
Title 31 

 ELECTIONS 

Part II.  Voter Registration 

 

Chapter 1.  Registrars of Voters 

 

§101. ERIN Manual 

A.  The Department of State operates a statewide voter registration computer 

system for the registration of voters throughout the state, the Elections and Registration 

Information Network, commonly referred to as "ERIN". 

B.  The Secretary of State shall provide all registrars of voters with an ERIN 

Manual to be utilized with respect to the statewide voter registration computer system. 

This manual shall establish procedures with respect to all records, data, and information 

required for the registration of voters and the transfer of information to the department. 

All registrars of voters shall utilize this manual to ensure the proper registration of voters. 

A uniform cost for the preparation of lists of registered voters shall be included in the 

manual. Any updates of the manual provided by the department to the registrars of voters 

shall be incorporated into the manual by each registrar of voters. 

C.  The ERIN Manual shall be submitted to the Committee on House and 

Governmental Affairs and the Senate and Governmental Affairs Committee for 

informational purposes. Both committees shall be kept informed of any changes to the 

manual. 

D.  Copies of the ERIN Manual can be viewed at the Department of State, 

Elections Program, XII United Plaza Building, First Floor, 8585 Archives Avenue, Baton 

Rouge, LA or at each office of the registrar of voters throughout the state, or at the Office 

of the State Register. 

AUTHORITY NOTE:  Promulgated in accordance with R.S. 18:18, R.S. 18:31, 

and R.S. 36:742. 

HISTORICAL NOTE:  Promulgated by the Department of State, Elections 

Division, LR 34:704 (April 2008). 

 
§103. Removal of Registrar of Voters for Cause 
 A.  A proceeding for the removal of a registrar shall be commenced by the state 

board of election supervisors upon the receipt of a resolution from a parish governing 

authority which includes the following information: 

  1.  accusations of willful misconduct relating to the registrar's official 

duty, willful and persistent failure to perform his duties, persistent public conduct 

prejudicial to the administration of the laws relative to the registration of voters that 

brings the office into disrepute, or conviction of a felony; and 

  2.  favorable adoption of the resolution by at least two-thirds of the 

membership of the parish governing authority. 

 B.  A proceeding for the removal of a registrar may be commenced by the state 

board of election supervisors upon the written complaint filed with the state board of 

election supervisors by one or more natural persons of legal age who reside within the 



parish served by the registrar whose removal is sought, which complaint includes the 

following information: 

  1.  the name and mailing address of each complainant; 

  2.  the name of the registrar whose removal is sought and the parish he 

serves; 

    3.  the reasons the removal is necessary; 

    4.  a full statement of the facts, commissions or omissions upon which the 

complaint is based, including the names of persons, dates, places and circumstances, so 

as to fully inform the registrar as to the factual basis for the complaint. No evidence of 

any fact not alleged in the complaint shall be brought before the board during the hearing; 

    5.  a clear statement that the complainant is seeking the removal of the 

registrar from office; and 

    6.  signature of each complainant and verified under oath before a notary 

or two witnesses. 

 C.  The original resolution or complaint shall be filed with the chairman of the 

state board of election supervisors by personal delivery to his office, or by regular or 

certified mail. The chairman of the state board of election supervisors shall provide notice 

of the resolution or complaint to the accused registrar by certified mail, return receipt 

requested with restricted delivery to addressee only. 

 D.  Upon receipt of the resolution or complaint, the chairman of the board shall 

examine each resolution or complaint and may reject the resolution or complaint for 

filing if he finds that it fails to state a cause of action for removal pursuant to R.S. 18:53 

or fails to comply with the filing requirements herein. If the chairman rejects the filing of 

the resolution or complaint, he shall notify the board, the parish governing authority or 

complainant and the registrar accordingly. If the chairman accepts the filing of the 

resolution or complaint, he shall notify the board, the registrar, and either the parish 

governing authority or the complainant of the scheduled hearing date, time and place, to 

be set no later than 30 days from receipt of the complaint. All notices to the registrar and 

parish governing authority or complainant shall be by certified mail return receipt 

requested with restricted delivery. The notice of hearing shall be in compliance with the 

provisions of R.S. 49:955. 

 E.  If the chairman rejects the filing of the resolution or complaint, the parish 

governing authority or complainant may amend the resolution or complaint to state a 

claim within 10 days of the mailing date shown thereon of the rejection of the filing. If 

the parish governing authority or complainant fails to file an amended resolution or 

complaint within the time allowed, the chairman of the board shall dismiss the resolution 

or complaint. 

 F.  The board may consolidate complaints if they relate to common issues or to 

the same actions or events. 

 G.  The board shall compile and maintain an official record in connection with 

each resolution or complaint, containing at a minimum a copy of the following: 

  1.  the resolution or complaint, and any board authorized amendments; 

  2.  any written submissions by the parish governing authority, 

respondent(s), or other interested persons, including any responses authorized by the 

board; 



  3.  a written report of any investigation conducted or commissioned by the 

board; 

    4.  copies of all notices and correspondence to or from the board in 

connection with the resolution or complaint; 

    5.  originals or copies of any tangible evidence produced at any hearing 

conducted pursuant to these rules; 

    6.  original tape recording produced at any hearing conducted pursuant to 

these rules and a copy of any hearing transcript; and 

    7.  a copy of any final decision issued by the board. 

 H.  The respondent registrar may file a written answer to the resolution or 

complaint, notarized or witnessed as provided for herein, prior to the hearing wherein he 

may admit or deny specifically each of the allegations of the resolution or complaint, and 

otherwise answer to the resolution or complaint. The board for good cause shown may 

allow an extension of the time period for answering, if requested by the respondent. 

 I.  Postponements or continuances of any hearing are subject to board approval. 

 J.  Either party or the board, at their cost, may order copies of the transcription of 

the testimony using the state's uniform fee schedule for copies of public records. 

 K.  The hearing shall be conducted in accordance with the provisions of the 

Administrative Procedure Act. A complainant, respondent, or other person who testifies 

or presents evidence at the hearing may, but need not, be represented by an attorney. 

 L.  The board shall render its decision within 10 days after the hearing. All 

decisions shall comply with the requirements of R.S. 49:958. The decision shall become 

final 30 days after the mailing date shown thereon, unless a rehearing has been timely 

requested by either party, or unless the registrar, whose removal has been ordered, files a 

petition for judicial review by trial de novo in the Nineteenth Judicial District Court 

before the expiration of the 30-day period. 

 M.  A rehearing may be requested within 10 days from the date of the board's 

written decision on the grounds listed in R.S. 49:959, and if requested timely, the board 

shall follow the procedures for rehearing in accordance with R.S. 49:959. 

 N.  If the respondent registrar requests a rehearing, the decision upon rehearing, or 

denial thereof, shall become final 30 days after the mailing date shown thereon, unless 

the registrar files a petition for judicial review by trial de novo in the Nineteenth Judicial 

District Court before the expiration of the 30-day period. 

 O.  All filings and correspondence shall be addressed to State Board of Election 

Supervisors, Secretary of State, Department of State, P.O. Box 94125, Baton Rouge, LA 

70804-9125. 

   AUTHORITY NOTE:  Promulgated in accordance with R.S. 18:24 and R.S. 

18:53. 

   HISTORICAL NOTE:  Promulgated by the Department of State, Board of 

Election Supervisors, LR 5:328 (October 1979), amended LR 34:1635 (August 2008). 

 

§105.  Sale of Voter Registration Lists 

A.  The Department of State generates voter registration lists through ERIN and 

establishes guidelines that shall be provided to the registrars of voters for the sale of voter 

registration lists to the general public. 



B.  Voter registration lists can either be requested through the department's 

website www.GeauxVote.com or through a registrar of voters' office.  All lists must be 

paid for in advance based upon an estimate provided by either the department or registrar 

of voters to the client.  All estimates will be signed by the client, unless the estimate is 

submitted electronically.  Checks, money orders and credit cards are the acceptable forms 

of payment.  Payment shall either be given to the department or the Registrar of Voters' 

office.  If the registrar of voters' office receives the payment, the registrar shall fax a copy 

of the check or money order to the department and mail the check or money order to the 

department within 48 hours.  

C.  The department hereby establishes the cost schedules detailed below for the 

sale of voter registration lists. 

1.  List of Voter Registrations in PDF Format 

 

Number of Voters Cost 

1-2,000 voters $20 

2,001 + 

$0.01 x number of 

voters, not to exceed 

$5,000 

 

a. This list can be requested without districts and should contain 

the following information:   parish, registration number, ward, precinct, name, party, age, 

sex, race, last-vote-date, residence, and mailing addresses.  If requested, the list will 

provide telephone numbers. 

   b.  This list can be requested with districts and should contain the 

same information above plus the following information: congressional, senatorial, 

representative, police jury/council, justice of the peace, school board, city district, district 

court, Public Service Commission, Board of Elementary and Secondary Education, tax 

ward district, and eight special districts.  If requested, the list will provide telephone 

numbers. 

   c.  This list can be ordered for delivery via electronic mail or CD-

ROM.  Each duplicate copy of the CD-ROM costs one-fourth the cost of the original. 

  2.  Mailing Labels in PDF Format 

 

Number of Voters Cost 

1-2,000 voters $20 

2,001 + 

$0.01 x number of 

voters, not to exceed 

$5,000 

 

   a.  Label formatted pdf files may be ordered with the following 

information: 

 i.  voter's name and mailing address only; or 

 ii.  voter's name, mailing address, ward and precinct. 

   b.  The mailing labels in pdf format can be ordered for delivery via 

electronic mail or CD-ROM.  Each duplicate copy of the CD-ROM costs one-fourth the 

cost of the original. 



 

    3.  List of Voter Registrations in Text Format  

 

Number of Voters Cost 

1-2,000 $20 

2,001 + 

$0.01 x number of 

voters, not to exceed 

$5,000 

 

a. The data is in text format.   

b. The text format list should provide the following information:  

parish, name, ward, precinct, party, residence and mailing addresses, sex, race, age, 

status, registration date, registration number, last 20 dates voted, and all district 

information.   

c. If requested, the telephone number will be provided. 

   d.  The text format list can be ordered for delivery via electronic 

mail or CD-ROM.  Each duplicate copy of the CD-ROM costs one-fourth the cost of the 

original. 

  4.  Delivery.  The minimum cost for the delivery service shall be $7.50 per 

shipment. 

  5.  Special Requests. The prices above apply to requests using the standard 

criteria.  A $100 per hour programming charge will be added for any "special request." 

Registrars of voters must check with the information technology section of the 

department prior to agreeing to a request that does not conform to the standard criteria. 

 D.  The client shall review the list immediately upon receipt.  If there is a problem 

with the list, the client must immediately notify the department or registrar of voters.  If 

the client has a valid reason for seeking a new list or getting a refund, the client has seven 

days to return the original voter registration list to the department or registrar of voters to 

receive a new list or a refund.  If the original list has been reproduced, no refund will be 

issued and a new list will be subject to the appropriate costs.  If the list was delivered via 

electronic mail, the list must be deleted prior to receiving a new list or getting a refund.  

If the reasoning is determined to be justifiable by the department, a new list will be 

provided or a refund issued. 

        E. Notwithstanding any provision of this Section to the contrary, a statewide voter 

registration list may be available electronically to the state chair of a political party 

recognized pursuant to R.S. 18:441 from the department by subscription agreement.  

Such statewide voter registration list shall be transmitted electronically on a quarterly 

basis at a subscription rate of $7,500 per year payable to the Department of State. 

AUTHORITY NOTE:   Promulgated in accordance with R.S. 18:18, R.S. 18:31, 

18:441 and R.S. 36:742. 

HISTORICAL NOTE:  Promulgated by the Department of State, Elections 

Division, LR 34:704 (April 2008); amended LR 40:372 (February 2014). 

 
§107. Merit Evaluation for the Registrar of Voters 
 A.  The secretary of state hereby designates the director of registration in the 

Department of State to conduct the annual evaluation of each parish registrar of voters by 



reviewing the completed evaluation and data submitted by each registrar of voters. The 

evaluation will consider the timely performance of the registrar’s job responsibilities as 

required by title 18 of the Louisiana Revised Statutes. Upon completion of the rating of a 

registrar by the director of registration, the director of registration shall submit the 

evaluation to the commissioner of elections for review and either approval or disapproval 

depending on the information submitted. If the commissioner of elections does not 

approve the rating given by the director of registration, the registrar will be given the 

rating recommended by the commissioner of elections. The registrar’s evaluation is then 

submitted to the Department of State Human Resources office. If the registrar receives an 

“excellent” rating, Human Resources will process the merit increase. If the registrar 

receives a “satisfactory” rating, Human Resources will not process the merit increase.  

 B.  Annually, the criteria and procedure for the merit evaluation shall be 

determined by the secretary of state or his designee in conjunction with the Registrar of 

Voters Association. The secretary of state or his designee shall prepare written 

instructions and forms to be utilized for the evaluation. Evaluation forms with 

instructions shall be submitted to the registrars of voters no later than November 1 for 

completion. The form shall include mandated duties required of the registrar’s office in 

accordance with title 18 of the Louisiana Revised Statutes and other applicable laws with 

input from the Board of Review for Evaluation of the Registrar of Voters Association; 

however, the form is not intended to be all inclusive of all of the duties mandated in title 

18 of the Louisiana Revised Statutes and other applicable laws. If a registrar receives an 

“excellent” rating, the registrar is eligible for a merit increase in January. If a registrar 

does not receive an “excellent” rating, the registrar will be rated “satisfactory” and is not 

eligible to receive a January merit increase. Also, if a registrar is a certified elections 

registration administrator (CERA) and does not receive an “excellent” rating, the registrar 

is not eligible to receive the 7 percent CERA certification pay increase for that year 

pursuant to R.S. 18:59.4.  

 C.  The parish registrar of voters will have until December 15 to submit a 

completed evaluation form with supporting documentation to the Department of State. 

 AUTHORITY NOTE: Promulgated in accordance with R.S. 18:18, R.S. 18:55, 

and R.S. 36:742. 

 HISTORICAL NOTE: Promulgated by the Department of State, Elections 

Division, LR 34:705 (April 2008), amended LR 41:759 (April 2015). 

 
§108. Appeal of Merit Evaluation for the Registrar of Voters 
 A.  Submission of a Request for Appeal 

  1.  A registrar of voters who does not receive an “excellent” rating on his 

or her annual merit evaluation may appeal that rating to the Registrars of Voters 

Evaluation Appeals Committee.  

  2.  The request for appeal shall be in writing and shall be postmarked or 

received by the human resources director in the Department of State, or the human 

resources director’s designee, no later than January 30. 

  3.  The request for appeal shall explain the reasons for the request and may 

provide supporting documentation. 

  4.  If the request for appeal is timely and contains the required 

explanation, the human resources director shall submit a notification of the request to the 

chairperson of the Registrars of Voters Evaluation Appeals Committee and to the director 



of registration. The notification of request for appeal shall include copies of the written 

request of the registrar of voters, the original annual merit evaluation, and any supporting 

documentation provided by the registrar of voters with his or her written request for 

appeal. 

  5.  The Department of State grievance process shall not be used to review 

or reconsider evaluations or a procedural violation of the evaluation process. 

 B.  The Registrars of Voters Evaluation Appeals Committee 

  1.  All written requests for appeal of annual merit evaluations that meet the 

requirements of Subsection A of this Section shall be considered by the Registrars of 

Voters Evaluation Appeals Committee.  

  2.  The Registrars of Voters Evaluation Appeals Committee shall consist of 

seven members. Three members shall be registrars of voters appointed by the Registrar of 

Voters Association. Four members shall be appointed by the secretary of state, one of 

which shall be a registrar of voters who shall act as chairperson of the committee. The 

chairperson shall vote only to break a tie. The director of registration and the 

commissioner of elections shall not be appointed to the committee.  

  3.  The chairperson shall convene a meeting of the Registrars of Voters 

Evaluation Appeals Committee within 15 days of receipt of notification of the request for 

appeal to discuss the request and render a decision regarding the rating. The committee 

may vote to uphold the “satisfactory” rating or to change the rating to “excellent”. 

  4.  The chairperson of the committee shall give written notice of the 

committee’s decision to the affected registrar of voters, the director of registration, and 

the human resources director within 15 days. 

 C.  The annual merit evaluation form, the written request for appeal of the 

registrar of voters, the written notice of the committee’s decision, and all supporting 

documentation shall be maintained in the official confidential personnel file of the 

registrar of voters on file in the Department of State Human Resources office. 

 D.  A written explanation shall be given to any registrar of voters who does not 

receive any “excellent” rating. 

 AUTHORITY NOTE: Promulgated in accordance with R.S. 18:18, R.S. 18:55, 

and R.S. 36:742. 

 HISTORICAL NOTE: Promulgated by the Department of State, Elections 

Division, LR 41:759 (April 2015). 
 
§109. Merit Evaluations of the Chief Deputy and Confidential Assistant 
 A.  The parish registrar of voters shall perform the annual evaluation of the chief 

deputy and confidential assistant.  

 B.  Annually, the criteria and procedure for the merit evaluation shall be 

determined by the Registrar of Voters Association. The association shall prepare written 

instructions and forms to be utilized for the evaluation. The forms and instructions shall 

be submitted to the registrars of voters for reviewing the chief deputy and confidential 

assistant’s performance no later than November 1.  

 C.  The parish registrar of voters shall be responsible for evaluating his or her 

chief deputy and confidential assistant. These evaluations shall be submitted to the 

Department of State Human Resources office no later than December 15 of each year. 

 AUTHORITY NOTE: Promulgated in accordance with R.S. 18:18, R.S. 18:59, 

and R.S. 36:742. 



 HISTORICAL NOTE: Promulgated by the Department of State, Elections 

Division, LR 34:705 (April 2008), amended LR 41:759 (April 2015). 

 

§111.  Professional Review Committee 

A.  The Commissioner of Elections shall submit a formal notification to the 

Professional Review Committee of the Louisiana Registrar of Voters Association of any 

registrar of voters who does not perform a mandated duty as defined by the annual 

performance evaluation form. 

B.  If the department receives a written complaint or email complaint concerning 

a registrar which does not fall under R.S. 18:53, the department may forward the 

complaint to the Professional Review Committee. 

C.  The Professional Review Committee shall investigate the matter and submit a 

copy of its findings to the board of directors of the Louisiana Registrar of Voters 

Association no later than 90 days of receipt of a formal notification or complaint. The 

board of directors shall submit a written copy of the findings and any recommended 

corrective action to the Commissioner of Elections, the Secretary of State and the State 

Board of Election Supervisors. 

AUTHORITY NOTE:  Promulgated in accordance with R.S. 18:18 and R.S. 

36:742. 

HISTORICAL NOTE:  Promulgated by the Department of State, Elections 

Division, LR 34:705 (April 2008). 

 

§113.  Annual Expenditure Report to Parish Governing Authority 

A.  Annually, the Secretary of State shall provide each parish registrar of voters 

with an expenditure summary report for all expenses paid by the state on behalf of each 

registrar of voters. The report shall be mailed out by the department no later than January 

31. This information shall be combined with expenses paid by the parish governing 

authority into a consolidated report. This report must be submitted annually by the 

registrar of voters to the parish governing authority, Secretary of State, and parish clerk of 

court. 

AUTHORITY NOTE:   Promulgated in accordance with R.S. 18:18, R.S. 36:742, 

and R.S. 42:283. 

HISTORICAL NOTE:  Promulgated by the Department of State, Elections 

Division, LR 34:705 (April 2008). 

 

§115.  Repeal Prior Rules and Regulations 

A.  LAC 31:II.101 promulgated by the Department of Elections and Registration 

in October of 1998 relating to ERIN (Elections and Registration Information Network) is 

hereby repealed in its entirety. 

AUTHORITY NOTE:  Promulgated in accordance with R.S. 18:18 and R.S. 

36:742. 

HISTORICAL NOTE:  Promulgated by the Department of State, Elections 

Division, LR 34:706 (April 2008). 

 

§117. Prohibition on Accumulation of Annual, Sick and Compensatory Leave for 

Registrars of Voters 



A. Definitions 

Duty Status – a registrar of voters shall be available and ready to perform 

the tasks and responsibilities necessary to fulfill the mandated duties and functions of 

his/her office, and shall be on-call at all times. 

B. The registrar of voters of each parish shall not be eligible to earn or accrue any 

type of annual or sick leave or paid time off, including compensatory leave, during 

his/her tenure as the registrar of voters. 

C. Registrars of voters shall be considered in “duty status” at all times and 

therefore will not be required to report absences from the office, take leave for time away 

from the office or report hours worked to the Department of State for purposes of payroll 

processing, except for those overtime hours actually worked during early voting for 

which payment is required and authorized by R.S. 18:1400.8.  Each registrar of voters 

will be solely responsible for the performance of the mandated duties of his/her office.  

Variances in time and attendance shall not affect the provision of duties and services 

mandated for each registrar of voters by the Louisiana Constitution and Title 18 of the 

Louisiana Revised Statutes. 

D. Registrars of voters will remain eligible to receive pay for overtime hours 

actually worked during early voting as authorized by R.S. 18:1400.8. 

E. The current balances of accrued annual, sick and compensatory leave for each 

registrar of voters that were frozen pursuant to Department of State Policy #46, 

“Prohibition on Accumulation of Annual & Sick Leave & Compensatory Time for 

Registrars of Voters”, shall remain frozen pursuant thereto, and no further annual, sick or 

compensatory leave shall accrue after the effective date of this Rule. Upon retirement or 

separation from service, each registrar of voters will be eligible to be paid for up to a 

combined total of 300 hours of accumulated annual and compensatory leave previously 

earned pursuant to Department of State Policy #2, “Attendance and Leave”.  The leave 

balances (annual, sick and compensatory) remaining will be reported by the Human 

Resources Division of the Department of State to the Registrars of Voters Employees’ 

Retirement System for purposes of certification for retirement credit and calculation of 

retirement benefits, as allowed by the laws and rules governing that system. 

F. Any annual, sick and compensatory leave accrued by an employee appointed as 

registrar of voters in the future shall be carried forward and frozen as of the date of the 

appointment as the registrar of voters. Upon retirement or separation from service, the 

registrar of voters will be eligible to be paid for up to a combined total of 300 hours of 

accumulated annual and compensatory leave.  The leave balances (annual, sick and 

compensatory) remaining will be reported by the Human Resources Division of the 

Department of State to the Registrar of Voters Employees’ Retirement System for 

purposes of certification for retirement credit and calculation of retirement benefits, as 

allowed by the laws and rules  governing that system. 

G. The provisions of this rule shall not be applied in violation of any provision of 

the Fair Labor Standards Act.  Any application of such is strictly prohibited and shall 

render the applicable portion of the rule null and void.    

H.  The provisions of this rule apply to all 64 registrars of voters in the State of 

Louisiana and all registrars of voters that may be appointed in the future.   

AUTHORITY NOTE: Promulgated in accordance with R.S. 18:18, R.S. 18:134, 

R.S. 18:1400.8, and R.S. 36:742. 



HISTORICAL NOTE: Promulgated by the Department of State, Elections 

Division, LR 39:25 (December 2013). 

 

 


