REQUEST FOR SUBPOENA DUCES TECUM
(Application Requesting the Clerk to Issue a Subpoena)
INSTRUCTIONS FOR SELF-REPRESENTED LITIGANTS
WHAT THIS FORM DOES
Before the clerk of court issues a subpoena duces tecum, the requesting party typically files this Request form describing (a) who they want records from, (b) what records they want, and (c) when/where the records should be produced.
Some Louisiana parishes accept the subpoena form directly; others require this formal Request first. When in doubt, file both. The clerk will tell you if they only need one.
KEY REQUIREMENTS
1. Identify the case and parties in the caption
1. Identify the records custodian (name, address)
1. Describe the records sought with specificity
1. Give reasonable production time (typically 15-30 days for third-party records)
1. Sign the request; the court doesn't need to sign it, just the subpoena it issues afterward
FEES
Many Louisiana courts charge a per-subpoena fee (typically $5-$15) plus service-of-process fees. Check your local clerk's fee schedule before filing.
THE FORM ITSELF BEGINS ON THE NEXT PAGE


[COURT NAME]
PARISH OF [PARISH NAME]
STATE OF LOUISIANA
NO. ___________________ 	 DIVISION: _____
[PLAINTIFF'S FULL LEGAL NAME], Plaintiff
VERSUS
[DEFENDANT'S FULL LEGAL NAME], Defendant
FILED: _____________________       DEPUTY CLERK: _____________________
REQUEST FOR SUBPOENA DUCES TECUM
(La. C.C.P. art. 1354)
TO THE CLERK OF COURT:
Requesting party, [REQUESTING PARTY'S FULL NAME], hereby requests that the Clerk of Court issue a Subpoena Duces Tecum to the custodian identified below, commanding production of the documents and things specified.
1.
CUSTODIAN INFORMATION:
Name / Entity: ________________________________________
Title / Position: ________________________________________
Address: ________________________________________
City/State/ZIP: ________________________________________
2.
DOCUMENTS REQUESTED:
The following documents and things, in the custodian's possession, custody, or control:
(1) ________________________________________
(2) ________________________________________
(3) ________________________________________
(4) ________________________________________
3.
RETURN / PRODUCTION:
Production Date: _______________________
Time: _______________________
Location: ________________________________________
☐ Personal appearance required  ☐ Certified copies may be delivered in lieu of appearance
4.
Requesting party certifies that the documents requested are relevant to this matter and are sought in good faith, not for harassment or any improper purpose.
Requesting party prays that the Clerk issue a Subpoena Duces Tecum as specified above.
Respectfully submitted,
________________________________________
[REQUESTING PARTY'S FULL LEGAL NAME], Requesting Party
[MAILING ADDRESS]
[CITY, STATE, ZIP]
Telephone: [PHONE]
Email: [EMAIL]
CERTIFICATE OF SERVICE
I HEREBY CERTIFY that on this ___ day of __________, 20___, a copy of the foregoing was served on all known counsel of record (and/or the opposing party in proper person) by United States Mail, postage prepaid, hand delivery, or electronic transmission as permitted by the Louisiana Code of Civil Procedure.
________________________________________
[PARTY'S FULL LEGAL NAME]
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