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AN OVERVIEW OF THE OFFICE OF DISTRICT ATTORNEY 
 

I. GENERAL INFORMATION FOR DISTRICT ATTORNEYS 
    

A.  Authority 
  
  1.  Louisiana Constitution Art. 5 Section 26  
 

(B) Powers. Except as otherwise provided by this constitution, a district attor- 
ney, or his designated assistant, shall have charge of every criminal prosecu- 
tion by the state in his district, be the representation of the state before the 
grand jury in his district, and be the legal advisor of the grand jury. He shall 
perform other duties provided by law. 

 
  2.  See also Code of Criminal Procedure Articles 61-66. 
 

The district attorney determines whom, when, and how to charge a State 
criminal law violation. Law enforcement agencies report to the district attor- 
ney on arrests made. He then evaluates (screening) each case based on the 
weight and admissibility of evidence in consideration of his greater burden of 
proof of guilt “beyond a reasonable doubt.” His obligation is to seek justice 
rather than merely to convict.  

 
  3.  Other statutory authority. 
 

There are numerous statutes authorizing the district attorney to enforce 
certain laws. Examples are enforcement of election code matters and open 
meeting requirements.  

     
    B.  DUTIES AND FUNCTIONS 

 
1.  Criminal Duties 

 
a.  Receive, data entry (case management system) and review(screen) all 

post arrest criminal files submitted for prosecution by local, parish, 
state and federal law enforcement agencies to determine the nature 
of the charges(probable cause for arrest) and weight of evidence for 
prosecution  and to take one or more of the following actions:  

 
(1) If accepting or amending submitted charges, prepare bills of 

information. 
 
(2) If accepting charges but defendant qualifies for diversion, refer 

to diversion program (PTI). 
 
(3) Submit charges to the Parish grand jury, issue subpoenas, 

present evidence, prepare indictments and make formal 
return to the Court.  
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(i)  Maintain grand jury confidentiality.  
 
(ii)  Grand Juries to be impaneled every 6 months. 

 
(4) If evidence is insufficient, refuse (dismiss) the charge.  
 
(5) Run criminal record check on defendants and witnesses. 
 
(6)  Be aware of or attend seventy-two (72) hour initial court 

appearance of defendant to fix bail and appoint counsel. 
 

(7)  Require appropriate notice to defendant when bail posted and 
in court to avoid notice problems.  

 
(8) Prepare arraignment docket with notice to Sheriff and Clerk of 

Court. 
 
(9) Arraign criminal defendants and fix case for pretrial and trial. 

Forfeit bond for failure to appear and file judgment in clerk’s 
records. Applicable to all misdemeanors and felonies or when 
a bond is posted. Juvenile filings of petition of delinquency 
require an admit or deny allegations. All notices to defendants 
for future appearances should be in open court. 

 
(10)  Establish protocols to provide discovery to defense attorney 

or indigent defender. (Open file, Brady ,etc.)  
 
(11)  On a daily basis data entry history and tracking of all criminal 

cases into a case management system. Maintain a physical and 
electronic filing system for all active an inactive files. 

 
(12) Maintain contact with victims and witnesses and assure com- 

pliance with constitutional protection for victims (Const.Art.1, 
Section 25) and other victim requirements.  

 
(13) Maintain communication with victims, law enforcement agen- 

cies and other interested parties (victim/witness coordinator) 
regarding the preparation, progress and status of criminal 
cases through the criminal justice system.  

 
(14)  Report or direct a report to the Louisiana Department of Public 

Safety (OMV) of failure to appear or pay traffic citations for 
license suspension. 

 
b.  Prepare for pre-trial and trial of misdemeanor and felony cases, timely 

issue subpoenas and personal interview with all victims, witnesses and 
law enforcement personnel. 
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c.   When convictions occur, represent the State of Louisiana in all criminal 
appeals, Writ applications, post conviction relief filings before the 
District Court, Courts of Appeal and/or Louisiana Supreme Court, all 
Federal Courts (Habeas Corpus and 1983 filings), Federal Courts of 
Appeals and United States Supreme Court. Inclusive of oral arguments 
and required courts submissions. 

 
d.  In juvenile cases file petitions of delinquency or CINC (Children in need 

of care) in all parish, city and district courts. Monitor and participate in 
FINS (Families in need of services), Truancy and other referrals from 
DCFS (Department of Children and Family Services) as well as liaison 
with Child Protection Services.  

 
e.  Report and refer to law enforcement and take appropriate action from 

adult protection services in matters involving abuse and neglect of the 
elderly (LSA-R.S. 14:403.2) 

 
f.  Prepare extradition documents for a Governor’s warrant for out of 

state defendants wanted by law enforcement or have failed to appear 
for court proceedings. 

 
g.  Correspond with the Louisiana Probation and Parole Board and if 

necessary appear for argument to oppose or approve applicants for 
probation or parole.  

 
h.  Maintain a cooperative but arms length relationship with law enforce- 

ment regarding pre-arrest advice or preparation of documents to 
establish probable cause (liability issue).  

 
i.  Apply for grant programs and document, maintain and report statis- 

tical surveys which are required by various State and Federal criminal 
justice agencies.  (LCLE, DOJ) 

 
2.  General Civil Duties 

 
a.  Provide legal counsel to Home Rule Charter and Police Jury Govern- 

ments along with various boards, districts and commissions. 
 

(1)  Attend and provide legal counsel at general meetings of 
governmental bodies of the parishes.  

 
(2)  Prepare and provide legal opinions for parish governments, 

school boards and various public agencies including assistance 
with state agencies within your jurisdiction.  

 
(3)  Defend law suits and legal demands against parish govern- 

ments and other boards and commissions including schools 
boards, levee boards, hospital service districts, industrial 
districts, water, sewage and lighting districts etc.   
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(4)  Establish protocols to respond and answer all appropriate 

questions necessary to provide legal services to local 
governments. 

 
(5)  Maintain on the civil side asset and bond forfeiture proceed- 

ings. Also, public records requests and the IV-D (non-support) 
collection process and integration with State case workers. 
(DCFS) 

 
(6)  Maintain bright line separation between civil non-support 

collections and criminal non-support prosecutions.  
 

3.  Administrative 
 

a.  Understand financial authority and obligations of District Attorney 
under Title 16 of the Revised Statutes; Louisiana Supreme Court inter- 
pretation of statutes and Attorney General Opinions.  

 
b. Hire and manage professional, technical and clerical personnel. 
 
c.  Establish and maintain a comprehensive chain of authority.  
 
d.  Prepare and adopt a budget in compliance with the local government 

budget act.  
  
e.  Important interagency relations.  
 

(1)  Attorney General  
 
(2)  State Division of Administration 
 
(3)  Local Governments-Financial Issues/Civil representation  
 
(4)  Local and federal law enforcement policy considerations  
 
(5)  Various other State and Federal agencies 

 
f.  Establish a balance between guidelines and written policies regarding 

such matters as training procedures, sick time, vacation time, work 
hours, employee duties, etc. for salaried and/or hourly employees. 
(Flexible versus rigid) 

 
g.  Maintain and establish financial, training and leadership liaison with 

LDAA. 
 
h.  Establish procedure to remit mandated DARS employer/employee 

contributions. 
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i.  Train financial managers in the use of financial software (QuickBooks, 
etc.). 

 
4.  Miscellaneous  
 

a.  Example of Office Structure 
 

(1)  Administrative 
 
(2)  Felony  
 
(3)  Misdemeanor/Traffic 
 
(4)  Investigative 
 
(5)  Diversion 
 
(6)  Screening 
 
(7)  Juvenile  
 
(8)  Non-Support 
 
(9)  Specialty/Hospital Service Districts  
 
(10)  Worthless Checks  
 
(11)  Civil  
 
(12)  Assets/Bond Forfeiture 
 
(13)  Appeals/Post Conviction  
 
(14)  Victim Assistance 
 
(15)  Domestic Violence  
 
(16)  City Courts  
 
(17)  Remote Offices (Multi Parishes) 

 
b.  Review Revised Statutes for unique obligations of the District Attorney 

required by law, i.e., election code; open meetings law enforcement, 
legislative auditor findings, civil mandamus proceedings, etc. 

 
c.  Schedule meetings and appointments with attorneys and constituents. 
 
d.  Establish and maintain communication with media. (PIO) 
 



6 
 

(1)  Limits under disciplinary rules regarding comments of pending 
criminal matters.  

 
(2)  Develop and maintain website. 
 
(3)  Email for interoffice network communication. 
 
(4)  Careful development of external emails.  

 
e.  Integrate office in civic, educational, egalitarian and other community 

organizations to promote good will and respect for the office of 
district attorney. 

 
f.  There are forty-two (42) elected District Attorneys in Louisiana, one 

per judicial district and Orleans Parish. Judicial Districts vary from one 
to three parishes.  

 
g.  District Attorneys receive a state salary warrant of $50,000 annually 

and may supplement their salaries from local sources of revenue. (See 
LDAA guidelines) 

 
h.  Assistant District Attorneys who receive State warrants earn an annual 

salary of $45,000 from the State which may be supplemented from 
other sources. These approved warrants must go through the legisla- 
tive review process (Governor’s Advisory & Review Commission on 
Assistant District Attorneys). The District Attorney  has authority 
to appoint as many Assistants that he deems necessary through the 
issuance of a “commission” by the Secretary of State’s Office. How- 
ever, funding must be provided through other sources.  

 
(1)  Exercise your broad discretionary authority through a fair, 

reasonable and thoughtful decision making process.  


