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How to Apply for an Initial License or Change in Ownership 
 

1. Create an account in CAFÉ if you do not already have an LDE Provider CAFÉ Account. Complete an online 
application. 

2. Upload documentation of satisfactory Criminal Background Checks for all owners, directors, and director 
designees each center via CAFÉ. 

3. Upload documentation of State Central Registry disclosure forms (SCR-1) for all owners, directors, and director 
designees each center via CAFÉ. 

4. Pay the initial $25 fee via CAFÉ. Additional capacity fees may be charged after the inspection.  
• 15 or fewer children: $0 
• 16-50 children: $175 
• 51-100 children: $150 
• 101 or more children: $225 

 
Below are instructions for using CAFÉ. If you do not have a CAFÉ account, begin with Step 1. If you do have a CAFÉ 
account, navigate to CAFÉ, log in, and begin with Step 5. 
 

1. Create a CAFÉ Account. Click the link in the red box. 

 
 
 
 
 

https://cafe-cp.dcfs.la.gov/providerservice/
https://cafe-cp.dcfs.la.gov/providerservice/
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2. Click the Next button in the red box below. 
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3. Complete Steps 1-4 for “Setting Up Your Account” and click “Create Account”. 
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4. Answer all seven security questions with different answers and click “Submit”. 

 
 

5. Click “My Applications” in the red box below. 
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6. Click the green “Apply Now” button in the red box below. 
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7. In the “LDE Licensing Application” section, click “Click here to complete an LDE Licensing Application” in the red 
box below. 
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8. Select “New Application” if your center has never been open before. Select “Change of Ownership” if you are 
purchasing a center that has already been open. 

 
 

9. Complete all mandatory fields. After choosing your Organizational Structure, you must click the “Confirm 
Selections” button in the red box below. The rest of the application will populate. 
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10. Once finished, click “Submit”. There is a “Submit” button at the bottom of each page. 

 
 

11. Upload your documents. 
12. Pay your fee. 

 
 


