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 Amended indicates a revision to a Section. 
 Repromulgated indicates republication of a Section. This term is 
used when there are no changes in the content of the rule or when the 
rule is being reprinted with technical changes. 
 Repealed indicates that a Section is being deleted in its entirety. 

Example: 
HISTORICAL NOTE: Promulgated by the Department of Horse 
and Buggy, Board of Wheels, LR 8:72 (February 1982), 
amended LR 10:224 (May 1984), LR 11:1031 (August 1985), 
amended by the Department of Driving Safety, Office of 
Vehicles, LR 16:331 (April 1990), LR 19:1330 (October 1993). 
Note the use of punctuation and capitalization in the prior 

example. The following details are of particular importance. 

a. No periods or semicolons are used within the note. 

b. There is a space between LR and the number immediately 
following. 

c. There are no commas separating month from year in the 
parenthetical dates. 

d. The words "AUTHORITY NOTE" and "HISTORICAL 
NOTE" are in all capital letters and are separated from the text by a tab. 

 
D. Document Contents  

1. Notices of Intent 

A Notice of Intent is a proposed rule made available to the public, 
oversight committees, and Governor for review. It is a "package of 
information" containing the materials prescribed in R.S. 
49:953(A)(1)(a). Below is the information needed for a Notice of Intent 
in the order it is to be included in your document. 

• Preamble. The opening paragraph(s) should contain the department's 
statutory authority for rule making (citation of the enabling authority), 
the basis and rationale for the intended action, and the intended action 
being taken (adopting, amending, or repealing). 

• Rule Text. The proposed rule should be in codified format showing its 
placement in the Louisiana Administrative Code. (Title, Part, Chapter, 
Section...) If you are amending existing sections, an 
underline/strikethrough version of this document should be sent to the 
House and the Senate. The Office of State Register prints only the 
current text and will need a copy in that format.  
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By printing only the changed portion, the public views only the text 
that has been amended. Printing the entire version has benefits and 
drawbacks. One of the drawbacks of printing proposed and existing 
text together is that you may receive comments on the existing text 
that is not open for public review. If you decide to print the sections 
in their entirety, specify the changes in the opening paragraph for 
clarification.) 

• Family Impact Statement (R.S. 49:972) 
• Poverty Impact Statement (R.S. 49:973) 
• Small Business Analysis (R.S. 49:978.5), and if required, a Small 

Business Statement (R.S.49:956.5) 
• Provider Impact Statement (HCR 170 of the 2014 Regular Session) 
• Public Comments Paragraph. A paragraph explaining where and to 

whom the public can present comments concerning the proposed rule: 
where to send comments, ending date of acceptance, and name of person 
responsible for handling all inquiries. 

• Hearing Paragraph. A paragraph containing hearing information (where 
and when) is needed if the agency feels that a hearing will be requested 
pursuant to R.S. 49:953(A)(2)(a). 

• Fiscal and Economic Impact Statement. A statement prepared by the 
agency and approved by the Legislative Fiscal Office. [R.S. 
49:953(A)(1)(a)(ii) and (iii)] 

2. Rules 

A Rule must be promulgated in the Louisiana Register to be 
effective and enforced. A Rule may be submitted for publication only 
after legislative fiscal and economic approval, public review, and 
legislative review. 

When submitting a final Rule that was previously published as a 
Notice of Intent, DO NOT resubmit an electronic copy. Simply 
photocopy the Notice of Intent from the Register in which it was 
published and mark in red ink any changes to be made. When marking 
changes, keep the following guidelines in mind. 

• All indicated changes must be technical, unless a hearing has been 
conducted pursuant to R.S. 49:968(H)(2). If there are substantial 
changes pursuant to a hearing, then the agency is required to submit a 
copy of the Potpourri Hearing Notice and confirmation from the 
Legislative Fiscal Office that the Rule is approved for adoption. 

• In the introductory paragraph, phrases such as "proposed Rule" will be 
changed to "Rule," and phrases such as "intends to adopt" will become 
"has adopted." 

• Unless otherwise stated, the sentence, "This Rule is hereby adopted on 
the day of promulgation." will be added to the end of all opening 
paragraphs. This adoption date is pursuant to R.S. 49:953(A)(1) and R.S. 



15 LAC Style Manual 
 

49:954. It is not to be confused with the rule-making approval given by 
an agency head. 

• The Fiscal and Economic Impact Statement, along with the Family 
Impact Statement, Poverty Impact Statement, Small Business Analysis, 
Provider Impact Statement, Public Comments paragraph, and the Public 
Hearing paragraph will be deleted. 

3. Emergency Rules 

Emergency Rules are intended for critical, temporary relief. 

An Emergency Rule is a declaration of an emergency situation 
wherein critical regulatory changes are needed. This temporary rule 
can be effective upon adoption and remains in effect for no more than 
180 days. See R.S. 953.1 

The document requirements for an emergency rule are a 
compilation of all the requirements in R.S. 49:953.1 (B)(1)(a)-(c). The 
entire Emergency Rule is to be printed in the Louisiana Register and 
submitted in accordance with Office of State Register guidelines. The 
Emergency Rule must be in the following order and in one electronic 
document: 

• Opening Paragraph(s). (Agency Statement) This is a paragraph(s) 
explaining the nature of the emergency, pursuant to R.S. 953.1 (B)(1)(a), 
the department's basis and rationale for the action, the effective date, and 
the agency's rule making authority. 

• Rule Text. The proposed rule should be in codified format showing its 
temporary placement in the Louisiana Administrative Code. (Title, Part, 
Chapter, Section...) If you are amending existing sections, an 
underline/strikethrough version of this document should be sent to the 
House and the Senate. The Office of State Register prints only the 
current text and will need a copy in that format. 

4. Policy and Procedure Memoranda 

Policy and Procedure Memoranda are published in the Louisiana 
Register after being approved by the Commissioner of the Division of 
Administration. Policy and Procedure Memoranda are placed within 
Title 4 of the Louisiana Administrative Code and should be codified 
appropriately. 

5. Committee Reports 

Committee Reports are published in the Louisiana Register after 
being approved by the oversight committee. The title for the report 
should include the corresponding Notice of Intent and/or Emergency 
Rule being reviewed along with the appropriate LAC citation. 
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6. Governor Reports 

Governor Reports are published in the Louisiana Register after 
being approved by the governor. The title for the report should include 
the Committee Report being reference along with the appropriate LAC 
citation of the corresponding Notice of Intent and/or Emergency Rule 
being reviewed. 

7. Public Notices 

The Potpourri section contains a variety of notices that state 
agencies promulgate through the Louisiana Register. 

All such notices are to be prepared and submitted for publication 
in MSWord. 

Standardized formatting is required. 

For substantive changes hearing notices, the document should be 
in the following order: 

• Opening Paragraph(s). (Agency Statement) This is a paragraph(s) 
explaining the basis and rationale for the changes being made to the 
proposed rule. Cite where the original notice of intent can be viewed, 
the Louisiana Register volume and corresponding page number(s). 

• Rule Text. The proposed changes should be in codified format showing 
the temporary placement(s) in the Notice of Intent (Title, Part, 
Chapter, Section...). 

• Hearing Paragraph. A paragraph containing hearing information 
(where and when). 

 
E. Technical Submittal Requirements  

A document to be published in a given month must be submitted 
to the Office of State Register by noon on the tenth day of that month 
(for example: a document to be published in the April Register must be 
submitted by April 10). If the tenth of the month falls on a weekend, 
the deadline becomes noon on the preceding Friday. 

The rule writer should be present upon document submittal. 
He/she will meet with an OSR representative to go over both electronic 
and hard copy submittal. Both electronic and hard copy submittal will 
need to be filed before the deadline. An incomplete filing will delay 
your printing date. The following materials must be submitted for each 
document. 
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• A Signed Insertion Order. The insertion order provides us with basic 
information about the document, such as the type of document, the 
document title, the rulemaking agency, and the contact person at the 
agency. Each individual document must be accompanied by an 
insertion order, and every insertion order must be signed by an agency 
designee. 

• A copy of the document to be printed. 
• MSWord copies of Emergency Rules, Notices of Intent and Potpourri 

Notices should to be e-mailed to Reg.Submission@la.gov prior to 
office submittal. Each MSWord document must contain all materials to 
be printed, in specified order. 

• An original approved Fiscal and Economic Impact Statement (FEIS) 
for each Notice of Intent. 

1. Notices of Intent 

Notices of Intent (proposed Rules) require Legislative submittal 
and Office of State Register submittal. Both submittals must be 
completed on the same day. These submittals may be done via email. 

The email should include the following attachments: 

a. a signed insertion order. The insertion order provides OSR 
with basic information about the document, such as the type of 
document, the document title, the rulemaking agency, and the contact 
person at the agency. Each individual document must be accompanied 
by an insertion order, and every insertion order must be signed by an 
agency designee; 

b. a PDF copy of the Notice of Intent in 
strikethrough/underscore format; 

c. an MSWord copy of the Notice of Intent in paragraph 
overlay format (Register publication format); 

d. a PDF of the approved Fiscal and Economic Impact 
Statement (FEIS). 

All e-mail submissions must include the words “Notice of Intent” 
in the subject line of the emails. The emailed submissions can be done 
in globo, one email including all recipients. For email addresses, refer 
to: https://www.doa.la.gov/doa/osr/ training/document-filing/ 

Notices of Intent (proposed Rules) by boards who are classified as 
Occupational Licensing Boards require preapproval by the 
Occupational Licensing Review Commission. 
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2. Rules 

Rules require Office of State Register submittal. This submittal 
may be done via email. The email should have “Rule” in the subject 
line and include the following attachments: 

a. a signed insertion order. The insertion order provides OSR 
with basic information about the document, such as the type of 
document, the document title, the rulemaking agency, and the contact 
person at the agency. Each individual document must be accompanied 
by an insertion order, and every insertion order must be signed by an 
agency designee; 

b. a PDF copy of the photocopy the Notice of Intent from 
the Register in which it was published with any technical changes 
marked in red. 

c. a PDF copy of the Summary Report that was submitted for 
legislative oversight; 

d. a PDF copy of the Occupational Licensing Review 
Commission approval (commission meeting minutes). 

3. Emergency Rules 

Emergency Rules require Governor’s Office submittal, Legislative 
submittal, Attorney General’s Office submittal and Office of State 
Register submittal. This is to be completed by the fifth day after 
adoption. See CCP 5059 for computation of time. 

All e-mail submissions must include the words “Emergency 
Rules” in the subject line of the emails. The emailed submissions can 
be done in globo, one email including all recipients. 

The email should include the following attachments: 

a. a signed insertion order. The insertion order provides OSR 
with basic information about the document, such as the type of 
document, the document title, the rulemaking agency, and the contact 
person at the agency. Each individual document must be accompanied 
by an insertion order, and every insertion order must be signed by an 
agency designee; 

b. a PDF copy of the signed and dated Emergency Rule in 
strikethrough/underscore format; 

c. an MSWord copy of the Emergency Rule in paragraph 
overlay format (Register publication format); 

 

https://www.doa.la.gov/doa/osr/training/rule/
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F.  Templates  

1. Notices of Intent 

A Notice of Intent is a compilation of all the requirements in 
R.S. 49:953 (A)(1)(a). The entire Notice of Intent is to be printed in the 
Louisiana Register and submitted in accordance with Office of State 
Register guidelines. The Notice of Intent must be in the following order 
and in one electronic document: 

NOTICE OF INTENT 
Department Name 

Office Name 
Title of Proposed Rule and LAC Citation 

Example: Navigation Systems 
(LAC 52:XIX.313 and 319) 

Preamble 
Example: Notice is hereby given in accordance with the provisions of 
the Administrative Procedure Act, R.S. 49:950 et seq., and through 
the authority granted in R.S. 44:718(D) that the Board of Navigation 
proposes to amend Chapter 3 to facilitate the temporary registration 
of out-of-state vehicles containing factory navigation systems. 

LAC Title Number 
Title Name (UPPERCASE) 

Part Number and Name 
Chapter Number and Name 
Section Number and Name 

Codified Contents of Section 
Authority Note 
Historical Note 

**Continue Sections as applicable** 
Family Impact Statement 
Poverty Impact Statement  

Small Business Analysis 
Small Business Statement (if required) 

Provider Impact Statement (*HCR 170 of 2014*) 
Public Comments or Interested Persons Paragraph 

Public Hearing Paragraph (if applicable) 
Name of Person Responsible and Title 
Fiscal and Economic Impact Summary 

This format is the same as is printed in the Louisiana Register. Please follow 
all guidelines outlined in the LAC Handbook for codification, capitalization 
and general grammar rules. 
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2. Emergency Rules 

An Emergency Rule is a compilation of all the requirements in 
R.S. 49:953.1. The entire Emergency Rule is to be printed in the 
Louisiana Register and submitted in accordance with Office of State 
Register guidelines. The Emergency Rule must be in the following 
order and in one electronic document. 

EMERGENCY RULE 
Department Name 

Office Name 
Title of Proposed Rule and LAC Citation 

Example: Navigation Systems  
(LAC 52:XIX. 313 and 319) 

Preamble 
This is a paragraph(s) explaining the nature of the emergency, pursuant to R.S. 
49:953.1, the department's basis and rationale for the action, when the 
Emergency Rule will be effective, and under what authority the agency is able 
to promulgate rules. 

Example: The Department of Social Services, Office of Family 
Support, has exercised the emergency provision in accordance with 
R.S. 49:953(B), the Administrative Procedure Act to adopt LAC 
67:III:5591, Jobs for America's Graduates Louisiana (JAGS-LA) 
Program as a new TANF initiative. This Emergency Rule effective July 
1, 2022, will remain in effect for a period of 120 days. 
 Pursuant to House Bill 1 of the 2022 Regular Session of the 
Louisiana Legislature, the agency is adopting the JAGS-LA Program 
to keep in school those students at risk of failing in school, to capture 
out-of-school youth in need of a high school education, to provide an 
avenue for achieving academically, and to assist students in ultimately 
earning recognized credentials that will make it possible for them to 
exit school and enter post-secondary education and/or the workforce. 

LAC Title Number 
Title Name 

Part Number and Name 
Chapter Number and Name 
Section Number and Name 

Codified Contents of Section 
Authority Note 
Historical Note 

**Continue Sections as applicable** 
Name of Person Responsible and Title 

This format is the same as is printed in the Louisiana Register. Please follow 
all guidelines outlined in the LAC Handbook for codification, capitalization 
and general grammar rules. 
 



21 LAC Style Manual 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OSR provides training on rule making content and procedure.  
For more information, contact the office at 225.342.5015, or visit: 
https://www.doa.la.gov/doa/osr/ 




