St. Tammany Parish Library
PUBLIC RECORDS REQUEST

A Public Records Request may be made by any person eighteen (18) years of age or older for a
public record. The requestor may inspect, copy, reproduce, or obtain a copy or reproduction of
a public record produced by, or in the possession of, the public entity. The right to make such a
request is granted by the State of Louisiana through the Louisiana Public Records Law, La. Rev.
Stat. 44:1- 41, and Article 3, Section 3 of the Louisiana State Constitution. Public Records
Requests must ask for a record. Public Records Requests are not designed to simply answer a
guestion posed by the requestor.

To make a Public Records Request to St. Tammany Parish Library, complete a Public Records
Request form. Then, submit the completed request form in one of the following ways:
Via Fax: (985) 871-1224
Via Email: kelly@stpl.us
Via U.S. Postal Service Mail:
Public Records Request
STPL
1112 W. 215t Ave.
Covington, LA 70433

*** pPlease note that information submitted to a public body, such as St. Tammany Parish
Library, may become public record pursuant to the provisions of the Louisiana Public Records
Law, located at La. Rev. Stat. 44:1, et seq.***

After you submit your request it will be acknowledged through a letter which signals the
beginning of the fulfillment process. The initial letter will describe the process as it pertains to
the acknowledged request, and lay out costs that the requestor may incur, and provide an
estimate of the time reasonably necessary to fulfill the request.

By law, a Public Records Request must be completed within a reasonable amount of time.
Factors that determine reasonableness include the breadth and scope of the request and
whether an Information Technology search is conducted.

The request is then reviewed by the Civil Division of the 22nd Judicial District Attorney’s Office
for general exceptions, exclusions, or limitations to the Public Records Law (documents that are
not considered public records or are excepted from the law and cannot be available to the
requestor).

The requestor will be notified when the records are available for review including reproduction
options (physical or electronic.) Costs will be provided to the requestor once the documents
have been collected, reviewed, redacted (if necessary), and page numbered. There is no cost to
view the records during regular business hours of the Library Administration Office.


http://www.stpgov.org/files/Departments/Legal/Public_Records_Request_Form.pdf
http://www.stpgov.org/files/Departments/Legal/Public_Records_Request_Form.pdf

ST. TAMMANY PARISH LIBRARY
PUBLIC RECORDS REQUEST FORM

Date: _
Name:
Mailing Address:
City: State: Zip:
Telephone: Fax:
E-Mail:

Description of records requested — Be as specific as possible. Please use the space provided
below. You may attach additional pages to this form if necessary.

Response Options:

o View records: The requestor will be notified when the records are available for review. There
is no cost to view the records during regular business hours.

o Obtain a copy: A letter providing reproduction options (physical or electronic) and costs will
be provided to the requestor once the documents have been collected, reviewed, redacted (if
necessary), and page numbered.

Please submit all public records requests by using one of the following:

Email: kelly@stpl.us
Fax: (985) 871-1224
Mail: Public Records Request, STPL, 1112 W. 21st. Ave., Covington, LA 70433


mailto:prr@stpgov.org
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