Records Check Instruction Sheet
Ouachita Parish

The following procedure shall be followed by each petitioner in private and intrafamily adoptions to obtain information on all federal arrests and convictions as well as all state arrests and convictions in Louisiana and any other states in which either of the prospective adoptive parents have been domiciled.  
Within 7 days of the filing of an Order for Records Check:

1. Petitioner(s) must present themselves to the Ouachita Parish Sheriff’s Office, 400 St. John Street, Monroe, Louisiana, and complete the State Authorization Form, State Disclosure Form, and RAP Disclosure Form with applicant(s) name, social security number, date of birth, driver’s license number, and reason for request.  (Use form DPSSP 6696, DPSSP 6706, and RAP Disclosure found at lsp.org)  Two (2) sets of fingerprints will be taken.
2. Petitioner(s) must sign their respective forms.

3. Petitioner(s) must obtain a money order in the amount of $50.00 per petitioner made payable to the Louisiana State Police, Bureau of Criminal Identification and Information, to be presented to the Ouachita Parish Sheriff’s Office Identification Division.
4. The location of the Ouachita Parish Sheriff’s Office, Identification Division, is 400 St. John Street, Monroe, Louisiana.  The cost for both sets of prints is $10.00 and can be paid by cash, check, or money order at the time of fingerprinting.
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