)

A. A committee comprised of 12 nominated and three
ex-officio state employees of the departments of the
executive branch of state government or the Office of the
Governor, as defined under R.S. 36:4, and may include a
representative from higher education, established by the
commissioner of administration to fulfill the requirements of
8106 and 8112 of this Rule. Ex-officio members shall be:
director or assistant director of OSUP, a designee of the
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commissioner of insurance, and a representative from OGB.
Ex-officio members shall be non-voting members.

B. The EPBC was established in 1996 by the Uniform
Payroll System Payroll Steering Committee. Original
members served staggered terms as follows:

1. 4 members, one-year term;
2. 4 members, two-year term; and
3. 4 members, three-year term.

C. Successive committee appointments shall be for a
period of three years beginning July 1.

D. There may be more than one committee member per
department of the executive branch of state government or
the Office of the Governor, as defined under R.S. 36:4.

E. Prior to May 1, annually, the EPBC through OSUP
shall submit, to the commissioner of administration,
nominees for each of the four vacancies which will occur
each year.

F.  The commissioner of administration shall affirm or
reject the nominations and submit such to OSUP prior to
June 1 each year.

G.  Any EPBC vacancy which occurs due to termination
of employment or retirement of a member, and which creates
a vacancy for a period of 12 months or more, shall be filled
by appointment by the commissioner of administration.

1. Within 30 days of notice of the vacancy, the EPBC
shall submit a nominee for replacement to the commissioner
of administration.

2. The commissioner of administration shall affirm or
reject the nomination within 30 days.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 22:22 (January 1996), amended LR 26:1026 (May
2000), LR 32:85 (January 2006), LR 39:3271 (December 2013),
LR 51:296 (February 2025).

8106. Statewide Vendor Annual Renewal and New
Application Process

A. All currently approved statewide vendors shall file an
annual renewal application with OSUP as scheduled by that
office.

B. Written notice of requests for a new statewide vendor
payroll deduction or for current vendors to add additional
products or to add additional policy forms or service plans
under the current products should be sent to the director of
OSUP prior to July 1 annually, in order for the vendor to
receive an application form from OSUP. Applications for the
purpose of providing deductions for IRA's, annuities,
noninsurance investment programs or group plans are not
permitted.

C. On or before August 1 annually, OSUP will provide
deduction application forms along with instructions for
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completion to each renewal and new entity on file as of July
1.

D. On or before August 31 annually, renewal and new
applications must be completed and submitted to OSUP in
the manner indicated in the application instructions.

1. Application shall be made by the entity which is the
provider of the product or recipient of monies and shall be
signed by two principal officers of the applicant entity.

2. The application shall:

a. be submitted on a currently approved application
form provided by OSUP to the vendor;

b. indicate whether the application is an annual
application (renewal) or a new application for a product,
policy form or service plan not previously approved for
deduction;

c. identify each policy form for specific product
provided on the application form;

d. include certification (SED-3 form) from the
department head of the requesting department for new
applications. Department certification attests that said
applicant has provided evidence that the vendor meets or
exceeds the requirements of R.S.42:455, that said applicant
has knowledge of the requirements of this rule, and that the
department/agency believes this product/policy/service plan
would be a benefit for the employees of the
department/agency. Certification does not represent
endorsement of product by state or department.
Administrative responsibilities of this rule shall preclude the
DOA from sponsoring applicants for vendor deduction
authorization;

e. indicate whether the request is for participation
within a specific department/agency by choice (ability to
service or applicability), or for statewide authority limited to
certain payroll system(s);

f. designate an "administrative coordinator" to
represent the vendor as primary contact. Refer to Statewide
Vendor Requirements and Responsibility §114 for complete
details;

g. include responses to all applicable items
(designated in instructions) on the application form for new
and annual renewal applications.

E. On or before October 1 annually, OSUP will conduct
a compliance review and shall notify vendors of any
products that will be removed due to not meeting the
participation requirements in 8§114.C.3. On or before
October 1 annually, OSUP shall notify all vendors whether
or not their annual application has been conditionally
approved.

F. Between September and April annually, the EPBC
shall conduct a thorough review of all products authorized
for deduction and new applications.

1. EPBC shall maintain basic guidelines for review to
follow in the conduct of the annual review of statewide
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vendor products. These guidelines are on file at OSUP and
available upon request.

2. The EPBC shall utilize the data file maintained by
OSUP to evaluate user satisfaction with products and
vendors and the guidelines for review to evaluate product
quality.

a.  OSUP shall maintain a data file of documentation
provided each year by user agencies, employees, vendors,
and FBP administrator relative to product utilization,
services provided, and adherence to department/agency
policy and this rule.

b. OSUP shall copy to the data file all
correspondence relating to resolution of problems with and
between vendors, employees, and departments/agencies.

c. OSUP shall include the basic information from
annual application process and from new applications in the
data file provided to EPBC.

3. Vendor shall respond to all additional questions as
required by EPBC.

G. On or before April 1 annually, the EPBC shall issue a
summary report of opinions resulting from the annual review
of products and new applications, along with recommended
actions to the commissioner of administration.

H. OSUP shall provide the commissioner of
administration  recommendations from EPBC and
information relative to vendor/product compliance with all
other provisions of this Rule.

I.  On or before May 1 annually, the commissioner of
administration shall advise OSUP whether EPBC
recommendations relative to current products and new
applications have been accepted or denied.

J. On or before May 31 annually, OSUP will:

1. notify those vendors with new applications whether
their requests were approved or denied. Approval of an
applicant in no way constitutes endorsement or certification
of the applicant/vendor by the state;

2. notify the affected vendors if any problems were
identified during the EPBC review and advise on any
necessary actions;

3. notify LaGov HCM payroll system user agencies
and other departments/agencies and governing boards of
authorized deductions by vendor and product name,
providing LaGov HCM system information and the effective
date. Governing boards shall notify universities.

K. Payroll systems outside of the LaGov HCM payroll
system will advise vendors whether the deduction will be
established.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 32:86 (January 2006), amended LR 38:797 (March
2012), LR 51:296 (February 2025).
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§112.  Statewide Vendor Requests for

Enhancements/Changes to Products

A. Requests for enhancements to existing statewide
vendor products, policies or service plans must be submitted
to OSUP for review and approval by April 1 and October 1
annually.

1. Enhancements to policies occur when:

a. a vendor requests to broaden an existing,
solicited policy's benefits/coverage;

b. a vendor requests the existing, solicited policy to
be replaced by the enhanced policy;

c. the vendor stops soliciting the existing policy;

d. current policyholders may choose to keep the
existing policy or convert to the enhanced policy; and

e. new policyholders must purchase the enhanced
policy.

2. OSUP and the EPBC will review the request and
notify the vendor of approval or denial by June 1 and
December 1 annually.

a. |If approved, OSUP will include in the approval
notification the procedures for implementing the
enhancement for July 1 and January 1 annually.

b. If denied, OSUP will add the vendor to the file of
vendors for new applications. (See §106 for new application
process).

B. Notification of policy changes must be submitted to
OSUP by July 1 annually.

1. Changes, including but not limited to, rate changes,
co-payment changes and reduction in benefits occur when:

a. a vendor requests an existing, solicited policy to
be changed;

b. current policyholders shall be enrolled in the
changed policy unless they terminate the policy in writing
with their payroll office or the vendor; and

c. new policyholders must purchase the changed
policy.

2. OSUP will review the information submitted and
notify the vendor by September 30 annually and provide
procedures for implementing the policy change for January 1
annually.

3. Policy changes not submitted to OSUP will not be
allowed.

C. Requests that do not meet an enhancement or a
change classification, will be reviewed by OSUP to
determine what procedures the request will follow.

D. Requests for exceptions to this policy shall be
justified, documented and submitted in writing to OSUP for
consideration.
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E. OSUP will coordinate procedures with vendors on all
policy changes that are mandated by law.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455,

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 26:1027 (May 2000), amended LR 32:87 (January
2006), LR 38:798 (March 2012), LR 51:296 (February 2025).

8114.  Statewide Vendor Requirements and
Responsibility

A. Any statewide vendor applicant for deduction,
domestic or foreign, regulated by the Department of
Insurance shall meet the minimum requirements set forth in
R.S. 42:455.

B. Statewide vendor applicants for deductions not
regulated by the Department of Insurance shall:

1. possess appropriate license or other required
certification for providing the particular product or service
for a fee;

2. have been doing business in this state for not less
than five years providing the product and/or services
anticipated to be offered state employees;

3. be in compliance with all requirements of any
regulatory and/or supervisory office or board charged with
such responsibility by state statute or federal regulations;

4. provide to the commissioner of administration
within 30 days of approval an irrevocable letter of credit in
the amount of $100,000, or an irrevocable pledge of a
certificate of deposit in the amount of $100,000 to protect
the state and any officer or employee from loss arising out of
participation in the program or plan offered by the vendor.

C. Vendors shall:

1. provide annual renewal application as set forth in
8106 of this rule;

2. maintain the requirements set forth in A. and B. of
this Section;

3. maintain individual product (product categories as
defined by OSUP) participation levels that meet or exceed
100 employees paid through the LaGov HCM payroll
system. Vendors will be allowed 12 months after initial
product approval to meet the minimum product participation
requirements;

4. solicit employees for payroll deduction only:

a. after notification to the vendor and state
department/agencies from OSUP that the product has been
approved;

b. upon written authorization and within the
solicitation policy established by the department/agency; and

c. for those products, policy forms or service plans
submitted and approved in the annual renewal or new
application process;
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5. provide and use the standard deduction
authorization form (SED-4) authorized by OSUP using the
guidelines below;

a. deduction form is not authorized to be submitted
from an employee for the purpose of transmitting any part of
that deduction to a non-approved vendor;

b. deduction form shall not be submitted which lists
any product or service for which a product code has not been
approved;

c. deduction form may include additional
information provided that such information shall not
represent a disclaimer or escape clause(s) in favor of the
vendor. The authorization shall not stipulate any "contract"”
or "term of participation” requirements;

d. the authorization must specify product name,
IRC §125 eligibility, monthly premium or fee, and the semi-
monthly (24 annually) premium or fee. Statewide vendor
deductions in the LaGov HCM payroll system must be semi-
monthly deduction amounts only (to the second decimal
place). Payroll systems outside of the LaGov HCM payroll
system which permit monthly deductions may continue
same;

e. an employee shall have only one deduction
authorization (which may cover more than one
product/policy) for a single vendor effective at any one time.
Total current deduction amount and each component amount
that make up that total must be reflected on any successive
form(s);

f. vendor shall be responsible for completing
authorization forms prior to obtaining employee signature
and for submitting forms to the appropriate payroll office
designated by each employing department/agency;

g. deduction forms must contain appropriate agency
number to support monthly reconciliation process;

h. deduction authorization shall not be processed for
any employee which is intended to provide a benefit for any
party for whom the employee has no insurable interest;

i. employee deduction authorization shall not be
transferred by an approved vendor to another vendor without

j. an employee may discontinue a voluntary
statewide vendor policy/service at any time by following
OSUP and department/agency policy. Any deduction amount
that is committed for participation in a current FBP year will
continue to be deducted, but will be paid to the state of
Louisiana;

6. follow procedures established by OSUP policy
when refunding payroll deducted and remitted premiums to
employees and 8§112 for requesting changes to existing
products;

7. use invoice/billing identification structure that is
compatible with payroll agency numbers to facilitate the
monthly reconciliation;
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8. be responsible for preparing a reconciliation of
monthly payroll deduction/remittances to vendor's monthly
premium due;

a. monthly reconciliation shall include total
monthly premium due amount, each product amount and
code as assigned by OSUP that makes up the total amount of
premium due, total remittance amount, and a listing of all
exceptions between the premium due and
deduction/remittance by employee within billing/payroll
agency numbers;

b. monthly reconciliation exception listing shall
identify the employee by Social Security number and payroll
agency number and shall be grouped within payroll agency
numbers for LaGov HCM payroll system agencies and
similarly for payroll systems outside of the LaGov HCM
payroll system;

9. furnish evidence of reconciliation to OSUP as
requested by that office. Like verification may be required
by other payroll systems outside of the LaGov HCM payroll
system;

10. provide written notification within ten days of any
change in the name, address, entity status, principal officers,
designated administrative coordinator, appointed Louisiana
sales coordinator and appointed billing coordinator to
OSUP;

11. provide written notification of the dismissal of any
vendor representative participating in state deduction to
OSUP. Any vendor representative who has been debarred by
a vendor from state participation shall not be allowed to
represent any vendor for deduction for a minimum of two
years thereafter.

D. Vendor administrative coordinator shall:

1. be responsible for obtaining solicitation
authorization and department policy from the department
head or his designee;

2. appoint a vendor representative, if preferred, to be
the "Louisiana sales coordinator" to handle the areas of
solicitation and educational responsibilities;

3. be responsible for dissemination of information
such as the requirements of this rule and department/agency
policy and procedures to vendor representatives;

4. act as liaison for the vendor with any administrative
contract (or) and the state relative to FBP participation;

5. be the primary contact for resolution of billing,
refund, and reconciliation problems; and resolving claims
problems for employee;

6. appoint a vendor representative, if preferred, to be
the "billing coordinator" to handle the areas of billing,
refunds and reconciliation problems.

E. Vendors, applicants, and any representatives thereof
shall be prohibited from any action intended to influence the
opinion or recommendation of any EPBC member.

Louisiana Administrative Code February 2025

18

F.  Vendors may be debarred by a department/agency
from solicitation within that department/agency for violation
of this section or OSUP policy.

G. Vendors may be debarred from solicitation statewide
by OSUP for violation of this section or OSUP policy.

H. Unethical conduct or practices of the vendor will
result in the termination of payroll deduction authority for
that vendor. Unethical or unprofessional conduct of any
vendor representative shall result in that individual being
debarred from participation in state deduction for any
vendor.

I.  Deduction authority shall be revoked for any vendor
that fails to maintain compliance with provisions of R.S.
42:455 or the requirements of this rule.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 32:87 (January 2006), amended LR 38:798 (March
2012), LR 51:297 (February 2025).

§122.  Statutory and Intra-Agency Vendor Information
A. Statutory vendors must:

1. provide data such as vendor contact information to
OSUP upon request; and

2. upon request, submit to OSUP for approval their
deduction authorization agreement (format and content).

a. Employee authorization agreements shall not
stipulate any “contract” or “term of participation”
requirements.

b. If employee electronic authorization is approved
by OSUP, the vendor will be responsible for retaining for
audit purposes authorized agreements with employees.

B. Intra-Agency Vendors

1. Department/agency requesting an intra-agency
specific deduction must submit a written request to OSUP
and include:

a. certification that the collection of funds from
employees through payroll deduction for meals, housing,
uniforms, etc. is cost effective for the agency; and

b. an explanation of need which is to include the
number of employees that will participate.

2. Intra-agency vendors must provide data such as
vendor contact information to OSUP upon request.

3. There will be no additional requests for agency
associations accepted by OSUP after the effective date of
this rule.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 32:89 (January 2006), amended LR 51:297 (February
2025).
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8127.

A. Department head or his designee shall:

Department/Agency Responsibility

1. approve or reject requests for solicitation
authorization presented only by designated coordinators of
approved statewide vendors;

2. confirm with the vendor administrative coordinator
(and/or Louisiana Department of Insurance when applicable)
the credentials of any vendor agent not represented to the
department by the vendor administrative coordinator;

3. provide vendor administrative coordinators a copy
of department/agency policy relative to receipt, processing,
and cancellation of payroll deduction forms, as well as
guidelines prior to permitting access to employees;

4. certify the use of any intra-agency deduction, to
collect funds from employees for meals, housing, uniforms,
etc., is required by and is a benefit to the agency/department;
and

5. provide support for participation of selected EPBC
members.

B. Department/agency designated personnel shall:

1. accept only authorization forms which conform to
the standard deduction format (SED-4) from statewide
vendor representatives;

2. verify that the statewide vendor name and product
codes on any deduction form submitted are in agreement
with the current approved list;

3. accept forms for employee deductions which
contain no obvious alterations without employee's written
acknowledgment of such change;

4. be responsible for verifying that the deduction
amount is in agreement with the monthly amount shown on
the authorization if applicable;

5. be responsible for maintaining compliance with
employee FBP year contract commitment;

6. process refunds for amounts previously deducted
from any vendor which receives LaGov HCM payments
only as directed by OSUP policy. Payroll systems outside of
the LaGov HCM payroll system shall establish written
policy for remittance and refund of deductions taken;

7. be responsible for reporting any infractions of this
rule and/or department policy committed by any vendor or
vendor representative to OSUP and/or appropriate governing
board or boards.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform

§139. SED-3 (01/06)

Payroll, LR 12:763 (November 1986), amended LR 16:402 (May
1990), LR 19:318 (March 1993), LR 22:22 (January 1996), LR
26:1031 (May 2000), LR 32:90 (January 2006), LR 38:798 (March
2012).

§131.

A. Data, information, reports, or any other services
provided to any vendor or any other party by the LaGov
HCM payroll system or other state payroll system may be
subject to payment of a fee for the cost of providing said
data, information, reports, and/or services in accordance
with the Uniform Fee Schedule established by Rule
promulgated by the DOA under R.S. 42:458.

B. Fees assessed shall be satisfied in advance of receipt
of the requested data.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455,

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 12:763 (November 1986), amended LR 16:402 (May
1990), LR 19:318 (March 1993), LR 22:22 (January 1996), LR
26:1031 (May 2000), LR 32:90 (January 2006), LR 38:798 (March
2012).

8§137.

A. Any vendor and/or any vendor representative
participating in deduction debarred from participating for
any reason by a department/agency or OSUP shall have the
right to have that action reviewed by filing a written request
for review with the department head of the
department/agency. This request for review shall be filed
within 10 days from the notice of debarment.

Fees

Appeal Process

B. A written decision shall be rendered on any request
for review within 14 days of receipt.

C. Any vendor and/or vendor representative who is not
satisfied with this decision has the right to appeal to the
commissioner of administration. Any such appeal must be in
writing and received by the commissioner of administration
within 10 days of receipt by the vendor. The commissioner
of administration shall issue a written decision on the matter
within 14 days of receipt of the written appeal.

D. The decision of the commissioner of administration
shall be the final administrative review.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455,

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 12:763 (November 1986), amended LR 16:402 (May
1990), LR 19:318 (March 1993), LR 22:22 (January 1996), LR
26:1031 (May 2000), LR 32:90 (January 2006), LR 51:297
(February 2025).

DEPARTMENT REQUEST

FOR

PAYROLL DEDUCTION VENDOR
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In accordance with the rule governing payroll deductions, Title 4 (Chapter 1, §106.D.2.d),

, on behalf of the

NAME (Print)

employees of

TITLE

, hereby request

DEPARTMENT

favorable consideration of a payroll deduction application submitted by:

A

APPLICANT/VENDOR NAME

ADDRESS

CITY/STATE/ZIP

AGENT/REPRESENTATIVE

PHONE (Area/Number/Extension)

To offer:

B.(PRODUCT/SERVICE)

Section 125 Eligible
Yes[ _JNo[_]

| further certify that the above named company applicant has provided evidence of having met and/or exceeded all requirement of
R.S. 42:455; has knowledge of the requirements of the rule governing payroll deductions; and that this department/agency attests
that this product/service would be a benefit for employees of this department/agency.

Department

Signature

Title

Date

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 12:763 (November 1986), amended LR 16:402 (May
1990), LR 19:318 (March 1993), LR 22:22 (January 1996),
repromulgated LR 26:1033 (May 2000), amended LR 32:91
(January 2006).
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Chapter 3. Direct Deposit of
Employee Pay

8301. Definitions

Agency—any one of the 20 major departments of state
government or any subdivision thereof.

Automated Clearing House (ACH)—the network,
operated by the Federal Reserve Bank, which establishes
procedures and guidelines regarding electronic transfer of
funds.
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Compensation—any form of monetary pay issued to an
employee for services performed.

Condition of Employment—policy requiring a particular
requirement to be met in order for offer of employment to be
given.

Department Head—the person
operation of a department.

responsible for the

Direct Deposit—the automatic deposit, through electronic
transfer of funds, of employees' compensation into a
checking or savings account at a bank, savings and loan, or
credit union of their choice.

Direct Deposit Enrollment Authorization Form—the
standard form developed by the Division of Administration,
Office of State Uniform Payroll, completed by the employee,
giving the employing agency authority to process employee
specific direct deposit bank account information in the I1SIS
Human Resource System for the electronic transfer of funds.

Division of Administration (DOA)—the Louisiana State
Agency under the executive department which provides
centralized administrative and support services to state
agencies as a whole by developing, promoting, and
implementing executive policies and legislative mandates.

Electronic ~ Processing—method  of  automatically
transferring data/funds through computers rather than
through hard copy.

Employee Administration—the section within an agency
responsible for payroll and human resources.

Employing Agency—the agency for which an employee is
currently working.

Financial Institution—a bank, savings and loan, or credit
union who is established as a receiver of ACH payments.

Geographical Barrier—an obstacle based on the physical
location of an employee in relation to the physical location
of a financial institution that would impede an employee's
ability to obtain funds from the financial institution.

ISIS Human Resource System—the integrated statewide
information system administered by the Division of
Administration, Office of State Uniform Payroll to provide
uniform payroll services to state agencies.

Net Pay—the amount of compensation due to the
employee after taking an employees wages and
compensation earned and deducting all voluntary and
involuntary deductions.

Office of State Uniform Payroll (OSUP)—the section
within the Division of Administration primarily responsible
for the DOA statewide payroll system and administration of
the rules governing state employee payroll deductions.

Physical/Mental Disability Barrier—an obstacle based on
a physical or mental impairment that would impede an
employee's ability to obtain an account at a financial
institution or impede an employee's ability to obtain funds
from a financial institution.
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Primary Bank Account—an employee's checking or
savings account at a financial institution to which net pay is
deposited.

Prospective Employee—a person to whom an agency
wishes to issue an offer of employment.

Representative—a person appointed by the department
head to handle the operation of the department.

Secondary Bank Account—an employee's checking or
savings account at a financial institution to which a fixed
dollar amount or percentage of net pay is deposited.

Third Party Account—bank account established for a
person other than the employee.

Wage—payment for services to an employee.

Waiver—authorization by the Division of Administration,
Office of State Uniform Payroll, for an exception to the
enforcement of this rule.

Waiver Form—the standard form developed by the
Division of Administration, Office of State Uniform Payroll,
completed by the employee to request a waiver from the
requirement of this rule.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:247.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1197 (June 2002).

8303. Direct Deposit of Employee Pay

A. Beginning July 1, 2002, all employees paid through
the ISIS Human Resource System are required to receive
wage and compensation payments via direct deposit through
the Automated Clearing House (ACH). Employees must
complete an approved direct deposit enrollment
authorization form to establish direct deposit of net pay to
the employee's primary bank account at an approved
financial institution. Employees may choose to send, via
direct deposit, a fixed dollar amount or a percentage of net
pay to a secondary bank account by completing an approved
direct deposit enrollment authorization form for a secondary
account. These forms can be obtained from the employee
administration office of the employing agency. Completed
forms must be forwarded to the employee administration
office of the employing agency.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:247.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1198 (June 2002).

8305. Direct Deposit of Employee Pay to a Third
Party's Account

A. Direct deposit of employee pay cannot be set up to go
to a third party's account. This includes any account where
the employee is not named on the account. Exceptions may
be made by the employing agency for deposits to a
dependent's account or to the account of a parent/guardian,
when the employee is a dependent of the parent/guardian.
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AUTHORITY NOTE: Promulgated in accordance with R.S.
39:247.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1198 (June 2002).

§307. Condition of Employment

A. Direct deposit of pay must be considered a condition
of employment, and agencies shall not submit job offers to
prospective employees who are not willing to receive their
wage and compensation payments via direct deposit.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:247.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1198 (June 2002).

8309. Request for Direct Deposit Waiver

A. Employees may request a waiver of the requirement
for direct deposit by completing and submitting to the
employee administration office of the employing agency a
request for direct deposit waiver on an approved waiver
form. The approved form can be obtained from the employee
administration office of the employing agency. The
employee administration office is required to submit all
requests for waivers to the department head or
representative. The department head or representative must
approve or deny the waiver based on reasonableness of the
request. Approved waivers must be submitted to the Office
of State Uniform Payroll for final approval/denial. The
Office of State Uniform Payroll will approve, or deny, the
request for waiver and return the form to the agency who
must then notify the employee of the status of the request for
waiver. The agency must maintain a copy of the waiver form
with the employee's records with a notation as to when the
employee was notified of the waiver status. Waivers may be
approved for geographical barriers, physical/mental
disability barrier, or inability to establish an account at any
financial institution.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:247.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1199 (June 2002).

8311. Enforcement of Rule

A. Wage and compensation payments will be placed in a
holding account until such time that employee completes an
approved direct deposit enrollment authorization form and
forwards said form to the employee administration office of
the employing agency.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:247.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1199 (June 2002).

8313. Department/Agency Responsibility
A. Departments/Agencies are responsible for

incorporating within the hiring process notification of direct
deposit as a condition of employment, enforcing compliance
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with this rule, reviewing and approving/denying employee
requests for waivers, forwarding approved waivers to the
Office of State Uniform Payroll for final approval/denial of
waivers, notifying employees of the final decision on the
waivers, maintaining record of waivers, reporting to the
Commissioner of Administration any employees not
complying with this rule, and withholding job offers to
prospective employees failing to comply with this rule.

AUTHORITY NOTE: Promulgated in accordance with R.S.
39:247.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1199 (June 2002).

Chapter 5. Direct Deposit of Vendor
Payments and Electronic Receipt of
Supporting Data

§501. Definitions

Child Support—involuntary employee deduction ordered
by a court for payment for support of a child.

Direct Deposit—the automatic deposit, through electronic
transfer of funds, of vendor pay into a checking or savings
account at a bank, savings and loan, or credit union of their
choice.

Direct Deposit Enrollment Authorization Form—the
standard form developed by the Division of Administration,
Office of State Uniform Payroll, completed by the vendor,
giving the Division Of Administration, Office of State
Uniform Payroll authority to process vendor specific direct
deposit bank account information in the ISIS Human
Resource System for the electronic transfer of funds.

Director—the leader responsible for the operation of the
Office of State Uniform Payroll.

Division of Administration (DOA)—the Louisiana State
Agency under the executive department which provides
centralized administrative and support services to state
agencies as a whole by developing, promoting, and
implementing executive policies and legislative mandates.

Electronic—method  of  automatically transferring
data/funds through computers rather than through hard copy.

Financial Institution—a bank, savings and loan, or credit
union who is established as a receiver of ACH payments.

Garnishment—involuntary employee deduction ordered
by a court for payment to a creditor.

Involuntary Payroll Deduction—any reduction of net pay
which is required by federal or state statute, or by court
ordered action.

ISIS Human Resource System—the integrated statewide
information system administered by the Division of
Administration, Office of State Uniform Payroll to provide
uniform payroll services to state agencies.

Levy—involuntary employee deduction ordered by the
court for payment of unpaid federal and/or state taxes.
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Office of State Uniform Payroll (OSUP)—the section
within the Division of Administration primarily responsible
for the DOA statewide payroll system and administration of
the rules governing state employee payroll deductions.

Payment Processing Costs—costs associated with
establishing bank accounts and receipt of funds and data
electronically, including internal costs and financial
institution costs.

Prospective Vendor—any company, corporation, or
organization which has submitted an application to be
approved as a vendor for state payroll deduction or a vendor
which has submitted an application for approval of an
additional product or a change to an existing product.

Supporting Data—information to support the electronic
payment, including employees' amounts and other related
data.

Undue Hardship—an unwanted burden placed on a
vendor as a result of receiving payment and supporting data
electronically.

Vendor—any company, corporation, or organization
approved to participate in payroll deduction through the ISIS
Human Resource System.

Vendor Payment—payment to vendor for voluntary and
involuntary employee payroll deductions with the vendor
through the ISIS Human Resource System.

Voluntary Payroll Deduction—any reduction of net pay
made under written authority of an employee, which is not
required by federal or state statute, or by court ordered
action and which the employee is free to accept or decline.

Waiver—authorization by the Division of Administration,
Office of State Uniform Payroll, for an exception to the
enforcement of this rule.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1199 (June 2002).

8503. Direct Deposit of Vendor Payments and
Electronic Receipt of Supporting Data

A. Effective July 1, 2002, all vendors having either
voluntary or involuntary payroll deductions through the ISIS
Human Resource System must accept payments for
eductions via direct deposit or other approved electronic
means and must accept supporting data via an approved
electronic means. Vendors must complete an approved direct
deposit enrollment authorization form and forward said form
to the Office of State Uniform Payroll to establish direct
deposit of vendor payments to the vendor's bank account at
an approved financial institution. Approved direct deposit
enrollment forms can be obtained from the Office of State
Uniform Payroll. Prior to a new vendor being approved and
established in the ISIS Human Resource System, the Office
of State Uniform Payroll must receive a completed approved
direct deposit enrollment authorization form.

23

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1200 (June 2002).

8505. Request for Direct Deposit Waiver

A. Vendors may request a waiver of this rule by
submitting in writing a formal request to the Director of the
Office of State Uniform Payroll. Upon receipt of formal
request, the Office of State Uniform Payroll will approve or
deny the request for waiver and notify the vendor in writing
within 15 days of receipt of request for waiver. Waivers may
be approved if the vendor can prove that use of direct
deposit and/or electronic receipt of supporting data will
cause an undue hardship or will significantly increase
payment processing costs.

B. Vendors receiving payments for garnishment, child
support, and levies are exempt from the requirements of this
rule.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1200 (June 2002).

8507. Enforcement of Rule

A. Vendor payments will be placed in a holding account
until such time that vendor completes an approved direct
deposit enrollment authorization form and forwards said
form to the Office of State Uniform Payroll.

B. Failure to adhere to this rule will result in termination
of payroll deduction privileges.

C. Current and prospective vendors requesting to receive
new payroll deductions through the Payroll Deduction Rule
(LAC 4:111.Chapter 1) will be denied acceptance for refusal
to receive payments via direct deposit or other approved
electronic means and receive supporting data via an
approved electronic means.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 28:1200 (June 2002).

Chapter 7.Recoupment of
Overpayments

§701. Definitions

Active Employee—employee currently working for the
agency that overpaid the employee.

Agency—any one of the 20 major departments of state
government and the executive office or any subdivision
thereof and any other entity paid through one of the 20 major
departments of state government or the executive office.
This includes those agencies using I1SIS HR for payroll and
those agencies not using ISIS HR for payroll.
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Deduction—any voluntary/involuntary reduction in net
pay (e.g., health insurance, united way, taxes)

Direct Deposit Reversal—a formal request to the financial
institution to return funds deposited into an account.

Division of Administration (DOA)—the Louisiana state
agency under the executive department which provides
centralized administrative and support services to state
agencies as a whole by developing, promoting, and
implementing executive policies and legislative mandates.

Gaining Agency—the agency to which the overpaid
employee is transferring.

ISIS Human Resource System (ISIS HR)—the integrated
statewide information system administered by the Division
of Administration, Office of State Uniform Payroll to
provide uniform payroll services to state agencies.

ISIS HR Non-Paid Agency—a state agency who uses a
system other than the I1SIS HR system to process payroll.

ISIS HR Paid Agency—a state agency who processes
payroll through the ISIS HR system.

Losing Agency—the agency from which the overpaid
employee is terminating/separating.

Net Pay—the amount of compensation due to the
employee after withholding all voluntary and involuntary
deductions from his wages and compensation earned.

Office of State Uniform Payroll (OSUP)—the section
within the Division of Administration primarily responsible
for the DOA statewide payroll system and administration of
the rules governing state employee payroll deductions.

Overpayment—unearned compensation of state funds to
employees.

Recoupment—reimbursement of overpayment that was
not due an employee.

Separated Employee—employee no longer working for
the agency that overpaid the employee.

Wage—payment for services to an employee.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:460.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 31:644 (March 2005).

§703. Introduction

A. Overpayments occur when compensation that is not
owed to the employee is paid in error. This includes but is
not limited to overpayment of wages, annual leave paid in
error, as well as, erroneous refunds of deductions. Unearned
payments to employees are prohibited by Article 7, Section
14 of the Louisiana State Constitution which prohibits the
donation of public funds. As a result, state agencies are
required to make a reasonable effort to recoup overpayments
to both active and separated employees. Agencies must also
establish internal controls to prevent overpayments. State
agencies are to develop specific policies regarding

Louisiana Administrative Code February 2025

24

recoupment of overpayments incorporating these procedures
into their policy.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:460.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 31:644 (March 2005).

8705. Notification to Employee of Overpayment

A. Employees must be notified immediately once an
agency determines that an overpayment has been made.
Written notification must be provided prior to withholding
the recoupment from a future payment(s). The notification to
the employee must include the following:

1. pay date(s) the overpayment occurred;
2. amount of the overpayment;

3. reason for overpayment;

4. agency plan of action for recoupment;

5. employee options for
overpayment, as appropriate; and

6. agency procedure by which the
recoupment can be disputed.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:460.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 31:644 (March 2005).

§707. Recoupment from Active Employees
A. The following repayment options are available:
1. direct deposit reversal:

a. agencies paid through ISIS HR must follow
OSUP policy for direct deposit reversals;

2. one-time deduction from a subsequent paycheck;
3. payment plan; or

a. recurring deductions can be established for a
period not to exceed 12 months. Agencies paid through ISIS
HR must obtain approval from OSUP for exceptions to the
12 month period;

4. personal payment from employee (i.e., check,
money order):

a. agencies paid through ISIS HR must obtain
approval from OSUP to accept a check from an active
employee.

reimbursement  of

proposed

B. If an employee who has been overpaid is separating
from the agency, the amount of the overpayment must be
withheld from the employee's final paycheck. If the full
amount is not recovered the agency should follow the
guidelines in §711.

C. The amount to be recouped in a one-time payment or
in recurring payments cannot bring the employee's biweekly
gross hourly wage amount below the federal minimum
wage. If the employee agrees to have a larger amount
withheld, the agency must obtain written approval from the
employee.
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AUTHORITY NOTE: Promulgated in accordance with R.S.
42:460.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 31:645 (March 2005).

8709. Recoupment from Employees Transferring to
Another State Agency

A. If an overpaid employee is transferring to another
state agency, and the losing agency has not completed the
recoupment process, the losing agency must notify the
gaining agency that the employee has an outstanding balance
due the losing agency. The losing agency must provide
pertinent documentation regarding the details of the
overpayment and the recoupment plan established:

1. employee transferring from ISIS HR paid agency to
another ISIS HR paid agency:

a. the gaining agency must continue any payment
plan that was established at the losing agency. If a payment
plan was not established, the losing agency and gaining
agency must coordinate the recoupment of the overpayment
through the payroll system. Agencies must follow guidelines
established by the Division of Administration for
transferring the funds received at the gaining agency back to
the losing agency;

2. employee transferring from an ISIS HR paid
agency to an ISIS HR non-paid agency, employee
transferring from an ISIS HR non-paid agency to an ISIS
HR paid agency, or employee transferring between two ISIS
HR non-paid agencies:

a. the losing and gaining agencies must work
together to determine a reasonable solution for recouping the
overpayment from the employee and for transferring funds
received at the gaining agency back to the losing agency.

B. If a payment plan is established in the payroll system
of the gaining agency, the amount to be recouped in a one-
time payment or in recurring payments cannot bring the
employee's biweekly gross hourly wage amount below the
federal minimum wage. If the employee agrees to have a
larger amount withheld, the agency must obtain written
approval from the employee.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:460.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 31:645 (March 2005).

8711. Recoupment from Separated Employees

A. Agencies must notify employee of overpayment
according to guidelines in §705. The written notice to the
employee must include a demand for repayment.

B. The following repayment options are available:

1. one-time personal payment from employee (i.e.,
check, money order); or

2. payment plan:
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a. employee may submit multiple payments as
agreed upon with the agency;

b. the period of recoupment may not exceed 12
months. Agencies paid through ISIS HR must obtain
approval from OSUP for exceptions to the 12 month period.

C. If an agency is unable to recover overpayments from
a separated employee, the agency must follow agency
policies regarding consulting the legal department of the
specific overpaying agency to determine if legal recourse is
warranted. Items to consider are:

1. total dollar value of the overpayment;

2. period of time for which the overpayment has
occurred;

3. period of time
overpayment;

that has elapsed since the

4. cost of recoupment efforts; and

5. likelihood of success of continued recoupment
efforts.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:460.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 31:645 (March 2005).

§713.  Condition of Employment

A. Prior to submitting job offers to prospective
employees, a signed statement must be obtained from the
prospective employee acknowledging his/her understanding
of the agency recoupment policy and that, if overpaid, the
overpayment may be recouped in a future pay period after
notification from the agency in accordance with the agency
policy. Prospective employees include new hires and
employees who have transferred from one agency to another
agency.

B. Departments/Agencies are responsible for
incorporating this condition of employment within the hiring
process and withholding job offers to prospective employees
failing to comply with this rule.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:460.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 31:645 (March 2005).

8715.  Agency Policies and Procedures

A. Agencies must develop polices with specific
procedures to follow when an employee has been overpaid.
The procedures in this rule must be incorporated into the
agency policy.

1. OSUP shall provide specific details on recoupment
procedures as related to the ISIS HR Payroll system via
OSUP memoranda.

2. Agencies not paid through ISIS HR must develop
policies as related to their payroll system.
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3. Agencies must incorporate into their recoupment
policy the policies and procedures for the collection and
reporting of accounts receivable which are published in the
November 20, 2002 edition of the Louisiana Register.

4. Agencies must incorporate into their recoupment
policy a dispute procedure for an employee to follow if the
employee does not agree with the agency claim of
overpayment.

B. All employees and agency staff who affect the pay
process in an agency including timekeepers, employee
administration, payroll, and human resources, are
responsible to assist in achieving an overall effective system
of control to produce accurate payments Thus, agencies are
to prepare internal control policies and maintain an effective
system of internal controls to prevent overpayments.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:460.

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 31:645 (March 2005).

Chapter 9.403(b) Tax Shelter Annuity
Program
§901. Establishment

A. The following identified agencies may sponsor and
participate in 403(b) plans for the benefit of their qualified
education employees through payroll deductions and
services afforded by the 1SIS Human Resource System:

1. Board of Supervisors for the University of
Louisiana System;

2. Louisiana School for the Deaf (renamed as
Louisiana Schools for the Deaf and Visually Impaired);

3. Louisiana School for Math, Science and the Arts;
Board of Regents;

New Orleans Center for Creative Arts;

Louisiana Universities Marine Consortium;

Department of Education State Activities;

© N o g &

Recovery School District; and

9. any other ISIS HR paid agency which meets the
Internal Revenue Code requirements applicable to 403(b)
plans.

B. Each agency to sponsor a 403(b) plan shall sign an
interagency agreement with the Division of Administration,
agreeing to sponsor a 403(b) plan written to the agency’s
specifications. Each written plan, and any amendments made
thereto, shall be approved as to form by the Commissioner
of Administration through the Office of State Uniform
Payroll and shall comply with this rule and all applicable
IRS regulations. All plan agreements must be signed by the
agency appointing authority and forwarded to the Office of
State Uniform Payroll for review. The following plan options
shall not be allowed: 1) Roth 403(b) contributions; 2)
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employer contributions; and 3) 15 year service catch-up
options. Any plan may provide for a distribution option at
age 59 1/2. All plans shall allow participation by all eligible
employees. Loan repayments shall not be handled through
payroll deduction. Each agency, with oversight and approval
of the Commissioner of Administration through the Office of
State Uniform Payroll, shall administer its written 403(b)
plan covering qualified ISIS HR paid education employees
according to this rule.

C. The Office of State Uniform Payroll shall serve as the
payroll agent/paymaster of the plan responsible for directing
payroll deductions to the appropriate vendors. Agencies
must work with the Office of State Uniform Payroll if a
desired vendor does not have a current payroll deduction.
The Office of State Uniform Payroll shall delegate any
responsibility for making all eligible employees aware of
plan participation ("universal awareness") to each individual
agency sponsoring a plan. All plans must be monitored for
IRS compliance through a plan monitor approved by the
Office of State Uniform Payroll. Any 403(b) plan sponsored
shall be voluntary, shall be designated as non-ERISA, and
shall be non-contributory on the part of any sponsor,
employer or agency of the state.

D. Sponsoring agencies, in cooperation with the Division
of Administration, are authorized to enter into contracts with
commercially available plan monitors at no cost to the
sponsor, employer or agency of the state, to assist in
formulating, instituting and monitoring their 403(b) Tax
Shelter Annuity plans. Once adopted, any 403(b) plan shall
be managed by the sponsor in the best interests of the
participating employees, subject to any rule or regulation
adopted by the Division of Administration. Nothing shall
prevent the Division of Administration from adopting
emergency rules from time to time regarding the duties and
operation of sponsored plans.

E. The Office of State Uniform Payroll may develop
internal policies and forms whenever necessary to regulate
the following:

1. submission of 403(b) plans and amendments for
approval;

2. approval of documents and

amendments;

403(b) plan

3. content and acceptance of interagency agreements;

4. approval of proposed vendors and plan monitors;
and

5. payroll deductions.

F. If the Division of Administration determines that
continued sponsorship of any 403(b) Tax Shelter Annuity
plan for state employees paid through ISIS Human Resource
System is not in the best interests of the state, it shall cause
the sponsoring agencies to give adequate notice to the
participants prior to terminating the plan, and shall cause the
sponsoring agencies to comply with all applicable IRS
regulations related to dissolving 403(b) plans.
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AUTHORITY NOTE: Promulgated in accordance with R.S.
42:455 (A).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 37:1404 (May 2011).

Chapter 11. State Combined
Charitable Campaign (SCCC)
Deductions

§1101. Definitions

Agency Number—three digit identifier representing a
single agency in the LaGov HCM payroll system which
serves as a key for processing and reporting.

Campaign Period—the period of solicitation by the
Principal Combined Fundraising Organization when
contributions will be obtained for the State Combined
Charitable Campaign. The campaign period will occur
annually in the fall.

Campaign Coordinator—the state employee designated
by the agency/department head to attend coordinator
training, secure campaign materials and support from the
Principal Combined Fundraising Organization, prepare and
send communications as required to support the annual
campaign at his/her location, arrange for a presentation to
employees, turn in pledge forms to the Principal Combined
Fundraising Organization, maintain confidentiality of pledge
information, and complete the campaign evaluation form for
their agency.

Charitable Organization—a volunteer, not-for-profit
organization under section 501(c)(3) of the Internal Revenue
Code which provides health or human services to
individuals.

Charity List—a comprehensive listing of charitable
organizations approved to be included in the materials
prepared for and/or presented in the State Combined
Charitable Campaign.

Contribution—biweekly deduction authorized by an
employee during the campaign period.

Data File—the body of information documented by
copies of correspondence between the Office of State
Uniform Payroll, the Principal Combined Fundraising
Organization, departments/agencies, charitable
organizations, and state employees relative to employee
solicitation, participation, contributions, and service from the
Principal Combined Fundraising Organization.

Deduction—any voluntary reduction of net pay under
written authority of an employee, which is not required by
federal or state statute, or by court ordered action.

Department/Agency—as referenced herein shall be any
one of the major departments of the executive branch of
state government or any subdivision thereof as defined under
R.S. 36:4.

Division of Administration (DOA)—the Louisiana state
agency under the executive department which provides
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centralized administrative and support services to state
agencies as a whole by developing, promoting, and
implementing executive policies and legislative mandates.

Guidelines for Review—as referenced herein shall mean
the set of criteria established for the annual evaluation
process.

LaGov Human Capital Management Payroll System
(LaGov HCM)—the statewide system administered by the
Division of Administration, Office of State Uniform Payroll
to provide uniform payroll services to state agencies.

Memorandum  of  Understanding (MOU)—uwritten
agreement between the Principal Combined Fundraising
Organization and the Division of Administration through the
Office of State Uniform Payroll to ensure compliance with
rules and other necessary requirements in carrying out
annual campaigns.

Office of State Uniform Payroll (OSUP)—the section
within the Division of Administration primarily responsible
for the administration of the rules governing state employee
payroll deductions.

Principal Combined Fundraising Organization (PCFO)—
the organization which conducts and manages an annual
campaign among state employees on behalf of participating
charitable organizations. The Louisiana Association of
United Ways (LAUW) shall serve as the principal combined
fundraising organization for the Louisiana State Combined
Charitable Campaign.

SED-7—as referenced herein shall be the standard form,
State Combined Charitable Campaign Application, required
to be submitted with any application.

SED-8—as referenced herein shall mean the standard
State  Combined Charitable  Campaign  Deduction
Authorization form developed by the Division of
Administration, Office of State Uniform Payroll used to
process employee charitable organization deductions.

State  Combined Charitable Campaign (SCCC)—the
annual combined charitable fundraising program established
by law to receive and distribute voluntary payroll deduction
contributions of state employees paid through the LaGov
HCM payroll system. The State Combined Charitable
Campaign shall be the only authorized payroll deduction
charitable fundraising effort among state employees.

Substantial Local Presence—operations of at least 20
hours per week in Louisiana.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:456(A)(3).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 39:3272 (December 2013).

§1103. Deduction Rule Authority

A. OSUP is responsible for the administration of the
rules governing state employee payroll deductions.
Nonprofit community health and human services charity
deductions that are authorized through OSUP are for all state

Louisiana Administrative Code February 2025



ADMINISTRATION

employees and all state agencies of the executive branch of
state government as defined under R.S. 36:4 who are paid
through the central payroll system, LaGov HCM. The rules
established hereunder do not create substantive rights in
favor of any charitable organization or PCFO, nor do they
create a cause of action in favor of any charitable
organization or PCFO against or among themselves, or
against the State, any participating agency, a campaign
coordinator or any other employee, person or entity.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:456(A)(3).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 39:3273 (December 2013).

§1105. Fees

A. Fees incurred as a result of the State Combined
Charitable Campaign shall be handled in accordance with
the procedures agreed upon by OSUP and the PCFO as
outlined in the MOU.

1. The PCFO shall deduct all fees from the employee's
contribution prior to distributing contributions to charitable
organizations.

2. Disclosure of any and all fees shall be included on
the standard State Combined Charitable Campaign
Deduction form (SED-8) and included in campaign material,
and displayed on any electronic enrollment site.

3. The PCFO shall provide OSUP with a breakdown
of fees withheld on an annual basis.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:456(A)(3).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 39:3273 (December 2013).

81107. Charitable Organization Application Process

A. Applications must be submitted annually and will be
accepted by OSUP between January and March 1 each year.
The standard application form (SED-7) can be obtained from
OSUP.

1. Applications must meet all requirements
established by OSUP and the PCFO as outlined in §1111.

2. Charitable organizations that do not provide all
documentation and/or do not meet all eligibility
requirements established by OSUP and the PCFO will not be
considered. Charitable organizations who do not meet all
requirements will receive written notification from OSUP of
denial of their application.

B. OSUP and the PCFO will conduct a review of all
applications submitted for compliance and eligibility as
stated in this rule. OSUP/PCFO will maintain basic
guidelines for review to follow in the conduct of the annual
review of charitable organizations. These guidelines are on
file at OSUP/PCFO and are available upon request.

C. On or before April 30 annually, OSUP shall provide
to the commissioner of administration, or his designee,
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recommended actions relative to charitable organization
compliance with all other provisions of this rule.

D. On or before May 31 annually, the commissioner of
administration, or his designee, shall advise OSUP whether
recommendations have been accepted or denied.

E. On or before June 30 annually, OSUP will:

1. notify each charitable organization whether their
application was approved or denied. Approval of charitable
organization in no way constitutes endorsement or
certification of the charitable organization by the state;

2. notify the PCFO of the charitable organizations
approved to be included on the charity list for the upcoming
campaign period.

F. Any charitable organization that was included in the
preceding charitable campaign must complete a new
application annually in order to be included in the next
annual charitable campaign.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:456(A)(3).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 39:3273 (December 2013).

81109. Definition of Community Health and Human
Services Charities

A. Defined as federations or agencies whose primary
mission is to directly benefit human beings in a non-
discriminatory manner, whether children, youth, adults, the
aged, the ill and infirm, or the mentally or physically
handicapped.

B. Services must consist of assistance, care, research, or
education in the fields of human health or social adjustment
or rehabilitation; relief for victims of natural disasters and
other emergencies; or assistance to those who are
impoverished and in need of food, clothing, shelter, and
basic human welfare services.

C. A community health and human services charity may
serve Louisiana as a whole, or may serve a targeted
geographic area of Louisiana, or may target certain
demographics of Louisiana residents with health or medical
needs unique or predominating in the defined population.

D. Specific exemptions may be made from time to time
for charities that primarily serve the poor overseas in the
aftermath of natural or man-made disasters and emergencies.

E. The following are specifically excluded from
consideration as health and human services charities.

1. Educational Charities: organizations whose primary
purpose is the direct or indirect financial support of a
particular institution or affiliated institutions of primary,
secondary or higher education. An education-affiliated
charity that otherwise meets the definition of a community
health and human services charity, which provides those
services and which does not divert public support to the
financial support of a particular institution or affiliated
institutions of primary, secondary or higher eduation, shall
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not be excluded as a community health and human services
charity by virtue of its educational affiliation.

2. Cultural Charities: organizations whose primary
purpose is cultural, including those which concern
themselves primarily with promoting, assisting, identifying,
teaching or empowering individuals, groups, families, or
communities to accept, identify with, participate in or learn
about particular non-health related characteristics or
activities of a state, country or region, or an ethnic, national,
religious, ancestry or cultural group, including but not
limited to: race, national origin, religion, ancestry, sexual
orientation, practices, age, art, crafts, architecture, beliefs,
industry, music, dance, sports, literature, food, history or
fashion associated with such a group.

3. Religious Charities: organizations whose primary
purpose is religious, including those which concern
themselves primarily with promoting, assisting or
empowering a particular religion or belief system, or which
promotes, assists or empowers individuals, groups, families
or communities to accept, identify with, participate in,
worship under, convert to or learn about the particular
beliefs, teachings or practices of a religion. A religious-
affiliated charity that otherwise meets the definition of a
community health and human services charity, which
provides those services, and which does not divert public
support to religious purposes or activities, shall not be
excluded as a community health and human services charity
by virtue of its religious affiliation.

4. Political Purpose Charities: organizations whose
primary purpose is political, including those which concern
themselves primarily with promoting, assisting or
empowering a particular political party, set of political
beliefs, set of political ideas, or endorsing a particular
candidate or set of candidates or political party, or which
promotes, assists or empowers individuals, groups, families
and communities to participate in the political process, vote,
organize to vote or to support political candidates, or to
accept, identify with or learn about the political views of any
candidate, group, party or organization. An organization
which otherwise meets the definition of a community health
and human services charity but which has diverted public
support to a political purpose, may be excluded from
consideration as a health and human services charity.

AUTHORITY NOTE: Promulgated in accordance with R.S.
42:456(A)(3).

HISTORICAL NOTE: Promulgated by the Office of the
Governor, Division of Administration, Office of State Uniform
Payroll, LR 39:3274 (December 2013).

81111. Charitable Organization Requirements and
Responsibilities
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