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The annual Requirements Manual is your key to a successful accreditation application. The draft 
2018 manual has a new format that corresponds to the 2017 edition of Land Trust Standards 
and Practices (Standards). Comments on the format of the new manual and on new 
requirements are being accepted through September 30, 2017. The manual will be revised 
based on your comments and will be published in the first quarter of 2018. 

 
Click here for information about phasing in the 2017 Standards for accreditation. 
Click here to participate in the public comment survey.  

 
 

The accreditation seal is a mark of distinction in land conservation. It is awarded to land trusts 
meeting the highest national standards for excellence and conservation permanence.  
 
Through a rigorous review process, the Land Trust Accreditation Commission verifies a land 
trust’s compliance with the Standards by evaluating a sample of the elements nested within 
the Standards; these are the accreditation indicator elements.  
 
The Requirements Manual provides greater specificity to land trusts about how the indicator 
elements are verified, and enables commissioners to make decisions that are fair and 
consistent and that accommodate the diverse nature of land trusts.  
 

Click here for a graphic explaining the link between the Standards and the requirements. 
Click here for a copy of the 2017 Land Trust Standards and Practices. 

 
 

New Accreditation Indicators 
You will see that the 2018 Requirements Manual incorporates the 2017 Standards. The majority 
of the requirements are still in place, ensuring that accreditation has ongoing public trust and 
support. There are several new requirements tied to new indicator elements, helping land 
trusts address areas where risks may be high. Low-risk or redundant concepts were dropped, 
keeping the accreditation program cost-effective. 

 

Click here for the list of indicator elements. 
Click here for a graphic with examples of which indicator elements stayed the same, which 
were dropped and which are new. 

 
 
  

http://www.landtrustaccreditation.org/news-and-updates/standards-and-practices-revision/
https://www.surveymonkey.com/r/LB86QKV
http://www.landtrustaccreditation.org/storage/downloads/LandTrustStandardsRequirementsInfographic.pdf
http://s3.amazonaws.com/landtrustalliance.org/LandTrustStandardsandPractices.pdf
http://www.landtrustaccreditation.org/storage/downloads/indicators.pdf
http://www.landtrustaccreditation.org/storage/downloads/requirements-revision.pdf
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Indicator Elements Organized in Four Groups 
The manual organizes the indicator elements into four groups.  
• Governance     
• Finance 
• Transactions  
• Stewardship 
This new format makes it easier for you to compile the documentation needed for the 
accreditation application, and addresses feedback from past applicants about redundancy. It 
also streamlines the Commission’s review. Within each of the four groups listed above you will 
find the following sections: “Indicator Elements,” “Required Documents” and “Requirements”. 
 
New Risk-Based Approach Ties Rigor of Review to Risk 
The Commission developed the 2018 draft manual with a risk-based mindset in response to 
applicant feedback that the accreditation review should focus more on high-risk areas to make 
the best use of land trusts’ time. The new format takes into account risk to an individual land 
trust and risk to the land trust community. It considers specific types of risk – conservation, 
financial, operational and reputational – as well as the frequency and impact of the risk. There 
are two categories of requirements to help you make sure you are spending your time on the 
highest risk activities: Must Show and If Flagged. See more in the “How to Use this Manual” 
section below. 
 
 

 
First: Read this introduction in its entirety 
The introduction explains the format of the Requirements Manual and the individual sections.  
 
Second: Review the indicator elements 
The indicator elements are found at the beginning of each group: Governance, Finance, 
Transactions and Stewardship. 
 
Third: Examine the questions and list of required documents 
A list of pre-application questions, application questions and required documents is provided 
for each group of indicator elements. Having all of the documents is essential for 
demonstrating how your land trust meets the requirements.   
 
Fourth: Examine the accreditation requirements 
A list of accreditation requirements is provided for each group of indicator elements. The 
accreditation requirements specify how the application documents are evaluated. The 
accreditation requirements for each group are presented in two categories: Must Show and If 
Flagged.  
 

Must Show 
Must Show requirements are verified for every land trust. These requirements correspond 
to areas where individual land trusts or the land trust community face frequent or high 

jbconnor
Callout
Opportunity to provide feedback on this new approach, in the survey

jbconnor
Callout
Opportunity to provide feedback on "Must Show" and "If Flagged" approach, in the survey
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conservation, financial, operational or reputational risk. Each land trust needs to have 
documents demonstrating all Must Show requirements are met; if not, corrective action 
will be required.  

For example, in the Governance group “Strategic Goals” section there is a Must Show 
requirement: “Strategic plan or strategic goals set by board.” Each land trust needs to 
show that its board developed a strategic plan or set strategic goals. If the board has not, 
it will need to do so before the land trust can be awarded accreditation or have 
accreditation renewed. 

 
If Flagged 
“If Flagged” requirements are additional areas that may be flagged by Commission 
reviewers. These do not apply to every land trust; these examples occur infrequently, yet 
the risk may be high when they exist. Think of these as “red flags.” If a high-risk area is 
identified, the land trust may be asked for clarification, additional documentation, or 
corrective action depending on risk. Examples are provided in each If Flagged section. The 
examples are not comprehensive; other noncompliances with the requirements may be 
found that could put the land trust or land trust community at risk. 

For example, in the Governance group “Board Structure and Operations” section there is 
an If Flagged requirement: “Number of board members inconsistent with bylaws.” If the 
application reviewers flag that the number of board members is not consistent with the 
bylaws, they will look at risk in the context of the rest of the application documents. Let’s 
say the bylaws call for a board of 9-15 members and the land trust has 16 members and 
shows a highly-functioning board; this is likely low risk and would not require any action. 
If, however, the land trust only had a board of 4 and appeared to be controlled by a single 
individual, this would likely be high risk and require corrective action.  

 
 

Expectations Differ for First Time and Renewal Requirements  

 As a first-time applicant for accreditation, a land trust needs to show compliance with the 
requirements in its current work, except when a longer period is noted.  

 As a renewal applicant, a land trust needs to show compliance with the requirements over 
its entire accredited term.  

For example, a first-time applicant is expected to have a complete baseline signed at or 
before closing for at least its most recent conservation easement. A renewing applicant 
will need to show that it had a complete baseline signed at or before closing for every 
easement it accepted over its accredited term. 

 
Some New Requirements for 2019 
The 2017 Standards include several new accreditation indicators for which the Commission has 
developed corresponding requirements. Applicants are expected to meet these requirements 
in 2019, or as noted. (These are generally noted with a ^ symbol in this manual.) Your land trust 
does not need to create documentation for activities before 2019.  
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For example, there is a new element in the Standards that requires land trusts to visually 
inspect properties before buying or accepting donations of conservation land or 
conservation easements. Your land trust will need to have documentation of this activity 
for projects starting in 2019, but your land trust does not have to go back and create it 
retroactively for projects before that time.  

 
Facts and Circumstances Matter 
Each land trust is different, and the Commission evaluates the documents with your land 
trust’s unique facts and circumstances in mind.  

For example, the information provided to the board before it makes a decision to accept a 
conservation property for an all-volunteer land trust that meets monthly and visits every 
potential property before acquiring it would likely look very different from the materials 
provided to a board that meets quarterly and relies on staff to vet conservation 
acquisitions. 

 
 

Isolated and Rare Things Happen 
Your land trust may have isolated or rare circumstances when it is not able to implement the 
indicator elements and show compliance with the requirements; this does not necessarily 
preclude it from being accredited or renewed. Your application review team will review the 
facts and circumstances and may recommend the Commission make allowances if 
a) It has evidence that your land trust’s ordinary practice is compliant,  
b) The situation was an isolated or rare event,  
c) The circumstances were clearly explained by your land trust, and  
d) The non-compliance does not put your land trust or the accreditation program at risk.  
 
Explanations Help 
You can help the review team and save your land trust time by providing information at the 
time of application that explains areas of “Must Show” noncompliance or “If Flagged” 
challenges. You should include relevant facts, circumstances and explanations. The 2019 
electronic application will have a place for you to upload this information. You can reach out 
to the Commission’s help desk  if you have questions about what information would be 
important to include. 
 
 

The Land Trust Alliance has background information on The Learning Center for each of the 
indicator elements. This includes definitions, examples, and links to additional information 
that can help land trusts be successful in the accreditation process. The final 2018 
Requirements Manual will also have an appendix with key definitions, examples and links to 
Alliance resources.  

http://www.landtrustaccreditation.org/help
https://learningcenter.lta.org/login
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1B2.  Establish strategic goals for implementing 
the mission, and then review and update 
them, as needed, at least once every five 
years 

2B1.  Incorporate or organize according to the 
requirements of state law and maintain 
legal status 

2B2.  Operate in accordance with established 
bylaws  

2C1(b). Do not knowingly engage in prohibited 
activities, such as private inurement or 
impermissible private benefit 

3A3.  The board hires, oversees and evaluates, 
at least annually, the performance of any 
executive director (or chief staff person) 

3B1.  Have a board of sufficient size, skills, 
backgrounds and experience to conduct 
its work effectively

3B3.  Have a board development process that 
includes procedures for recruiting and 
training board members 

3C2.  The board meets a minimum of three 
times per year and maintains adopted 
minutes of each meeting 

3C3.  Provide board members with sufficient 
and timely informational materials prior to 
each meeting to make informed decisions 

4A1.  Adopt a written conflict of interest policy 
that addresses, for all insiders, how 
conflicts are identified and avoided or 
managed  

4A2.  Document the disclosure and 
management of actual and potential 
conflicts 

9G1.  Adopt a written records policy that 
governs how and when organization and 
transaction records are created, collected, 
retained, stored and destroyed 
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Pre-application 

 Statement describing each land or easement transaction (acquisition, sale, amendment, 
violation) with an insider over the past five years*, including: [*Over term for renewal] 
a. Who the transaction was with and the relationship of the insider to the land trust; 
b. Date of the transaction; 
c. Brief description of the transaction; and 
d. Brief description of how private inurement was avoided 

 Statement describing each financial transaction with an insider over the past five years*, 
including: [*Over term for renewal] 
a. Who the transaction was with; 
b. Relationship of the insider to the land trust; 
c. Date of the transaction; 
d. Brief description of the transaction; 
e. The dollar value and how value determined; and 
f. Brief description of how private inurement was avoided 

 
Application Question 

 Q: Number of board meetings in the last 12 months with quorum. 

 Q: Is your land trust in “good standing” in the state it is incorporated? 
 
Application 
G1. Signed and dated Board Resolution 
G2. Articles of incorporation (or equivalent) 
G3. Current bylaws (or equivalent) 
G4. List of board members and board biographies 
G5. Statement describing a) the board’s most recent performance evaluation of the executive 

director or chief staff person (if the land trust has staff), b) the date it occurred, c) who 
was involved and d) the date of the previous evaluation 

G6. Statement describing the procedures for a) recruiting board members and b) training 
board members  

G7. For the most recent board meeting, a) meeting materials and b) corresponding minutes 
G8. Strategic plan or strategic goals 
G9. Statement describing a) how the board was involved in establishing the strategic plan or 

strategic goals and b) the date the board last reviewed them 
G10. Records Policy (ties to Governance and Transactions groups) 
G11. Conflict of Interest Policy 
 
Project Verification 

 Targeted (the Commission may select conflict of interest transaction(s) reported in the pre-
application and request documentation showing how the conflict was disclosed and managed) 
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The Commission will review the required documents and verify that the land trust meets the 
requirements. Requirements are sorted into two categories: “Must Show” and “If Flagged.”  

 “Must Show” requirements will be verified for each land trust and corrective action will be 
required prior to accreditation or renewal.  

 “If Flagged” requirements are additional areas that may be identified by Commission 
reviewers for which corrective action may be required depending on risk. The examples below 
are not comprehensive. 

At first-time accreditation, an applicant is expected to show compliance in its current work, except when a 
longer period is noted. At renewal, compliance is expected over the accredited term. 

Must Show 
 In existence for at least two years. 

 
If Flagged (examples) 

 Not in good standing. 

 Bylaws absent significant operational provisions.  

 Does not operate in accordance with the bylaws. 
 

Board Structure and Operations3A3, 3B1, 3B3 

Must Show 
 Board recruitment procedures present. 
 Evidence of training new board members present. 

 
If Flagged (examples) 

 Number of board members inconsistent with bylaws.  

 Board does not adequately oversee and evaluate performance of the chief staff person, if 
the land trust has staff. 

 Board of insufficient size, skills, backgrounds and experience to conduct its work 
effectively. 

 Board members do not have relevant knowledge to effectively fulfill their duties. 
 

Board Meetings3C2, 3C3 

Must Show 
 Board meets at least three times per year. 

 
If Flagged (examples) 

 Board materials not provided before the meeting and/or insufficient for board to make 
informed decisions.  

 Board meeting minutes not board adopted. 

 Board meeting minutes do not adequately document board discussion and action. 
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Strategic Goals1B2 

Must Show 
 Strategic plan or strategic goals set by board. 

 
If Flagged (examples) 

 Strategic plan or strategic goals not reviewed by board within past five years. 
 

Conflicts of Interest and Other Policies 2C1(b), 4A2, 4A1, 9G12 

Must Show 
 Records policy covers organization and transaction records. 
 Conflict of interest policy applies to all insiders. 
 Conflict of interest policy addresses how conflicts are identified and avoided or 

managed. 
 
If Flagged (examples) 

 Records policy not commensurate with scale or scope of the land trust’s operations. 

 Application identifies a conflict not disclosed in the pre-application statements. 

 Transaction resulted in private inurement or impermissible private benefit. 

 Insufficient management of transaction with high potential for private inurement or 
impermissible private benefit. 

 Conflicted party present for the vote. 
 

 
  



 

11 

2C1(a). File a complete and accurate annual 
information return (Form 990 or 
equivalent) with the Internal Revenue 
Service  

3A2.  The board provides oversight of the land 
trust’s finances and operations by: 
(a) Reviewing and approving an annual 
budget, (b) Working to ensure that 
sufficient financial resources are available, 
(c) Receiving and reviewing financial 
reports and statements in a form and with 
a frequency appropriate for the scale of 
the land trust's financial activity, 
(d) Reviewing the externally prepared 
financial audit, review or compilation  

5B2.  Provide timely written acknowledgment 
of all gifts, including land and 
conservation easements, in keeping with 
IRS charitable contribution substantiation 
requirements 

5B3.  Maintain financial and other systems to 
document and comply with any donor 
restrictions on gifts 

6A2.  Develop and implement a strategy to 
address any deficit-spending trends 

6A3.  Assess the nature and variability of 
revenue and seek to diversify funding 
sources 

6A4.  Build and maintain sufficient operating 
reserves to sustain operations 

6A5.  Build and maintain dedicated or restricted 
funds sufficient to cover the long-term 
costs of stewarding and defending the 
land trust’s land and conservation 
easements; (a) If funds are insufficient, 
adopt a plan to secure these funds and a 
policy committing the funds to this 
purpose  

6C1.  Obtain an annual financial audit, review or 
compilation by an independent certified 
public accountant or a qualified 
accounting professional, in a manner 
appropriate for the scale of the land trust 

6D1.  Establish written internal controls and 
accounting procedures, including 
segregation of duties, in a form 
appropriate for the scale of the land trust, 
to prevent the misuse or loss of funds 

6E2.  Carry general liability, directors and 
officers liability, property and other 
insurance, all as appropriate to the land 
trust’s risk exposure or as required by law 

  
 
  

jbconnor
Callout
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Pre-application 

 Schedule of Dedicated and Restricted Funds (SDRF) 

 Legal Defense Fund Reserves Calculator 

 Q: What are your land trust’s total anticipated expenses for its current fiscal year: 
$_______________ 

 
Application Questions   

 Q: Did your land trust have an operating deficit at the end of the last fiscal year? If yes, 
include F15. 

 Q: Did your land trust have sufficient operating reserves at the end of the last fiscal year to 
cover at least three months of operating expenses? If no, include F16. 

 Q: Using the results from your land trust’s completed Legal Defense Fund Reserves 
Calculator, does your land trust have the necessary board-designated or restricted defense 
funding? If no, include F17. 

 Q: Does your land trust have the required board-designated or restricted conservation 
easement stewardship funding? If no, include F17. [First-time applicants only] 

 Q: Did your land trust expend more than $750,000 in federal dollars and obtain a “Single 
Audit” for any of the last three fiscal years? If yes, include F4. [Over term for renewal] 

 Q: [Renewal applicants will complete a chart showing revenue, expenses and level of audit, 
review or compilation each year of accredited term] 

 
Application 
F1. Most recent Form 990 (or Form 990-EZ or Form 990-N) 
F2. Audited, reviewed or compiled financial statement for last three fiscal years (First-time 

applicants that did not complete a formal audit, review or compilation must provide a 
GAAP-compliant balance sheet and statement of activities for each year) 

F3. Management letter and related correspondence that accompanied the most recent audit, 
review or compilation 
a. If the management letter indicates significant changes should be made to your land 

trust’s financial procedures, describe the actions taken to address the recommended 
changes 

b. If the board designated and restricted net asset account classifications in the audit, 
review or compilation do not reconcile with the account classifications on the SDRF, 
provide an annotated balance sheet or document reconciling the two 

F4. Schedule of Findings from most recent federal “Single Audit” (if applicable) 
a. If the findings indicate significant changes should be made to your land trust’s 

financial procedures, describe the actions taken to address the recommended 
changes 

F5. Budget for current fiscal year 
 

http://tlc.lta.org/clearinghouse/calculator/start
http://tlc.lta.org/clearinghouse/calculator/start
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F6. Most recent financial reports provided to the board including a budget-to-actual report, 
balance sheet and information on restricted funds 

F7. Minutes from the following board meetings 
a. When the budget submitted in F5 was approved 
b. When the financial reports submitted in F6 were discussed 
c. When the results of the audit, review or compilation were presented 

F8. A policy or procedure your land trust follows when a) soliciting and accepting restricted 
gifts/grants, b) documenting donor restrictions and c) tracking receipt of and 
expenditures from restricted gifts/grants to comply with donor restrictions 

F9. For a recent stewardship or defense gift/grant, provide the following 
a. Solicitation  
b. Signed acknowledgement 

F10. For a recent restricted gift/grant (such as a property acquisition, special project, capital 
campaign), provide the following 
a. Solicitation  
b. Signed acknowledgement 

F11. Completed internal control questionnaire (See next page) 
F12. Completed internal control certification (See next page) 
F13. Certificate of general liability insurance or equivalent documentation (such as premium 

summary, declarations page or other summary page)  
F14. Dated board evaluation of insurance needs 
F15. Statement from a board officer or executive director explaining the reason for the deficit 

(if applicable) 
F16. Report from the board of its evaluation of operating reserve needs and its plan to address 

the needs (if applicable) 
F17. Stewardship and/or defense funding plan (if applicable) 
 
Project Verification 
• Complete Documentation for selected projects (similar to current project documentation 

checklist items) 
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Internal Controls Questions and Certification 
 

Please note that the questions below must be answered by someone knowledgeable about your 
land trust’s financial and accounting practices.  

The certification must be completed by a board officer or the executive director. 
 

Risk and Control Questions 
1. What do you think your land trust’s greatest risks are related to misuse of funds (theft, 

fraud, misappropriation)? 
a. What internal controls or accounting procedures are in place to prevent and/or 

detect the misuse of funds?* 
 

2. What do you think your land trust’s greatest risks are related to misstatement of funds 
(errors in reporting or presentation of financial statements)? 

a. What internal controls or accounting procedures are in place to prevent and/or 
detect the misstatement of funds?* 
 

3. What do you think your land trust’s greatest risks are related to the making sure board-
designated and donor-restricted funds are used appropriately? 

a. What internal controls or accounting procedures are in place to prevent and/or 
detect diversion or depletion of board-designated or donor-restricted funds for 
other uses?* 

 
4. How do your land trust’s internal controls or accounting procedures* manage risks 

associated with the payment of expenses for individuals who have access to checkbooks, 
bank accounts or investment accounts? 

 
5. If your land trust has staff, how does the board manage risks associated with setting 

compensation for its executive director or chief staff officer? 
 

 
Questionnaire completed by NAME______, TITLE _______, on DATE __________. 

 
*You may upload policies, procedures or other documents and reference them in your response;.  

you do not need to copy or repeat the text. 

 
 
Internal Controls Certification 
I, NAME______, TITLE _______, on DATE __________ certify that LAND TRUST NAME _____ 
has written internal financial controls and accounting procedures in place and that these 
controls are periodically verified to ensure they are effective.  
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The Commission will review the required documents and verify that the land trust meets the 
requirements. Requirements are sorted into two categories: “Must Show” and “If Flagged.”  

 “Must Show” requirements will be verified for each land trust and corrective action will be 
required prior to accreditation or renewal.  

 “If Flagged” requirements are additional areas that may be identified by Commission 
reviewers for which corrective action may be required depending on risk. The examples below 
are not comprehensive. 

At first-time accreditation, an applicant is expected to show compliance in its current work, except when a 
longer period is noted. At renewal, compliance is expected over the accredited term. 

Financial Records and Financial Health2C1(a), 3A2(b), 6A2, 6A3, 6A4, 6C1 

Must Show 
 Meets public support test, unless a quasi-governmental organization. 
 Annually obtains the following based on annual support and revenue (excluding value 

of donated properties/easements): 
o >$750,000: Audit by independent CPA 
o $100,000 - $750,000: Review by independent CPA 
o <$100,000: Compilation by CPA; if not using a CPA, the compilation must be 

prepared by an independent qualified accountant 
 Audited, reviewed or compiled statements include footnotes and disclosures and show 

unrestricted, board-designated and restricted net assets. 
 Operating surplus* at the end of the last fiscal year, unless there is a statement from a 

board officer explaining the reason for the deficit. (*Unrestricted net assets, excluding 
land, property and equipment, show an increase at the end of the fiscal year.) 

 Operating reserves** at the end of the last fiscal year sufficient to cover three months 
of operating expenses, unless there is a specific board evaluation of operating reserve 
needs and a plan to address the needs. (**Unrestricted net assets at end of fiscal year, 
excluding land, property and equipment, and including any restricted net assets or board-
designated funds specifically restricted or dedicated to an operating reserve.) 

 

If Flagged (examples) 

 Form 990 and audit, review or compilation do not reconcile. 

 Form 990 does not segregate fundraising, management and general, and program service 
expenses. 

 Form 990 does not report insider transactions and/or family or business relationships 
between board members. 

 Relevant Form 990 schedules substantially incomplete. 

 Financial records not accurate. 

 Deficit spending trend. 

 Overreliance on a “concentrated” or sole source of funding. 

 Inability to cover debt or lease payment obligations. 

 Extreme investment deviations not in keeping with market. 
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 “Going Concern” statement in audit. 
 

Board Oversight3A2 

Must Show 
 Board approval of annual budget. 
 Board review of periodic financial reports. 
 Board review of the annual audit, review or compilation. 
 Periodic financial reports provided to the board show the following: 
o Unrestricted, board-designated and restricted net assets 
o Comparison of actual revenue and expenses against budget 
o Information about sources and uses of money restricted to specific purposes 

received or expended during the reporting period 
 
If Flagged (examples) 

 Board not provided with sufficient information before meetings to provide financial 
oversight. 

 Financial reports do not provide an accurate representation of funds available for 
operations. 

 Board does not provide financial oversight by working to ensure sufficient financial 
resources are available. 
 

Gift Acknowledgement and Donor Restrictions5B2, 5B3 

Must Show 
 Gift acknowledgement letters contain the following: 
o Description of the gift 
o Statement that no goods or services were provided and/or good faith estimate of 

the value of goods and services provided, if any 
 Business process for tracking receipt, use and acknowledgement of restricted 

gifts/grants present. 
 Gifts/grants solicited using the term “endowment” or solicited for other specific 

purposes are classified in accordance with the solicitation materials. 
 
If Flagged (examples)  

 Acknowledgement letter not provided contemporaneous to the gift. 

 Gifts/grants solicited or received for a specific purpose not restricted, tracked and used 
accordingly. 

 Solicitations and/or acknowledgements not clear about restrictions on the use of moneys 
received. 

 SDRF does not correspond to fund classifications in audit, review or compilation. 

 Application indicates land trust has board-designated or restricted net assets, and financial 
documents do not show them. 
 

Internal Controls6D1 
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Must Show 
 Internal control questionnaire present. 
 Internal control certification present. 

 
If Flagged (examples)  

 Action not being taken to address a significant control issue. 

 Internal controls do not detect or prevent misuse or misstatement of funds. 

 Internal controls do not prevent or detect significant risks associated with the scale or 
scope of the land trust’s operations.  

 No evidence of written internal controls. 
 

Stewardship and Defense Funding6A5 

Must Show 
 Enough board-designated or restricted defense funding to meet the amount specified 

in the Legal Defense Reserves Calculator. If an applicant does not have the full amount 
by 2019, it must have at least half of the required funds and a plan with specific funding 
targets and timelines to raise the remaining funds before its next renewal. 

 At least $3,500 per conservation easement in board-designated or restricted 
stewardship funding. If a first-time applicant does not have the required funding, there 
is a plan with specific funding targets and timelines to raise the remaining funds before 
its first renewal. 

 
If Flagged (examples)  

 Insufficient financial resources to cover conservation property stewardship. 
 

Insurance6E2 

Must Show 
 Current general liability insurance policy. 
 Board review, at least every five years, of insurance needs appropriate to risk exposure 

including evaluation of the following: 
o Insurance required by law 
o Directors and officers liability insurance 
o Property insurance  

 
If Flagged (examples)  

 General liability insurance coverage and policy terms grossly insufficient. 

 Board evaluation of insurance needs shows the land trust does not have legally required 
insurance. 
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For all conservation land or conservation easement 
transactions: 
1A3.  Do not knowingly participate in 

transactions that are potentially 
fraudulent or abusive  

3D1.  The board reviews and approves every 
land and conservation easement 
transaction; (a) However, the board may 
delegate decision-making authority on 
transactions if: (i) It establishes written 
policies or has bylaws provisions that 
define the limits to the authority given to 
the delegated entity and (ii) The 
delegated entity provides timely 
notification in writing to the full board of 
any completed transactions [Also related 
to 3C3 in Governance] 

8B2.  Develop and apply written project-
selection criteria that are consistent with 
the land trust’s conservation priorities 

8C1.  Visually inspect properties before buying 
or accepting donations of conservation 
land or conservation easements to 
determine and document whether: (a) 
There are important conservation values 
on the property, (b) The project meets the 
land trust's project-selection criteria  

9F1.  Prior to closing and preferably early in the 
process, have a title company or attorney 
investigate title for each property or 
conservation easement the land trust 
intends to acquire 

9F1(a). Update the title at or just prior to closing 

9F2.  Evaluate the title exceptions and 
document how the land trust addressed 
mortgages, liens, severed mineral rights 
and other encumbrances prior to closing 
so that they will not result in 
extinguishment of the conservation 
easement or significantly undermine the 
property’s important conservation values  

9F3.  Promptly record land and conservation 
easement transaction documents at the 
appropriate records office 

9G2.  Keep originals of all documents essential 
to the defense of each real property 
transaction in a secure manner and 
protected from damage or loss 

9G3.  Create and keep copies of these 
documents in a manner such that both 
originals and copies are not destroyed in a 
single calamity 

9H1.  When buying land, conservation 
easements or other real property 
interests, obtain an independent appraisal 
by a qualified appraiser in advance of 
closing to support the purchase price; (a) 
However, a letter of opinion from a 
qualified real estate professional may be 
obtained in the limited circumstances 
when: (i) A property has a very low 
economic value, (ii) A full appraisal is not 
feasible before a public auction, (iii) Or the 
amount paid is significantly below market 
value 

9H2.  In limited circumstances where acquiring 
land, conservation easements or other 
real property interests above the 
appraised value is warranted, 
contemporaneously document: (a) The 
justification for the purchase price, (b) 
That there is no private inurement or 
impermissible private benefit 
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In addition, if a tax-deductible transaction: 
9E2.  Review, on the land trust’s own behalf, 

each potentially tax-deductible 
conservation easement for consistency 
with the Treasury Department regulations 
(U.S.C. §1.170A-14), especially the 
conservation purposes test of IRC §170(h) 

10A1.  Inform potential land or conservation 
easement donors who may claim a federal 
or state income tax deduction (or state tax 
credit), in writing and early in project 
discussions, that: (a) The project must 
meet the requirements of IRC §170 and 
the accompanying Treasury Department 
regulations and any other federal or state 
requirements, (b) The donor is responsible 
for any determination of the value of the 
donation, (c) The Treasury Department 
regulations require the donor to obtain a 
qualified appraisal prepared by a qualified 
appraiser for gifts of property valued at 
more than $5,000, (d) Prior to making the 
decision to sign the IRS Form 8283, the 
land trust will request a copy of the 
completed appraisal, (e) The land trust is 
not providing individualized legal or tax 
advice 

10B2.  Sign the Form 8283 only if the information 
in Section B, Part I, “Information on 
Donated Property,” is complete and is an 
accurate representation of the gift; (a) 
Refuse to sign the Form 8283 if the land 
trust believes no gift has been made or the 
property has not been accurately 
described 

10C2.  Evaluate the Form 8283 and any appraisal 
to determine whether the land trust has 
substantial concerns about the appraised 
value or the appraisal 

10C3.  Discuss substantial concerns about the 
appraisal, the appraised value or other 
terms of the transaction with legal counsel 
and take appropriate action, such as: (a) 
Documenting that the land trust has 
shared those concerns with the donor, (b) 
Seeking additional substantiation of 
value, (c) Withdrawing from the 
transaction prior to closing, (d) Or refusing 
to sign the Form 8283 

10C4.  When engaging in transactions with pass-
through entities of unrelated parties, 
particularly those offered or assembled by 
a third party or described as a syndication 
by the IRS: (a) Require a copy of the 
appraisal prior to closing, (b) Decline to 
participate in the transaction if the 
appraisal indicates an increase in value of 
more than 2.5 times the basis in the 
property within 36 months of the pass-
through entity's acquisition of the 
property, the value of the donation is $1 
million or greater and the terms of the 
transaction do not satisfy the Land Trust 
Alliance Tax Shelter Advisory 
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In addition, if a conservation easement: 
9D2.  If a conservation easement contains 

restrictions or permitted rights that are 
specific to certain zones or areas within 
the property, include the locations of 
these areas in the easement document so 
that they can be identified in the field 

9E1.  For every conservation easement, (a) 
Individually tailor it to the specific 
property, (b) Identify the conservation 
values being protected, (c) Allow only uses 
and permitted rights that are not 
inconsistent with the conservation 
purposes and that will not significantly 
impair the protected conservation values 
(d) Avoid restrictions and permitted rights 
that the land trust cannot monitor and 
enforce, (e) Include all necessary and 
appropriate provisions to ensure it is 
legally enforceable 

11B1.  For each conservation easement, have a 
baseline documentation report, with 
written descriptions, maps and 
photographs, that documents: (a) The 
conservation values protected by the 
easement, (b) The relevant conditions of 
the property as necessary to monitor and 
enforce the easement 

11B2.  Prepare the report prior to closing and 
have it signed by the landowner and land 
trust at or prior to closing; (a) In the event 
that seasonal conditions prevent the 
completion of a full baseline 
documentation report by closing, the 
landowner and land trust sign a schedule 
for finalizing the full report and an 
acknowledgement of interim data [that 
for donations and bargain sales meets 
Treasury Regulations §1.170A-14(g)(5)(i)] 
at closing 
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Pre-application 

 Land Conservation Project List 

 Acknowledgements 
o Baseline documentation reports have required contents (If not, include T10) 

 
Application Questions  

 Q: Does your land trust delegate final conservation project approval? If yes, include T1. 

 Q: Does your land trust currently* investigate title for every conservation easement and 
fee property? If no, include T2 and T3. [*Over entire term, if renewal] 

 Q: Has your land trust purchased a conservation easement or fee property in the past five 
years? If yes, include T4. [Since accredited, for renewal] 

 Q: Does your land trust currently* secure an appraisal (or letter of opinion) for every 
purchased or bargain-sale fee property and conservation easement? If no, include T5. 
[*Over term for renewal] 

 Q: Has your land trust paid more than appraised value when purchasing a fee property or 
conservation easement in the past five years*? If yes, how many times? If yes, include T6. 
[*Over term for renewal] 

 Q: Does your land trust have and use a conservation easement template? If yes, include T7. 

 Q: In the past five years*, has your land trust had projects where the landowner took a tax 
deduction? If yes, include T8. [*Over term for renewal] 

 Q: Does your land trust plan to close on one or more conservation easements or 
conservation property transactions in the next year? 

 
Application 
T1. Delegation of Transaction Approval Policy (if applicable) 
T2. Policy for meeting title investigation requirements (if applicable) 
T3. Statement indicating whether any retroactive title investigation has been completed for 

recent* projects (if applicable) [*Over term for renewal] 
T4. For the most recent land or conservation easement purchase or bargain sale: (if 

applicable) 
a. Independent appraisal (or letter of opinion) used to substantiate the purchase price 
b. Purchase and sale agreement (or other documentation showing the purchase price) 

T5. Policy for meeting requirements for appraisals for purchase and bargain sale transactions 
(if applicable) 

T6. Evidence contemporaneously justifying the purchase price and documentation that there 
was no private inurement or impermissible private benefit; if not contemporaneous, 
provide retroactive documentation (if applicable) 

T7. Conservation easement template (if applicable) 
T8. Template for written donor notification of tax code requirements (if applicable) 
T9. Statement describing your land trust’s recordkeeping practices including: 
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a. How originals (paper or electronic) are kept in a secure manner 
b. How originals (paper or electronic) are protected from damage or loss 
c. How originals and copies are stored in a way so both are not destroyed in a single 

calamity 
T10. Plan for updating baseline documentation reports to meet requirements (if applicable) 
 
Project Verification 

 Complete Documentation for selected projects (similar to current project documentation 
checklist items) 

 Targeted (the Land Conservation Project List submitted at pre-application will require land 
trusts to indicate if transactions in the last five years involved a pass-through entity of 
unrelated individuals, the land was held for less than 36 months before the donation, and the 
value increased more than 2.5 times the basis in the property and, if so, to state the value of 
the donation; the Commission may select one or more of these transactions and request the 
Form 8283, appraisal, and other information) 
 

 
  



 

23 

The Commission will review the required documents and verify that the land trust meets the 
requirements. Requirements are sorted into two categories: “Must Show” and “If Flagged.”  

 “Must Show” requirements will be verified for each land trust and corrective action will be 
required prior to accreditation or renewal.  

 “If Flagged” requirements are additional areas that may be identified by Commission 
reviewers for which corrective action may be required depending on risk. The examples 
below are not comprehensive. 

At first-time accreditation, an applicant is expected to show compliance in its current work, except when 
a longer period is noted. At renewal, compliance is expected over the accredited term. 

Project Due Diligence8B2, 8C1, 9F1, 9F1(A), 9F2,9F3, 9H1,9H2 

Must Show 
 Project-selection criteria present. 
 Title investigation by attorney or title company for each conservation property and 

conservation easement acquisition. If acquiring from a nonprofit partner and there is 
no new title investigation, there is a copy of the partner’s title investigation and 
evidence of bringing the partner’s title current. 

 Independent appraisal by qualified appraiser for purchased or bargain sale 
conservation property or conservation easement. If the property has a very low 
economic value, a full appraisal is not feasible before a public auction, or the amount 
paid is significantly below market value, a letter of opinion can be obtained. 

 Option 1 (visual inspection): Evidence of visual inspection of the property before 
closing includes the following: 
o Inspection date 
o Property inspected 
o Who did the inspection 
o Identification of property’s conservation values 
^Required for projects starting in 2019. 

 Option 2 (visual inspection): Evidence of visual inspection of the property before 
closing present. ^Required for projects starting in 2019. 

 Option 1 (project selection criteria): Documentation the project meets the project-
selection criteria present. 

 
If Flagged (examples) 

 Option 2 (project selection criteria): Projects inconsistent with the project-selection 
criteria. 

 Title investigation does not address ownership and encumbrances. 

 Title update absent when initial title investigation more than 30 days before closing. 

 Encumbrances not addressed. 

 Mortgage subordination not recorded before or contemporaneous with conservation 
easement. 
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 For purchases, independent appraisal or letters of opinion not obtained in advance of 
closing. 

 For purchases, relying on the landowner’s appraisal, unless the land trust is listed as an 
intended user. 

 For purchases, relying on an appraisal for an adjacent property, tax assessment, or 
summaries of comparable sales by individuals other than qualified appraisers. 

 If purchased substantially above value, no documentation to justify the purchase price 
and lack of private inurement or impermissible private benefit. 

 Visual inspection of the property insufficient to identify risks on the property. 
 

Project Review and Approval3D1  

Must Show 
 Project review by board or other entity present. 
 Board or delegated entity receives materials describing the project in advance of the 

decision-making meeting. 
 Project approval by board or delegated entity present. 
 If decision-making authority delegated, delegation policy or bylaws provisions 

define limits given to delegated entity. 
 
If Flagged (examples) 

 Information provided to the board about the project are insufficient. 

 Completed project substantially different from approved project without notice to board 
or delegated entity. 

 If decision-making authority delegated, no timely notification of completed transactions 
to the board. 
 

Conservation Easement and Fee Title Deeds9D2, 9E1, 9E2, 9F3 

Must Show 
 Conservation easements are perpetual and contain the following: 
o Name of grantor and grantee 
o Legal description 
o Identification of conservation values 
o Locations of specific zones or areas, if restrictions or permitted rights are specific 

to such areas 
o Designation of when grantee review or approval is required and how review or 

approval is obtained 
o Right of entry that does not unduly limit access to monitor 
o Right to enforce and to take immediate action 
o Termination and proceeds provisions 
o Reference to baseline documentation report 

 
If Flagged (examples) 

 Conservation easement not individually tailored. 
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 Rights in conservation easement inconsistent with conservation purposes or significantly 
impair protected conservation values. 

 Rights in conservation easement so broad as to be invalid. 

 Conservation easement contains restrictions and rights that cannot be monitored or 
enforced. 

 Tax-deductible conservation easement inconsistent with Treasury Regulations by lacking 
the following. 
o Identification of conservation purposes 
o Prohibition on surface mining 
o Limitations on assignment 
o Compliant extinguishment and proceeds provisions 
o Confirm the easement is an immediately vested property right 

 Conservation easements and fee title deeds filed for recording more than a week after 
the final signature(s). ^Required starting in 2019. 
 

Baseline Documentation Report11B1, 11B2 

Must Show 
 Every conservation easement has a baseline documentation report that contains the 

following: 
o Date of completion 
o Documentation of the conservation values protected by the easement with 

written descriptions, maps and photographs 
o Documentation of the relevant conditions of the property necessary to monitor 

and enforce the easement with written descriptions, maps and photographs  
o Land trust signature 
o Landowner signature (or documented attempt to obtain signature), unless the 

baseline was prior to 2004 
If a first-time applicant’s older baseline documentation reports are present but are 
missing some of the required content, there is a plan to upgrade them before its first 
renewal. 

 Baseline documentation reports are complete and signed by the land trust and 
landowner at or before closing. If seasonal conditions prevent this, there is interim 
data and a schedule for finalizing the full report that is signed by the land trust and 
landowner. 
 

If Flagged (examples) 

 Baseline documentation report is not a distinct document that represents the property 
condition at a point in time. 
 

Tax Deduction1A3, 9E2, 10A1, 10B2, 10C2, 10C3, 10C4 

Must Show 
 Notification to potential donors includes the equivalent of the following: 
o The project must meet the requirements of Internal Revenue Code §170 and the 
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accompanying Treasury Department regulations and any other federal or state 
requirements 

o The donor is required to obtain a qualified appraisal prepared by a qualified 
appraiser for gifts of property valued at more than $5,000 

o The land trust will request a copy of the completed appraisal 
 Landowner’s appraisal supporting the Form 8283 present. If landowner would not 

provide appraisal, there is documentation of a request for the appraisal and a 
statement explaining how the land trust confirmed that it did not have concerns 
about the appraised value when it signed the Form 8283. 

 Comprehensive due diligence and analysis of transactions with pass-through entities 
of unrelated parties is conducted to determine if transaction is potentially fraudulent 
or abusive. 

 The terms of any transaction since 2016 satisfy the Land Trust Alliance Tax Shelter 
Advisory if there is a pass-through entity of unrelated parties where a) the appraisal 
indicates an increase in value of more than 2.5 times the basis in the property within 
36 months of the pass-through entity’s acquisition of the property and b) the value of 
the donation is $1 million or greater. 

 
If Flagged (examples) 

 Notification of tax code requirements to potential donors clearly after closing. 

 The land trust is providing individualized legal or tax advice. 

 If the land trust pays for the appraisal, payment to landowner not acknowledged. 

 Knowingly participating in potentially fraudulent or abusive transactions.  

 Not taking appropriate action to resolve substantial concerns with appraised value or 
appraisal. 

 Legal counsel not appropriately involved in potentially fraudulent or abusive 
transactions. 

 Form 8283 does not include the following: 
o Name of the landowner(s) matches the landowner in the title investigation 
o Gift description 
o Fair market value of donation matches appraised value 
o Any bargain sale payments 
o Donor’s cost or adjusted basis^ 
o Date of gift 
^Required on Forms starting in 2019. 

 Year of the gift on the Form 8283 does not match year conservation easement recorded. 

 Form 8283 signed when no gift was received. 

 Landowner’s appraisal clearly not a qualified appraisal as evidenced by the following. 
o Not for gift that was donated 
o Effective date substantially more than 60 days before the donation 
o Entire contiguous parcel not addressed if clearly applicable 
o Enhancement not addressed if clearly applicable 
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Recordkeeping9G2, 9G3 

Must Show 
 Originals retained of the following: 
o Legal agreements, deeds, conservation easements, amendments 
o Critical correspondence, including those related to project goals, tax and legal 

matters, notifications, approvals, enforcement, other key matters the land trust 
determines essential to the defense of the transaction 

o Baseline documentation reports 
o Title insurance policies or evidence of title investigation 
o Surveys, if any 
o Appraisals used to substantiate the purchase price or used by the landowner to 

substantiate value on the Form 8283 
o Forms 8283 
o Conservation easement monitoring reports 
o Fee property inspection reports 
o Contracts and leases relative to long-term land management activities  

 Copies retained of the following: 
o Critical correspondence (see above) 
o Baseline documentation reports 
o Title insurance policies, if any 
o Unrecorded surveys, if any 

 Originals and copies are stored in locations that could not be destroyed in a single 
calamity. 

 
If Flagged (examples) 

 Application documents not replicas of signed originals. 

 Originals not kept in a secure manner.  

 Originals not protected from damage or loss. 
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11B3. When there are significant changes to the 
land or the conservation easement (such 
as a result of an amendment or the 
exercise of a permitted right), document 
those changes in an appropriate manner, 
such as through monitoring reports, a 
baseline supplement or current conditions 
report 

11C2.  Monitor each conservation easement 
property at least once per calendar year; 
(a) If the land trust uses aerial monitoring, 
conduct on-the-ground monitoring at 
least once every five years, (b) Promptly 
document the annual monitoring activities 
for each conservation easement 

11E1. Adopt a written policy and develop 
written procedures for documenting and 
responding to potential conservation 
easement violations  

11E2.  Investigate potential violations in a timely 
manner and promptly document all 
actions taken 

11F3.  Maintain a permanent record of all 
notices, approvals, denials, 
interpretations, and the exercise of any 
significant permitted rights 

11H1.  Adopt and follow a written policy or 
procedure addressing conservation 
easement amendments that is consistent 
with the Land Trust Alliance Amendment 
Principles  

11J1. In the rare case that it is necessary to 
extinguish a conservation easement, in 
whole or in part, (a) Follow the terms of 
the conservation easement with respect 
to taking appropriate action and

obtain judicial or regulatory review when 
required by law or specified in the 
easement deed, (b) Ensure there is no 
private inurement or impermissible private 
benefit, (c) Take steps to avoid or mitigate 
harm to conservation values and/or use 
any proceeds in a manner consistent with 
the conservation easement deed, (d) 
Consider the land trust’s actions in the 
context of its reputation and the impact 
on the land conservation community at 
large 

12B1.  Develop a written land management plan 
for each conservation property within 12 
months after acquiring the land to: (a) 
Identify the property’s conservation 
values, including any significant cultural 
and natural features or those that have 
significant community value, (b) Identify 
the overall management goals for the 
property, (c) Identify activities to achieve 
the goals and to reduce any risks or 
threats to the conservation values, (d) 
Specify the uses that are appropriate for 
the property, in keeping with the 
property’s conservation values, any 
restrictions and donor or funder 
requirements 

12C2.  Inspect properties at least once per 
calendar year for potential management 
problems and promptly document the 
inspection 

12C3. Address management problems, including 
encroachments, trespass and other 
ownership challenges, in an appropriate 
and timely manner and document the 
actions taken  
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Pre-application 

 Land Conservation Project List 

 Acknowledgements 
o Management plans have required contents (If not, include S4.) 

 Statements 
o Statement briefly describing each violation over the last five years and how it was 

resolved or is being resolved. [Over term for renewal] 
o Statement briefly describing each property ownership challenge over the last five years 

and how it was resolved or is being resolved. [Over term for renewal] 
o Statement briefly describing each conservation easement amendment completed over 

the last five years. [Over term for renewal] 
o Statement briefly describing each conservation easement extinguished in whole or in 

part over the last five years. [Over term for renewal] 
 
Application 
S1. Violation Policy and/or Procedures 
S2. Amendment Policy and/or Procedures 
S3. Example of how your land trust documented a significant change to the land covered by a 

conservation easement or a significant change resulting from a conservation easement 
amendment or exercise of a permitted right 

S4. Plan for updating management plans to meet requirements (if applicable) 
 
Project Verification 

 Complete Documentation for selected projects (similar to current project documentation 
checklist items) 

 Targeted (the Commission may select one or more of the violations, property ownership 
challenges, amendments  and/or extinguishments identified in the pre-application and request 
documentation showing the requirements were met; the Commission will also verify the 
contents of one or more older baseline documentation reports) 
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The Commission will review the required documents and verify that the land trust meets the requirements. 
Requirements are sorted into two categories: “Must Show” and “If Flagged.”  

 “Must Show” requirements will be verified for each land trust and corrective action will be 
required prior to accreditation or renewal.  

 “If Flagged” requirements are additional areas that may be identified by Commission 
reviewers for which corrective action may be required depending on risk. The examples below 
are not comprehensive. 

At first-time accreditation, an applicant is expected to show compliance in its current work, except when a 
longer period is noted. At renewal, compliance is expected over the accredited term. 

 

Conservation Easement Monitoring11C2 and Conservation Property Inspections12C2 

Must Show 
 Annual conservation easement monitoring (3 years at first-time; over accredited term 

at renewal). 
 Annual conservation property inspections (3 years at first-time by 2021; over accredited 

term at renewal). 
 Reports include the following:^ 
o Inspection date 
o Property inspected 
o Who did the inspection 
o Observations related to property’s condition and conservation values 
o Observations related to potential conservation easement violations or conservation 

property ownership challenges 
^Fee inspection report contents will be verified starting in 2020. 
 

If Flagged (examples) 

 Monitoring or inspection report identifies a potential violation or management challenge 
not disclosed in pre-application statements. 

 Monitoring or inspection methodology insufficient to identify major conservation easement 
violations or conservation property ownership challenges.  

 If aerially monitoring conservation easements, reports show on-the-ground monitoring not 
occurring at least every five years. 

 Monitoring or inspection reports routinely completed significantly after the inspection or 
monitoring event. 
 

Conservation Property Management Plans12B1 

Must Show 
 Every conservation property has a management plan that contains the items listed 

below. If a first-time applicant’s management plans are present but are missing some of 
the required content, there is a plan to upgrade them before its first renewal. 
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o Identification of the conservation values  
o Management goals 
o Activities to achieve management goals 

 
If Flagged (examples) 

 Management plans routinely not completed within 12 months of acquisition. 

 Management plan allows uses that adversely impact the conservation values and/or violate 
restrictions on the property. 

 Management plan grossly outdated or does not reflect conditions after significant natural or 
human-caused changes. 

 Management plan not updated after new parcels added to property. 
 

Conservation Easement Enforcement11E1  and Amendment11H1 Policies 

Must Show 
 Violation policy and/or procedures present. 
 Amendment policy and/or procedures: 
o Prohibit impermissible private benefit and private inurement 
o Require amendments to have a net beneficial or neutral effect on the protected 

conservation values 
 

Conservation Easement Amendments11H1 and Extinguishments11J1 

Must Show 
 Extinguishment followed terms of the conservation easement with respect to judicial 

review. 
 Steps were taken to avoid and/or mitigate harm to conservation values as part of the 

extinguishment. 
 
If Flagged (examples) 

 Amendment or extinguishment resulted in private inurement or impermissible private 
benefit. 

 Amendment had negative effect on conservation values. 

 Amendment clearly inconsistent with the Land Trust Alliance’s Amendment Principles. 

 Board not informed or not involved as appropriate to scale of amendment or 
extinguishment. 

 If co-held, co-holder not involved in accordance with terms of easement or other 
agreement. 

 Extinguishment actions put land trust’s reputation in jeopardy and have high potential to 
impact land conservation community.  

 Proceeds from extinguishment used inappropriately. 
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Conservation Easement Enforcement11E2 and  
Conservation Property Ownership Challenges12C3 

If Flagged (examples) 

 Land trust enforcement actions or actions taken to address ownership challenges show the 
following: 
o Not timely 
o Not documented 
o Resulted in private inurement or impermissible private benefit 
o Inconsistent with conservation values and/or restrictions 

 Board not informed or not involved in resolution as appropriate to scale of violation or 
ownership challenge. 

 If co-held, co-holder not involved in accordance with deed terms or other agreement. 
 

 Conservation Easement Stewardship Records11B3, 11F3  

Must Show 

 Option 1 (stewardship records): Records policy or procedure specifies permanent 
retention of the following records: 
o Notices 
o Approvals  
o Denials 
o Interpretations 
o Exercise of significant permitted rights 

 Option 1 (documenting significant change): Documentation of significant changes to 
the land or changes to the conservation easement (resulting from an amendment or 
exercise of a permitted right) includes the following: 
o Date  
o Written descriptions 
o Photographs and/or maps 
^Required for significant change occurring in 2019 or later. 

 
If Flagged (examples) 

 Option 2 (stewardship records):  
o Does not have records of notices, approvals, denials, interpretations and exercise of 

significant permitted rights. 
o Records of notices, approvals, denials, interpretations, or exercise of significant 

permitted rights incomplete or not timely. 

 Option 2 (documenting significant change): Insufficient documentation of significant 
changes to the land or changes to the conservation easement (resulting from an 
amendment or exercise of a permitted right). ^Required for significant change occurring in 
2019 or later. 

 Approved activities inconsistent with conservation easement purposes and terms. 

 Approved activities resulted in private inurement or impermissible private benefit. 
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CROSSWALK  OF  REQUIREMENTS:  2016  TO  2018    
  
Following  the  2017  Standards  revisions,  the  accreditation  program  is  transitioning  from  
reviewing  "indicator  practices"  to  reviewing  "indicator  elements.”  All  of  the  indicator  elements  
will  be  grouped  into  one  of  four  categories:  Governance,  Finance,  Transactions,  and  
Stewardship.  
  
This  document  gives  you  a  high-‐level  overview  of  how  the  accreditation  program’s  existing  
requirements  will  be  translated  into  the  2018  requirements.  The  core  concepts  from  the  
indicator  practices  are  still  in  place,  with  a  few  high-‐risk  areas  added,  and  a  number  of  low-‐risk  
or  redundant  areas  dropped.  
  
   2018  Requirements  Manual  

Requirements  added  related  to…   Added  to  category…  
New  Areas  
Added  

Strategic  goals   Governance  
Board  development  process  
Financial  health   Finance  
Insurance  
Visual  inspection  as  part  of  project  due  
diligence  

Transactions  

Promptly  recording  deeds  
Avoiding  fraudulent  or  abusive  
transactions  
Documentation  of  change  to  land  
subject  to  conservation  easement  or  
conservation  easement  

Stewardship  

Stewardship  records  
  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

1D.  Ethics   High  standards  of  ethics   Transactions  
Mission     

Dropped  –  no  longer  an  indicator  
element  
  

Disclosures  to  landowners  about  related  
entity  
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   2016  Requirements  Manual:  
Requirements  related  to…  

2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

2A.  Compliance  
with  Laws  

Federal  and  state  filings     
Dropped  –  no  longer  related  to  an  
indicator  element  
  
  

Clear  of  findings  of  malfeasance  
following  governmental  investigation  
Compliance  with  out-‐of-‐state  corporate  
registration  requirements  

     
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

2B.  Nonprofit  
Incorporation  
and  Bylaws  

Incorporated  or  formed  in  accordance  
with  state  law  

Governance  

Bylaws  
Corporate  status  
Board  review  of  bylaws  every  five  years   Dropped  –  no  longer  related  to  an  

indicator  element  
  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

2C.  Tax  
Exemption  

Tax-‐exempt  organization  or  quasi-‐
governmental  organization  

Verified  as  part  of  eligibility  at  
registration  

Public  support  test   Finance  
Prohibited  activities:  private  inurement  
and  impermissible  private  benefit  

Governance  and  Transactions  

Prohibited  activities:  lobbying  and  
political  campaign  activity  

Dropped  –  no  longer  related  to  an  
indicator  element  

Form  990   Finance  
  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

3C.  Board  
Governance  

Communications  to  board  members  
about  service  as  board  members  

Dropped  –  no  longer  related  to  an  
indicator  element  

Majority  of  meetings  have  quorum    
Clear  roles  and  limits  if  staff  on  board  
Written  board  member  job  descriptions  
Board  evaluation  
Meeting  frequency  

Governance  

Information  to  board  members  prior  to  
meetings  
Board  member  recruitment,  training,  
and  orientation  
Evaluation  of  executive  director  
Strategic  direction  
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   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

3F.  Board  
Approval  of  
Land  
Transactions  

Project  evaluation   Transactions  
Project  review  
Sufficient  information  prior  to  decision  
Project  approval  
Updates  on  project  if  substantial  
changes    
Delegation  of  transaction  approval  
policy  or  bylaw  provisions  
Review  of  delegation  policy   Dropped  –  no  longer  related  to  an  

indicator  element  
  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

4A.  Dealing  
with  Conflicts  
of  Interest  

Conflict  of  interest  policy   Governance  
Management  of  conflicts  of  interest  
Evaluation  of  private  inurement  
Compensation  prohibited  to  president  
or  treasurer  or  their  firms  for  
professional  services  

  
Dropped  –  no  longer  related  to  an  
indicator  element  
  Management  of  conflicts  with  attorney  

board  members  
  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

5A.  Legal  and  
Ethical  
Practices  

Commission-‐based  fundraising   Dropped  –  no  longer  related  to  an  
indicator  element  
  

Limits  to  fundraising  costs  
Charitable  solicitation  registration  
Gift  acknowledgement  letters   Finance  
Donor-‐restricted  gifts  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

6B.  Financial  
Records  

GAAP-‐compliant  financial  records   Dropped  –  no  longer  related  to  an  
indicator  element  

Accurate  financial  records  and  tracking  
of  donor-‐restricted  funds  

Finance  

Board  oversight  of  finances  
Internal  controls  
Annual  budget  
Deficit  spending  trends  
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   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

6D.  Financial  
Review  or  Audit  

Annual  audit,  review  or  compilation   Finance  
Qualifications  of  person  conducting  
audit,  review  or  compilation  
Board  review  of  audit,  review  or    
compilation  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

7A.  Capacity   Program  evaluation   Governance  
Sufficient  human  resources   Dropped  –  no  longer  related  to  an  

indicator  element  
Sufficient  financial  resources   Finance  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

8B.  Project  
Selection  and  
Criteria  

Project  selection  process   Dropped  –  no  longer  related  to  an  
indicator  element  

Project  selection  criteria   Transactions  
Evaluation  of  stewardship  capacity   Dropped  –  no  longer  related  to  an  

indicator  element  
  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

8D.  Public  
Benefit  of  
Transactions  

Public  benefit  analysis   Dropped  –  no  longer  related  to  an  
indicator  element  Federal  and  state  charitable  trust  laws  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

9E.  Easement  
Drafting  

Conservation  easement  contents   Transactions  
Qualifications  of  conservation  easement  
drafter    

Dropped  –  no  longer  related  to  an  
indicator  element  
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   2016  Requirements  Manual:  
Requirements  related  to…  

2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

9G.  
Recordkeeping  

Records  policy   Governance  
Protection  of  original  documents   Transactions  
Copies  of  irreplaceable  documents  in  
separate  location  
Electronic  copies  replicas  of  originals  
Electronic  originals  per  federal  and  state  
law  

Dropped  –  no  longer  related  to  an  
indicator  element  

Agreements  for  storage  in  individual’s  
home  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

9H.  Title  
Investigation  
and  
Subordination  

Title  investigation  by  attorney  or  title  
firm  

Transactions  

Mortgages,  liens  and  other  
encumbrances  addressed  
Title  investigation  updated  at  or  prior  to  
closing  
Promptly  recording  deeds  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

9J.  Purchasing  
Land  

Independent  appraisals  (or  letters  of  
opinion  when  acceptable)  before  closing  

Transactions  

Justification  of  purchases  above  
appraised  value  
Honest  and  forthright  communications  
with  landowners  

Dropped  –  no  longer  in  the  
Standards  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

10B.  Appraisals   Landowner  notification   Transactions  
Forms  8283  
Landowner’s  appraisals  
Action  to  resolve  concerns  with  tax  
deduction  or  landowner’s  appraisal  
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   2016  Requirements  Manual:  
Requirements  related  to…  

2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

11A.  Funding  
Easement  
Stewardship  

Determination  of  stewardship,  
enforcement  and  long-‐term  expenses  

Dropped  –  no  longer  an  indicator  
element  

Conservation  easement  stewardship  
funds  

Finance  

Conservation  easement  defense  funds  
  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

11B.  Baseline  
Documentation  
Report  

Baseline  documentation  reports   Transactions  
Baseline  documentation  report  (or  
interim  report)  signed  prior  to  closing  
Baseline  supplement  with  significant  
conservation  easement  amendments  

Stewardship  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

11C.  Easement  
Monitoring  

Annual  monitoring   Stewardship  
  Monitoring  reports  

If  aerial  monitoring,  frequency  of  on-‐
the-‐ground  visits  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

11E.  
Enforcement  of  
Easements  

Easement  violation  policy/procedure   Stewardship  
  Timely  violation  resolution  

Legal  involvement  appropriate  to  the  
violation  

Dropped  –  no  longer  an  indicator  
element  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

11I.  
Amendments  

Amendments  not  routine   Dropped  –  no  longer  in  the  
Standards    

Amendment  violation  policy/procedure   Stewardship  
Amendment  process  consistent  with  
policy/procedure,  including  amendment  
not  inconsistent  with  donor  intent  
Documentation  of  no  impermissible  
private  benefit/private  inurement  
Amendments  that  release  a  de  minimis  
amount  of  land  

Dropped  –  no  longer  an  indicator  
element  

Full  or  partial  extinguishment   Stewardship  
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   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

12A.  Funding  
Land  
Stewardship  

Determination  of  immediate  and  long-‐
term  financial  and  management  
implications  

Dropped  –  no  longer  an  indicator  
element  

Defense  funds  for  conservation  
properties  

Finance  

Conservation  property  
stewardship/operating  funds  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

12C.  Land  
Management  

Land  management  plans   Stewardship  
Documentation  at  closing   Dropped  –  no  longer  in  the  

Standards  
Plans  within  12  months  of  closing   Stewardship  
Updates  to  land  management  plans  

  
   2016  Requirements  Manual:  

Requirements  related  to…  
2018  Requirements  Manual:    
Where  moved  or  if  dropped…  

12D.  
Monitoring  
Land  Trust  
Properties  

Location  of  property  boundaries   Dropped  –  no  longer  an  indicator  
element  

Annual  inspections   Stewardship  
Inspection  documentation  
Timely  resolution  of  management  
problems  

  
  
For  more  information,  please  see  the  Commission’s  website:  
http://www.landtrustaccreditation.org/news-‐and-‐updates/standards-‐and-‐practices-‐revision    
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Renewal 
Applicant Handbook 

 

A Land Trust’s Guide to the  
Renewal Accreditation Process 

 
 

 
 
 

 
 
 
 
 
 

 
As of October 2017 

All current applicant information is on our website. This Renewal Applicant 
Handbook compiles essential process information from the website in one 
location for your convenience.  

 

If you have questions, email  
info@landtrustaccreditation.org or call 518-587-3143.  

 

mailto:info@landtrustaccreditation.org
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Why Accreditation Matters  

Land trusts across the country permanently protect more than 40 million acres of farms, 
forests, parks and natural areas that are vital to healthy, vibrant communities. Accreditation 
advances excellence among land trusts, and provides the public, landowners, and donors with 
the confidence that these important conserved lands will be protected forever. 

Voluntary accreditation provides independent verification that land trusts meet the high 
standards for land conservation, stewardship and nonprofit management in the nationally-
recognized Land Trust Standards and Practices. Accredited land trusts now conserve almost 
80% of all land under conservation easement or owned in fee by land trusts, ensuring the 
promise of perpetuity. 

Why Land Trust Accreditation 

Defining Accreditation 

 

How Accreditation Works 

Land trusts seeking to achieve or renew accreditation submit detailed documentation to the 
Commission. Applications are rigorously reviewed by professional accreditation staff and 
volunteer commissioners from the land trust community. Accreditation is not a one-time 
action; it fosters continuous improvement as land trusts maintain their accredited status by 
applying for renewal every five years. 

Each accredited land trust completes a rigorous review process and joins a network of 
organizations united by strong ethical practices. This trusted network of land trusts has 
demonstrated fiscal accountability, strong organizational leadership, sound transactions and 
lasting stewardship of the lands they conserve. 

“For Joshua’s Trust, accreditation is the clearest evidence we have to show our members, our 
donors and our communities that we’re doing the best we can to protect our land in perpetuity,”  
said Doug Hughes, board president. “Our commitment to following these rigorous standards 
makes our organization stronger, and much better able to meet whatever challenges the future 
will bring.” 

 

Get to Know the Commission 

The Commission's mission is to inspire excellence, promote public trust and ensure 
permanence in the conservation of open lands by recognizing land trust organizations that 
meet rigorous quality standards and that strive for continuous improvement. 

History, Goals and Objectives 

Commissioners and Staff 

Notice of Accreditation Decisions 

http://www.landtrustaccreditation.org/about/752-why-land-trust-accreditation
http://www.landtrustaccreditation.org/about/753-defining-accreditation
http://www.landtrustaccreditation.org/about/about-the-commission/history-vision-and-values
http://www.landtrustaccreditation.org/about/commissioners
http://www.landtrustaccreditation.org/about/staff
http://www.landtrustaccreditation.org/news-and-updates/notice-of-decisions
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List of Accredited Land Trusts 

Annual Reports 

Start the Conversation 

Success Stories 

“The success of every charity depends on public trust, and this is especially important for the land 
conservation groups that handle billions each year in tax incentives, public funds, and charitable 
gifts. The new land trust accreditation program gives land trusts, like universities, hospitals, and 
museums, the opportunity to be publicly recognized for their excellence and ethics.'" 
    — Diana Aviv, President and CEO, Independent Sector (2006) 

  

 The Accreditation Seal  

 
The accreditation seal is a mark of distinction in land conservation. It is awarded to land trusts 
meeting the highest national standards for excellence and conservation permanence. Each 
accredited land trust completes a rigorous review process and joins a network of organizations 
united by strong ethical practices. This trusted network of land trusts has demonstrated fiscal 
accountability, strong organizational leadership, sound transactions and lasting stewardship of 
the lands they conserve. 

The seal is awarded by the Land Trust Accreditation Commission. The volunteers who serve on 
the Commission represent a diverse group of land conservation and nonprofit management 
experts from around the country. Because the seal is a registered trademark of the Land Trust 
Accreditation Commission, the Commission licenses the use of the seal to land trusts only after 
a rigorous process to verify the organizations meets national standards. The seal identifies land 
trusts that are accredited and meet national standards for excellence, uphold the public trust 
and ensure that conservation efforts are permanent. 

 

Excellence 

Accredited land trusts meet national quality standards for protecting important natural places 
and working lands forever. These land trusts demonstrate their commitment to excellence by 
adopting Land Trust Standards and Practices, the ethical and technical guidelines for the 
responsible operation of a land trust, and meeting the accreditation requirements drawn from 
them. 

http://www.landtrustaccreditation.org/storage/downloads/AccreditedLandTrusts.pdf
http://www.landtrustaccreditation.org/about/about-the-commission/annual-report
http://www.landtrustaccreditation.org/first-time-accreditation/getting-ready-and-registration/start-the-conversation
http://www.landtrustaccreditation.org/about/45-success-stories
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Trust 

Nonprofit organizations, including land trusts, are increasingly called on to demonstrate their 
accountability to the public. Accredited land trusts have voluntarily submitted their 
organizations to an external, independent review of their practices. As a result, accreditation 
provides the public with the assurance that the land trust displaying the accreditation seal 
meets established standards for organizational quality and permanent land conservation. 

 

Permanence 

Land trusts help conserve land that is essential to our health and well-being. When land trusts 
agree to protect land for the benefit of the public, in most cases they do so by promising that 
the protection is forever. The accreditation program verifies that the land trust has the policies 
and programs in place to keep this promise, either by caring for the land itself or transferring 
the land to an entity that can. 

  

“When people see that the Gallatin Valley Land Trust has once again earned the seal of 
accreditation, they have a deeper respect and confidence in us and our work. This is important for 
the success of our organization and our ability to conserve land in our region. The seal represents 
the very best of who we are and what we do.” 

Penelope Pierce, Executive Director, Gallatin Valley Land Trust (2014) 

  

 

About the Commission  

The Land Trust Accreditation Commission was incorporated in April 2006 as an independent 
program of the Land Trust Alliance to operate an innovative program to build and recognize 
strong land trusts, foster public confidence in land conservation and help ensure the long-term 
protection of land. Read more about the history of the Commission >> 

The Commission's mission is to inspire excellence, promote public trust and ensure 
permanence in the conservation of open lands by recognizing land trust organizations that 
meet rigorous quality standards and that strive for continuous improvement. 

Core Values 

Role of the Commission 

Role of the Alliance 

Role of the Public 

 

http://www.landtrustaccreditation.org/about/about-the-commission
http://www.landtrustaccreditation.org/about/about-the-commission
http://www.landtrustaccreditation.org/about/about-the-commission#d
http://www.landtrustaccreditation.org/about/about-the-commission#a
http://www.landtrustaccreditation.org/about/about-the-commission#b
http://www.landtrustaccreditation.org/about/about-the-commission#c
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Core Values 

In its actions and in its goals for the land trust community, the Commission aspires to the 
following values. 

• Integrity. To be clear and honest in our communications with land trusts, the public and 
others; to build trust in, and respect for, the accreditation program; to respect the 
confidentiality of data provided to us. 

• Accountability. To operate an accreditation program that is fair and makes consistent 
decisions; to learn from and respond to the land conservation community, the public and 
other stakeholders. 

• Service. To manage an accreditation program that is efficient and makes productive use of 
participants' time; to work cooperatively with land trusts of all types and sizes as they go 
through the accreditation process. 

 

Role of the Commission 

The Commission is an independent nonprofit that serves as a supporting organization of the 
Alliance. The Commission is governed by a board of diverse land conservation and nonprofit 
management experts from around the country who serve as commissioners.  

Commissioners volunteer their expertise to verify that a land trust is implementing specific 
accreditation indicators from Land Trust Standards and Practices. The Alliance selects the 
accreditation indicators and the Commission establishes the requirements used to verify the 
indicators are met. Commissioners use their breadth of experience with large and small and 
staffed and unstaffed land trusts to ensure the requirements are flexibility enough to apply to 
all land trusts. 

The Commission follows best practices in accreditation. 

• It has a comprehensive conflict of interest policy and manages conflicts to ensure fair and 
consistent decisions. 

• It makes decisions that are independent and are not influenced by political or donor 
concerns. 

• It maintains a help desk and instructional materials to coach land trusts through the 
accreditation process, but does not provide training or mentoring in how to meet the 
requirements. 

• It keeps all material provided by applicants confidential. It shares aggregate data about 
challenges facing land trusts to help inform the Alliance’s training and technical assistance 
program. A strict confidentiality policy governs how information is shared between the two 
organizations. 

 

Role of the Alliance 

The Alliance is a national conservation organization working to save the places people love by 
strengthening land conservation across America. The Alliance publishes Land Trust Standards 

http://www.landtrustaccreditation.org/about/commissioners
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
http://www.landtrustaccreditation.org/about/policies/110-conflict-of-interest-policy
http://www.landtrustaccreditation.org/about/policies/109-confidentiality-policy
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and Practices and selects the accreditation indicators; only its board can make changes to 
them. 

The Alliance provides training and technical assistance to help land trusts achieve and maintain 
accreditation. It elects commissioners to serve on the Commission’s independent board, 
manages an endowment to keep the program affordable for land trusts, and provides 
administrative services to the Commission. 

Role of the Public 

Special places exist in every neighborhood, city and town – the family farm, the urban park, the 
mountain view. Accredited land trusts are making sure that the places we love today will be 
loved by generations to come. Public accountability is a key component of the accreditation 
program; the public is invited to provide information in accordance with the Commission's 
"Feedback, Comments and Complaints" policy. Use the buttons on the right to comment on an 
applicant or accredited land trust or to provide feedback to the Commission. 

“When we learned our local conservancy was accredited, it was further confirmation of our choice 
to trust it to protect our land forever. Accreditation is an assurance of the high standards the 
conservancy uses to protect land today and for future generations.” 

- Dick Shuster; Dick and his wife Posy donated a conservation easement to the Leelanau 
Conservancy (MI) 

Find an Accredited Land Trust near you. 

Visit the Land Trust Alliance page for more information on conserving your land. 

  

Benefits of Accreditation  

The accreditation seal is a mark of distinction, and being accredited helps your land trust to 
stand out, to say to landowners, funders and other supporters: “Invest in us. We have proven we 
are a strong, effective organization you can trust to conserve your land forever.” 

 

What Accreditation Means to Land Trusts 

100% of surveyed respondents report that accreditation strengthened their organization, and 
their organizational and transaction records. 

 

What Accreditation Means To Land Trusts, Donors, Government, and The Public 

In recent surveys of accredited and renewed land trusts, 100% report accreditation helps the 
land trust community maintain the trust of Congress, the Internal Revenue Service, and the 
public. This is proving true: as recently as 2017, the US Fish and Wildlife Service released new 
internal guidance on mitigation that includes consideration of accredited land trusts. Read 
more  

http://www.landtrustaccreditation.org/about/policies/479-feedback-comments-and-complaints
http://www.landtrustaccreditation.org/land-trust-locator
http://www.landtrustalliance.org/conservation/landowners
https://www.fws.gov/endangered/improving_esa/cmp.html
https://www.fws.gov/endangered/improving_esa/cmp.html
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Once your land trust achieves accreditation you can proudly display the accreditation seal on 
your accredited land trust’s publications and website. Being accredited also provides your land 
trust with a number of tangible benefits; see our Benefits of Accreditation fact sheet for 
examples. 

• Conservation Defense Insurance: Accredited land trusts are automatically eligible for an 
annual premium discount of $11 per insured unit when they enroll in the conservation 
defense insurance program offered by Terrafirma Risk Retention Group LLC. 

• Colorado: Landowners desiring a state tax credit for a conservation easement donation in 
Colorado must work with a holder certified by the state. There is an expedited certification 
process for accredited land trusts. 

• Louisiana: Land trusts must be certified to hold and conserve certain mineral interests; 
documentation of land trust accreditation expedites the certification requirement. 

• Doris Duke Charitable Foundation provides funds through Open Space Institute for its 
resilient landscapes initiative. Extra points are awarded to accredited land trusts or land 
trusts that are committed to becoming accredited.  

• Chester County, PA includes land trust accreditation in its eligibility criteria for funding for 
its Brandywine Headwaters Preservation Program.   

• The Gaylord and Dorothy Donnelley Foundation provides land trusts that have already 
received support from the foundation with unsolicited grants of $10,000 each when they 
earn accreditation.   

• The 1772 Foundation considers a number of factors when evaluating grant applicants, 
including whether a land trust has prioritized accreditation.    

• A new program in Texas requires land trusts to be accredited to receive matching funds for 
projects near or adjacent to Texas state parks.    

• When seeking to become LEED-certified, a project proponent may opt to provide financial 
support to an accredited land trust to obtain credit for the “protecting or restoring habitat” 
certification element. 

“Without a doubt, the land trust accreditation process made us a much stronger organization that 
created a strong pathway to our sustainability. It was a rigorous and extensive process, and we 
commend the Accreditation Commission for its professionalism in its review and guidance 
throughout our application.”  

- Bob Bugert, Executive Director, Chelan-Douglas Land Trust (WA, 2013)   

“Not all of our donors care if we are accredited, but some definitely do. They want to be associated 
with high-functioning non-profits that deliver results. Yes, accreditation is a huge investment in 
time and effort, but it is an investment that pays back on many levels.”  

- Doug Sensenig, Executive Director, Coastal Mountains Land Trust (ME, 2013) 

  

http://www.landtrustaccreditation.org/storage/downloads/BenefitsofAccreditation.pdf
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Requirements Manual 

The Accreditation Requirements Manual: A Land Trust's Guide to Understanding Key Elements 
of Accreditation helps land trusts achieve success in the accreditation process. It serves as a 
guide for land trusts, providing information on each of the requirements evaluated as part of 
the accreditation process. 

• The Requirements Manual was most recently updated April 2016. 
• Infographic: Accreditation and the New Legal Defense Reserves Calculator (for more on 

this new resource from the Land Trust Alliance, visit The Learning Center) 

The requirements are based on indicators from Land Trust Standards and Practices and the 
evolving field of land conservation as well as our experience reviewing over 400 applications for 
land trust accreditation and renewal. The requirements are reviewed annually, and we work 
closely with the Alliance and the land trust community on each edition. Click here for more 
information on how the requirements are established. 

The requirements let land trusts know what an application must show. While each applicant 
must comply with each requirement, how the land trust demonstrates compliance varies 
greatly! Click here for more information about how the requirements are designed to allow for 
this flexibility. 

Information about Past Editions 

Providing Feedback 

What are the requirements and how do they relate to Land Trust Standards and Practices? 

The accreditation program verifies if a land trust is meeting Land Trust Standards and Practices 
by sampling documentation related to a number of "indicators." Each indicator has its own 
subset of requirements; requirements are the verifiable elements of an indicator that must be 
met by each applicant at either first-time accreditation, first renewal, and/or each subsequent 
renewal. Download infographic 

The Requirements Manual is a compendium of all requirements, and lets land trusts know how 
they are going to be evaluated for compliance at each point in the application process, helping 
ensure applicants have the guidance needed to be successful in the accreditation process. 
Download and review the Requirements Manual. 

How are the requirements created? 

We follow best practices in accreditation by establishing the specific requirements used to 
make fair and consistent decisions. While our bylaws give us this responsibility, in practice we 
work closely with the Alliance when setting requirements. These five criteria guide the 
development of each requirement. 

• Consistent with the language of the specific indicator in Land Trust Standards and Practices. 
• Consistent with Alliance materials, published law, other published sources, and/or other 

professional advice (e.g., accountants, appraisers, etc.). 

http://www.landtrustaccreditation.org/storage/downloads/RequirementsManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/RequirementsManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/RequirementsManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/Accred-and-LDRC.pdf
http://tlc.lta.org/calculator
http://www.landtrustalliance.org/topics/standards-and-practices
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual#d
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual#c
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual#b
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual/680-requirements-manual-previous-editions
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual#a
http://www.landtrustaccreditation.org/storage/downloads/LandTrustStandardsRequirementsInfographic.pdf
http://www.landtrustaccreditation.org/storage/downloads/RequirementsManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/RequirementsManual.pdf�
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• Essential to land trusts and the land trust community (high risk). 
• Equitable, fair, and feasible for all land trusts. 
• Verifiable at a reasonable cost. 

 

How often is the Requirements Manual revised and how will I know? 

Requirements are reviewed annually to ensure they reflect current practice in the land trust 
community and they remain practical for verifying compliance with accreditation 
requirements. The process starts with a committee looking at comments from the land trust 
community as well as issues identified in applications throughout the year. This is followed by a 
public comment period. The Commission approves the annual Requirements Manual edition 
each spring. 

We announce any public comment periods followed by the availability of the newest 
edition, via emails, webinars and other outreach, highlighting changes and giving advance 
notice for changes that take effect in the future. Our website has the current version, redline 
versions of past editions, and a summary of changes over time. You can provide your 
comments about the manual and give any other feedback about the program using the 
comment button on our website. 

How do the requirements account for flexibility? 

Each accredited land trust must show how it meets the accreditation requirements; however, 
“one size does not fit all” in land conservation. The requirements let land trusts know what the 
application documentation must show. The Learning Center has many examples of how land 
trusts of all sizes and scope implement the practices. In addition, some of the requirements 
have “such as” lists showing the variety of ways the requirement can be met. 
 
Your land trust may have an isolated or rare situation that prevents it from having the required 
documentation. In those instances: 

• You Can Help: We strongly encourage land trusts to provide additional documentation with 
their application to fully explain an isolated or rare event and relevant facts and 
circumstances. This additional information in the application will saves applicant time by 
avoiding unnecessary questions later in the application review process. 

• Context Matters: We review the additional information you submit and evaluate the risks 
posed, severity or frequency of the issue, the ability to address the issue in timely manner, 
etc. These facts are considered by commissioners who use their experience in land 
conservation to evaluate the issue. Depending on the requirement and the facts and 
circumstances, the Commission may request additional information, require corrective 
action, issue an expectation for improvement or take other actions. This ensures that every 
accredited land trust meets the requirements while accounting for flexibility and diversity. 

 

http://tlc.lta.org/
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Providing Feedback 

The Commission welcomes feedback on the Requirements Manual at any time from the land 
trust community and other stakeholders. Comments for next year's edition are most useful by 
October to ensure that they are considered as part of the annual review process. here 

  

The Renewal Process 

Welcome! 

Welcome to renewal of accreditation! The process for applying for renewal of accreditation is 
different than the process used for first-time applicants. This section of our website provides a 
step-by-step introduction to renewal. 

We know that the process of applying for renewal can sometimes be confusing. In this section 
of the website we strive to make it as easy as possible to explore and understand the process 
and requirements. Take a look around, and if you still have questions contact us today . 

NOTE: The project documentation checklist has been updated effective 4/26/16.  

Accreditation Principles 

The following principles guide the accreditation program. 

• Accreditation is voluntary. 
• All information provided by applicants is managed in accordance with the Commission's 

confidentiality policy. 
• Accreditation is not a one-time action; it is a tool to foster continuous improvement. 
• Accredited organizations are united by strong ethical practices and a commitment to the 

long-term stewardship of land and conservation easements in the public interest. 

 

Let Us Know What's Changed... 

Please notify the Commission of any major changes in your land trust's structure or operation. Why? 
Because some changes could affect your land trust's ability to be successful at renewal, or prevent you from receiving important 
information about your renewal. 

Complete this form to let us know about changes to your organization name, structure, accreditation contact, etc. and we'll be in 
touch. 

 

Purpose of Renewal 

Renewal of accreditation is important for several reasons and purposes including the following: 

http://www.landtrustaccreditation.org/accreditation-feedback
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual/821-2016-requirements-manual
mailto:info@landtrustaccreditation.org
http://www.landtrustaccreditation.org/about/policies/109-confidentiality-policy
http://www.landtrustaccreditation.org/about/policies/109-confidentiality-policy
https://accreditationcommission.wufoo.com/forms/q8wf4e014wcga9/
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• To foster continued implementation of all of Land Trust Standards and Practices. 
• To reflect evolving best practices in the field. 
• To confirm compliance with current accreditation indicators and program requirements. 
• To verify an accredited land trust’s action on expectations for improvement. 
• To identify and evaluate major changes in accredited land trusts. 

 

There are several principles that guided the development of the renewal program. 

• Renewal is on a five-year cycle to best meet the purposes identified above. (Some 
accreditation programs are annual; some extend as long as ten years. The longer-cycle 
programs tend to involve complete re-accreditation.) 

• Renewal is intended to focus on the accredited land trust’s activities during its five-year 
accredited term. 

• The renewal process has fewer checkpoints and opportunities for corrective action than the 
process for first-time accreditation; the Commission expects that accredited land trusts 
have been following Land Trust Standards and Practices and program requirements 
throughout their accredited term. 

• The renewal process involves an online application and review system. 

Curious about how the renewal process and requirements have evolved since inception in 
2012? Click here for information about program improvements and lessons learned, and how 
they shaped the current program. 

  

Getting Ready and Registration  

You've achieved accreditation, committed to following Land Trust Standards and Practices, 
and now you are ready to demonstrate your continued commitment to excellence, trust and 
permanence. 

This section of the website explores how and when to prepare for renewal, and also provides 
information on how the registration process works as your accreditation renewal nears. 

• Getting Ready  
o When to begin preparing for renewal 
o Starting the conversation 
o Completing an organizational assessment 

• Registering for Renewal 
o Required Registration, Pre-Application and Application Dates 
o Registration Process 

• Frequently Asked Questions 

 

http://www.landtrustaccreditation.org/news-and-updates/updates-and-announcements/582-accreditation-program-improvements-20142015
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration#a
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration#b
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration#c
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration#e
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration#f
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration#g
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration#h
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration#i
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Getting Ready 

When to begin preparing for renewal 

As soon as your land trust is accredited it can begin to take steps to help prepare for renewal. 
For instance: 

• Immediately: Most land trusts that achieve accreditation for the first time are also issued 
"Expectations for Improvement" (EFIs); some land trusts are issued EFIs as part of a 
compliance confirmation process. It is never too soon to think about how your land trust 
will address EFIs! Review any EFIs your land trust received; address right away any EFIs for 
creating templates, updating templates, etc. and create a strategy for identifying 
opportunities to address any other EFIs that are more situational. 
Document when progress is made to address them. View the Expectations for 
Improvement web page. 

• Immediately: Sign up for and read our eNewsletter, which contains important news and 
tips. 

• Annually: Read the Requirements Manual at least annually to become aware of and better 
understand changes to the accreditation indicators and program requirements that were 
published after your land trust was accredited. 

• Two Years Prior to Renewal: Download a more comprehensive "Workplan for Renewal". 

Starting the Conversation 

The Commission is pleased to provide the following presentation materials for use by land 
trust staff and boards considering renewal of accreditation: 

• Benefits of Accreditation Fact Sheet 
• PowerPoint presentation 
• Script for PowerPoint presentation 
• Handouts: overview for your board 
• Infographic about the impact of renewal and ensuring permanence 

 
Registering for Renewal 

Registration serves many purposes: 

• Confirms your land trust’s intent to renew. 
• Ensures the Commission has your land trust's current contact information. 
• Identifies any related corporations that will be part of your pre-application and application. 

Registration for a renewal round generally opens six months prior to the application due date. At 
that time the Commission will send your accreditation contact an email to start the registration 
process. 

http://www.landtrustaccreditation.org/tips-and-tools/expectations-for-improvement
http://www.landtrustaccreditation.org/tips-and-tools/expectations-for-improvement
http://www.landtrustaccreditation.org/news-and-updates/enewsletter/45
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
http://www.landtrustaccreditation.org/storage/downloads/workplan-renewal.doc
http://www.landtrustaccreditation.org/storage/downloads/BenefitsofAccreditation.pdf
http://www.landtrustaccreditation.org/storage/downloads/accredrenewal_brief_overview_for_boards.ppt
http://www.landtrustaccreditation.org/storage/downloads/renewal_script_for_board.doc
http://www.landtrustaccreditation.org/storage/downloads/AccredRenewalBriefOverviewforBoardshandouts.pdf
http://www.landtrustaccreditation.org/storage/downloads/program-improvement-infographic.pdf
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Required Registration, Pre-Application and Application Dates 

Your accredited land trust must register for renewal, submit a renewal pre-application, and 
submit a complete renewal application prior to its accreditation expiration date. As long as 
those three key deadlines are met, your land trust will remain accredited until the Commission 
makes a final decision on your renewal application. 

There will generally be two rounds each year for renewal applications. Your land trust will be 
contacted about two years prior with general information about the year and round it must 
renew, and again within six months of your application due date with more specific details. 
Plan accordingly and make sure your land trust registers and meets all associated deadlines. 

• Registering one round earlier than scheduled. 
• Information on penalties related to failure to register and meet subsequent deadlines. 
• Deadlines and Exceptions for Catastrophes. 

The Registration Process 

• It's online! The entire renewal process (including registration) is completed entirely 
online via http://landtrust.civicore.com For your convenience, we have created a User Manual 
you can download and review; the User Manual describes the registration process in detail. 
Watch the short tutorial: Introduction to Civicore and Application Registration. 

• It's easy! The renewal registration form is detailed in the User Manual. At registration, your 
land trust also pays the renewal registration fee. 

• We will send a reminder! Six months prior to your land trust’s application due date, the 
primary accreditation contact for your organization will receive an email to alert him or her 
to begin the renewal process and with a link required for registering.  

 

Frequently Asked Questions 

How will our land trust know approximately when it will have to register for renewal? 

• Below is a general rule (contact us for the specific year and round assigned to your land 
trust). 

• If your accreditation expiration date is August – your application is due in the Spring Round 
of the same year. 

• If your accreditation expiration date is January – your application is due in the Fall Round of 
the previous year. 

How do we confirm who the Commission has on file for our accreditation contact? 

To confirm or change your accreditation contact send us an email with the updated 
information or call 518-587-3143. 

Do we have to show that we completed an assessment during our accredited term? 

Renewal applicants do not have to demonstrate that they completed an assessment against all 
Land Trust Standards and Practices. However, conducting an assessment remains a great way 
to prepare for renewal: 

http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration/654-registering-for-an-early-round
http://www.landtrustaccreditation.org/renewal/getting-ready-and-registration/652-penalties-for-failure-to-register
http://www.landtrustaccreditation.org/about/policies/653-catastrophes
http://landtrust.civicore.com/
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/706-introduction-to-civicore-and-application-registration-
mailto:info@landtrustaccreditation.org
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• Assessments conducted before applying for renewal may help land trusts identify areas 
that need more work before submitting the renewal application. 

• Completing periodic assessments against the full set of practices helps land trusts set 
benchmarks for continuous improvement. 

• A new assessment helps measure progress against your past benchmarks. 

  

Pre-Application and Attachments  

NOTE: Be sure you are using the most current renewal pre-application and application for a 
reference; a  reference copy is  available as an appendix to the User Manual. Download a copy 
today >> 

The renewal pre-application is part of the online application system. Each applicant for renewal 
is required to complete a pre-application questionnaire and submit the required pre-
application attachments electronically. Applicants for accreditation submit a pre-application 
approximately 8 weeks before their complete application is due. 

• Pre-Application Questionnaire 
• Pre-Application Attachments 
• Submitting Your Pre-Application 
• Project Documentation and Sample Documentation Request 
• Watch the Video Tutorial: Completing the Pre-Application Questionnaire and Attachments 

 

Pre-Application Questionnaire 

The Pre-Application Questionnaire asks basic questions about your land trust's land 
conservation activities, related entities (if any), and potential conflicts of interest with current 
staff and commissioners. (For your planning purposes, a reference copy of the pre-application 
questionnaire is an appendix in the User Manual.) 

  Tip: If applying with related entities, it is important to review the reference copies of the 
Addendum for Multiple Corporations – Basic and the Addendum for Multiple 
Corporations – Intermediate (as applicable). Each applicable entity must submit the 
required information as part of the primary applicant's pre-application in accordance with 
the Commission's policy. 

 

Tip: Learn more about requirements for land trusts that accepted land or easements from 
other organizations, or that engaged in mergers or affiliations 

 

Tip: Now is a good time to start tracking your time for the Renewal Time Tracking Form. 
Although this form is optional, we appreciate the efforts of land trusts who track the time 
it takes to complete the renewal process. Aggregate data is shared with accredited land 
trusts and others to help provide guidance on how long it may take to complete the 
process. We will request a copy of the completed form at the conclusion of the renewal 

http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments#a
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments#b
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments#c
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments#e
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/666-pre-application-questionnaire-and-attachments
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Basic.doc
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Intermediate.doc
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Intermediate.doc
http://www.landtrustaccreditation.org/about/policies/403-requirements-for-land-trusts-with-multiple-corporate-structures-or-corporate-combinations
http://www.landtrustaccreditation.org/about/policies/743-accepting-assets
http://www.landtrustaccreditation.org/about/policies/743-accepting-assets
http://www.landtrustaccreditation.org/about/policies/745-mergers-and-affiliations
http://www.landtrustaccreditation.org/storage/downloads/TimeTrackingForm-Renewal.xls
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process. 

 

Tip: Organizational Assessment no Longer Renewal Requirement Renewal applicants 
are no longer required to attest or demonstrate that they completed an assessment 
against all of the Standards and Practices. While it is a worthwhile and useful activity in 
preparing for renewal, the Commission determined that it is no longer necessary to verify 
that an accredited land trust conducted one during its accredited term. Read more >> 

  

Pre-Application Attachments 

The pre-application requires the following attachments. 

• Your land trust's most recent Form 990 (or Form 990-EZ, or Form 990-N).  
o The Form 990 is used to determine the accreditation application fee, and is also 

evaluated as part of the application review process. 
o Please include all completed Schedules, Statements and Attachments that 

accompanied your organization’s Form 990 (or Form 990-EZ) filed with the Internal 
Revenue Service (not the public inspection version). 

• Renewal of Accreditation Agreement. Your land trust must download, sign and submit a 
scanned copy of the signed Accreditation Agreement as part of your pre-application.  

o The Accreditation Agreement obligates the organization to abide by the terms and 
conditions of the accreditation program. It also obligates the Commission to abide 
by its policies. 

o It should be signed by an individual with the authority to enter into contracts on 
behalf of the organization. 

• Land Conservation Project List (LCPL). The LCPL must be submitted electronically as part 
of your pre-application.  

o Read more >> 
o Video Tutorial: Completing the Land Conservation Project List 

 

Submitting Your Pre-Application 

Details on how to submit a pre-application using the online system can be found in the User 
Manual and in the Video Tutorial: Completing the Pre-Application Questionnaire and 
Attachments. 

Failure to submit a complete pre-application by the deadline will make your organization 
ineligible to participate in that accreditation round. Click here for information about penalties for 
failure to meet required due dates prior to the expiration of your organization’s accredited status. 

 

Commission Review of Pre-Applications 

The Commission reviews each renewal pre-application to a) select projects and attestation 
verification items for inclusion in the main application, and b) calculate the accreditation 

http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/696-completing-an-assessment
http://www.landtrustaccreditation.org/storage/downloads/renewal-agreement-template.doc
http://www.landtrustaccreditation.org/about/policies
http://www.landtrustaccreditation.org/storage/downloads/LandConservationProjectListTemplate.xls
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/692-land-conservation-project-list
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/689-completing-the-land-conservation-project-list
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/652-penalties-for-failure-to-register
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/700-project-selection
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-attestations-and-verification
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-attestations-and-verification
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application fee due at time of application. Staff may also review the LCPL and contact your 
land trust to try to resolve gaps in LCPL data prior to the application due date. 

 

Project Documentation and Sample Documentation Request 

• The Commission reviews each renewal pre-application to a) select projects and select 
sample documents for inclusion in the main application, and b) calculate the accreditation 
application fee due at time of application. Commission staff may also do a preliminary 
review of the LCPL data and contact your land trust to try to resolve gaps in LCPL data 
prior to the application due date. 

• At least five weeks before the application due date, applicants receive the list of 
projects and the list of additional sampled documents. These documents need to be 
submitted along with a complete application and all attachments. 

• An invoice for the balance of the application fee will also be sent at this time; fees are 
due at the same time as the application.   

 

TIP: At this time applicants must notify key stakeholders that they are applying for 
accreditation, and be prepared to provide copies of the notice(s) with their complete 
application. Read more >> 

 

Land Conservation Project List 

A completed Land Conservation Project List (LCPL; Excel file) must be included for all 
conservation easements and conservation fee properties held by your organization, and must 
be submitted with all pre-applications. 

Overview and Tips  
 
Download the LCPL Template and Instructions 
 
Watch the LCPL Video Tutorial 
 
Frequently-Asked-Questions 

 
Overview and Tips 

The LCPL provides the information we need to: 

• Select projects that accompany your application as part of project documentation 
• Confirm that the land trust meets the requirements for easement monitoring, baseline 

documentation reports, fee property inspections, and/or fee property management plans 
(as described in the Requirements Manual). 

• Determine whether your land trust meets the minimum stewardship and defense funding 
requirements for accreditation.  

http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/273-fees
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/700-project-selection
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-confirming-application-responses#c
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-confirming-application-responses#c
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/273-fees
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/698-public-notice
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/692-land-conservation-project-list#a
http://www.landtrustaccreditation.org/storage/downloads/LandConservationProjectListTemplate.xls
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/692-land-conservation-project-list#b
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
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TIP: Applicants must list all conservation fee properties and conservation easements held 
at the time of pre-application. 

 

TIP: Instructions for completing the LCPL are located in the Excel file. One set 
of instructions accompany the conservation easement worksheets; a second set of 
instructions accompany the conservation fee properties worksheet. 

 

TIP: The LCPL data provided must be no older than three months prior to the pre-
application due date. 

 

TIP: If your land trust maintains its own database, it may be more convenient for you to 
download the data from your database and use that as the foundation for your LCPL 
information. In that instance, you can bypass using the Commission's LCPL template; 
however, you must ensure that your data is presented in an Excel spreadsheet and 
contains the same columns as indicated on the Commission's LCPL template. 

Frequently Asked Questions 

What if some of the data on my submitted LCPL does not demonstrate that we meet the 
requirements? 

We examine the pre-application data closely as part of our review in part to identify issues that 
would result in your pre-application not being accepted; particularly, we are confirming:  

• That each conservation easement has a baseline documentation report. 
• That each conservation easement has a record of at least two consecutive years of annual 

monitoring or a record of at least three years of calendar-year monitoring. 
• That each conservation fee property has a management plan or management summary. 
• That each conservation fee property has been periodically inspected. 

If we cannot confirm all of the above statements as described in the Requirements Manual, we 
will contact you and give you the opportunity to confirm that the data in your pre-application is 
accurate, or to provide updated, accurate information. If you do not meet the pre-application 
requirements, the pre-application may not be accepted. 

What if we have easements other than conservation easements? 

You do not need to list agreements that are not created according to the state’s conservation 
easement enabling law, such as trail agreements, restrictive covenants, etc. 

Do we have to list conservation easements where we hold only a third-party right of 
enforcement? 

No, you do not. 

Do we have to list conservation easements where we are listed as a co-holder? 

Yes. If your organization co-holds conservation easements with another entity, these must be 
listed. Please make a note in the "Notes" field indicating this is a co-held easement and any 
relevant details. 

http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
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How do we complete the LCPL if we do not hold any conservation fee properties or 
conservation easements at time of pre-application? 

If your organization does not currently hold any conservation fee properties or conservation 
easements, but meets the eligibility requirements for accreditation because it has been in the 
chain of title on at least two projects, you need to complete a modified LCPL, available upon 
request from the Commission. This requirement applies only to those organizations that hold no 
properties or easements at the time of pre-application but otherwise meet the eligibility 
requirements because of involvement in the chain of title on past projects. Please note that the 
number of projects selected will correspond to the volume of transactions completed and the 
length of time the properties were held. Your organization will have to show compliance with 
all applicable accreditation indicators. 

  

 Project Selection and Documentation  

Every applicant must provide project documentation as part of the application. The projects 
are selected by the Commission, and applicants are encouraged to provide one additional 
project that it believes represents its best work during its accredited term. Each set of project 
documentation must include a Project Documentation Checklist; the checklist is an integral 
part of the project documentation. 

• Overview 
• Number of Projects Selected 
• Project Documentation Checklist 
• Frequently Asked Questions 

 
  

Overview 

The number of projects selected at renewal depends on how many projects in each category – 
conservation easements or fee properties – your organization completed during its accredited 
term. Many requirements at renewal are verified with project documentation. Projects will be 
chosen from those completed, or for which there were amendments or violations acted on, 
during your land trust’s accredited term. 

Number of Projects Selected 

The number of projects selected for an application for renewal will generally be capped at four 
(two easements and two fee properties); additional projects may be selected if the land trust 
had a large volume of acquisitions during its accredited term. 

Project Documentation Checklist 

The documents requested for each project are listed in the Project Documentation Checklist. 
Read more >> 

http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/700-project-selection#a
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/700-project-selection#b
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/700-project-selection#c
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/700-project-selection#d
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/742-project-documentation
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Frequently Asked Questions 

Can we redact confidential landowner information from our project documentation? 

Documentation must include the donor or landowner’s name, as applicable, but the 
Commission encourages you to redact social security or tax identification numbers. 

Would the Commission ever select more than four projects? 

The Commission may select more than four projects for a variety of reasons, such as when 
organizations have completed a large number of projects over their accredited term, have a 
variety of unique projects or have multiple interlocking corporations holding land. The review 
team may also request documentation for more projects if it believes this information is 
needed to make an accreditation decision. 

If our land trust did not complete any new projects during our accreditation term, will it have to 
provide any documentation at all? 

If your organization did not complete any transactions during its accredited term, the 
Commission will only confirm stewardship of older projects through selection of monitoring 
reports, baseline documentation reports, and/or land management plans. Should your 
organization be awarded accreditation for a subsequent term, you will be required to notify the 
Commission when you complete a transaction. The Commission may review project 
documentation from the transaction under its compliance confirmation process. 

When do we find out which projects were selected for inclusion in our application? 

Within five weeks of the application due date, along with any additional documentation 
requests. 

Can we select an additional project? 

We choose projects that we believe illustrate a range of your conservation properties. 
However, you are encouraged to choose one additional project and provide the requested 
documentation for it. Please note that this would be in addition to the documentation for 
projects we have chosen and not in lieu of it. 

  

Project Documentation Checklist  

The Project Documentation Checklist contains a list of all possible required documentation 
that should be available for a specific type of conservation project. The checklist, a stand-alone 
form, serves as the table of contents for each set of project documentation and should be 
duplicated for each project. 

To compile your project documentation, review the checklist and identify the documents on 
the checklist that you have for the project in question. Note on the checklist any comments 
that will help reviewers understand the project. Here are a few examples of how the checklist 
helps identify the documents that should be provided for a project. 

http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-confirming-application-responses
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-confirming-application-responses
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• A donated conservation easement completed in the past year should have documentation 
for the following practices on the checklist: practice 3F, practice 5A, practice 8B, practice 
9H, practice 10B (if the donor had claimed a tax deduction), practice 11A, and practice 11B. 

• A purchased conservation fee property completed in the past year should have the 
following documentation for the following practices on the checklist: practice 3, practice 5A 
(if the donor had claimed a tax deduction in the case of a bargain sale), practice 8B, practice 
9H, practice 9J, practice 10B (if the donor had claimed a tax deduction in the case of a 
bargain sale), practice 12A, and practice 12C. 

• In addition, projects completed within the past five years will have more robust 
documentation than projects completed twenty years ago. 

• Once you have identified the list of documents that are available for the project, secure the 
documentation electronically and prepare it for uploading to the online application system 
as described in the User Manual. 

• Please provide the documents that exist for the property at the time of your 
application. Land trusts should not create new documents for the purposes of augmenting 
the application! Falsification of documents (such as presenting recently-completed 
documentation as a contemporaneous to an older project) will result in accreditation not 
being awarded. 

• Project Documentation Checklist (for best results, right-click and save to your computer; 
once saved, open Adobe Acrobat Reader and navigate to the file to open it) then open 
from within Adobe Acrobat) (updated 4/26/16). Note: a completed Project Documentation 
Checklist is required for each selected project. 

 
Questions? Please email the Commission at info@landtrustaccreditation.org or call 518-587-
3143.                                  

  

 Public Notice 

Applicants must notify key stakeholders that they are applying for accreditation and provide 
copies of the notice(s) with their complete application. 

• Overview 
• Conducting Public Notice 
• Template Public Notice Form 
• Documenting Public Notice 
• Frequently Asked Questions 

 
Overview 

As part of a complete application, applicants are required to provide evidence that they have 
notified key stakeholders that the organization is applying for accreditation. The notice to 

http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/ProjectChecklist.pdf
mailto:info@landtrustaccreditation.org
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-attestations-and-verification
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/698-public-notice#a
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/698-public-notice#b
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/698-public-notice#c
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/698-public-notice#d
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/698-public-notice#e
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stakeholders must include information on how interested parties can comment, when 
comments are due and the requirement that comments must relate to Land Trust Standards 
and Practices. 

The Commission accepts comments from the public at any time; comments on accredited land 
trusts (particularly current renewal applicants) may be submitted online, via email, or in writing 
(mail to Land Trust Accreditation Commission, 36 Phila Street, Suite 2, Saratoga Springs, NY 
12866). While comments received by the Commission must be attributed, the name of the 
commentator is not disclosed to the applicant. 

Conducting Public Notice 

Below are commonly-considered stakeholders and possible outreach methods to meet the 
public notice requirements. Your land trust may choose to implement one or more of the 
outreach methods listed below (or other methods not listed) for each category of stakeholder 
(internal and external). 

We will review the notice materials to determine that the applicant made a reasonable effort 
to inform stakeholders about their application for accreditation. 

Internal Stakeholders   Possible Outreach Methods 

Board and advisory committee members Broadcast email, printed newsletters, 
meetings, webpage item coupled with 
outreach directing readers to website, 
other methods that achieve the same 
outcome 

Staff 

Key volunteers  

General members and/or donors  

  

External Stakeholders  Possible Outreach Methods 

Elected officials Press release to area newspapers, printed 
newsletters, postings on appropriate 
listserves, webpage item coupled with 
outreach directing readers to website, 
personal letters or meetings, public 
notices, other methods that achieve the 
same outcome 

Public agencies 

Area residents 

Community organizations 

Conservation groups  

Land trust networks or coalitions 

Abutters to actively managed or highly 
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used land trust properties 

Template Public Notice Form 

The notice to stakeholders must include information on how interested parties can comment, 
when comments are due and the requirement that comments must relate to Land  Trust 
Standards and Practices. For your convenience we have provided a template public notice form 
that your organization can use to announce its application for accreditation and the 
opportunity for the public to submit comments. You may edit the language, but the key 
components – how to comment, that comments must relate to national quality standards, and 
a target due date – must be included. Download template public notice form 

Documenting Public Notice 

Land trusts interact with a wide array of groups and individuals, and there is no one-size-fits-all 
list of stakeholders. Each land trust must determine who its most important internal and 
external stakeholders are and the best way to reach them. Consider people knowledgeable 
about your organization or its work who might have comments relevant to accreditation. 
Some specific options your land trust might consider: 

• Newsletter: If you run an article in your newsletter, send us a copy of the newsletter along 
with general information on the size and type of list it was sent to, not the actual list (for 
example, "sent to 750 dues-paying members and local town council members"). 

• Targeted letter to knowledgeable colleagues: If you send a more targeted letter to a small 
group of stakeholders, we would like to see a copy of the letter and the list of names and/or 
affiliations of the people it was sent to. 

• Press releases or letters to the editor: You may also consider sending a press release or 
letter to the editor to local or regional newspapers. You may send us a copy of the release 
and a list of newspapers it was sent to. 

• Website: Many organizations have posted information on how to submit a public comment 
on their websites. You may simply indicate in a cover note to us that information was 
posted on your website and how you let people know it was posted. 

 

Frequently Asked Questions 

When should we conduct our public notice? 

Notice must be completed by the time the complete application is submitted. 

When do we document that we completed our public notice? 

Include copies of the notice(s), along with a short summary of who was notified and when, in 
your application. The application is not complete without copies of the notice(s). 

Do we have to send a mailing, or pay for legal notices in the newspaper? 

  

http://www.landtrustaccreditation.org/storage/downloads/Template.doc
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No. Paid notices and/or advertisements, special color-printed notifications, etc., are not 
required. 

Do you have any examples of public notice strategies from other applicants? 

We secured permission to share the following public notice strategy from Triangle Land 
Conservancy (NC). It is simple, and follows the guidance above. 
 

 
What if a negative comment is received about our land trust? 

All comments are shared with the review team. If a comment indicates that a land trust may 
not be in compliance with the Standards or accreditation requirements, the substance of the 
comment is shared with the applicant and the applicant is given an opportunity to respond. 
Public comments are not the sole determining factor in an accreditation decision but may lead 
to a request for additional information and follow-up depending on the substance and nature 
of the comment. 

  

 Application and Project Documentation  

Renewal applicants use an online application system to complete and submit an application. A 
complete application and all required attachments must be provided from each applicant to 
demonstrate that the land trust continues to meet all of the accreditation indicators 
and accreditation requirements. 

Overview 

Before You Begin 

Completing the Application Questionnaire and Statements 

Project Documentation 

Video Tutorials 

 
Overview 

You are welcome to begin working on your online application as soon as you have registered 
for renewal. However, we require that the responses in your application be no older than 90 
days prior to submission so plan to review your responses and uploaded attachments 
accordingly. 

http://www.landtrustaccreditation.org/renewal/application-and-project-documentation#a
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation#c
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation#e
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/742-project-documentation
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal
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A land trust remains accredited during the renewal application review process, even if its 
accreditation expiration date has passed. Click here for information about penalties for failure 
to meet required due dates prior to the expiration of your organization’s accredited status. 

Using the Online Application System 

Details on how to use the online application system can be found in the User Manual and in 
these short video tutorials. Unless otherwise noted, all material submitted to the Commission 
at renewal must be submitted electronically using the online application system. Make sure to 
plan ahead to ensure that your land trust has all the information needed to ensure the 
application can be submitted electronically by the application due date. 

  TIP: Previous applicants found it helpful to review the application and list of attachments 
in advance of logging onto the system. See the appendix in the User Manual for a 
reference copy of the renewal application questionnaire and required documents. 

 

TIP: The application fee is also due on the application due date. It is invoiced separately. 
See the current accreditation fee schedule for details. Read more >> 

 

TIP: Prior to submitting your application package, review any additional documentation 
requests posted to the "Additional Documents" tab. This additional supporting 
documentation is required as part of your renewal application to verify compliance with 
practices 9H, 11B, 11C, 12C, and/or 12D (as applicable). Read more >> 

Before You Begin 

In addition to reviewing the instructions on this website, accredited land trusts planning and 
preparing for renewal must download and read each of the following documents prior to 
beginning, and have a copy of each readily available throughout the renewal application 
process: 

• The User Manual (2MB) for the online system renewal application, which includes 
information about using the online application system (located online at 
http://landtrust.civicore.com) to submit your renewal application materials. It also includes 
a reference copy of the registration, pre-application and application questions and 
documentation requests. Note: these are provided for your reference only (all responses and 
supporting documentation are provided via the online application). 

• The Requirements Manual (revised annually), which provides, all in one manual, 
information on the elements the Commission evaluates for every accreditation indicator 
and how to document that your land trust is meeting the requirements. 

• If applying with related entities, also review the reference copies of the Addendum for 
Multiple Corporations – Basic and the Addendum for Multiple Corporations – Intermediate 
(as applicable). Each applicable entity must submit the required information as part of the 
primary applicant's application in accordance with the Commission's policy. 

• Learn more about requirements for land trusts that accepted land or easements from 
other organizations, or that engaged in mergers or affiliations. 

http://www.landtrustaccreditation.org/about/policies/653-catastrophes
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/273-fees
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-attestations-and-verification
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://landtrust.civicore.com/
http://landtrust.civicore.com/
http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Basic.doc
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Basic.doc
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Intermediate.doc
http://www.landtrustaccreditation.org/about/policies/403-requirements-for-land-trusts-with-multiple-corporate-structures-or-corporate-combinations
http://www.landtrustaccreditation.org/about/policies/743-accepting-assets
http://www.landtrustaccreditation.org/about/policies/743-accepting-assets
http://www.landtrustaccreditation.org/about/policies/745-mergers-and-affiliations


27 
 

Completing the Application Questionnaire and Statements 

Application Questionnaire 

The renewal application questionnaire is part of the online system; questions and associated 
required attachments can be previewed in the User Manual prior to actually completing the 
renewal application questionnaire online. Read more about how to respond to the application 
questions >> 

Application Statements 

The application requires written statements as attachments, generally for detailed narrative 
responses. You may have written materials (such as policies, procedures, checklists, etc.) that 
answer the question; these may be included in support of your statement. If the written 
materials fully describe your response, you do not need to write a separate statement; simply 
identify the materials accordingly. Read more about what is most helpful in application 
statements >> 

• Sample statements for renewal application 
• Templates for renewal application statements 

How Detailed an Answer? 

Your statements and answers to the questions in the application should be clear and candid. 
You should do what you can to help a reader who does not know about your organization 
understand the work you are doing. Do not be concerned about getting the “right” answer. 
The Commission recognizes that there is a diversity of approaches in how each land trust 
implements the accreditation indicators. The key is that they are being implemented and you 
can show us how it is done in your land trust. 

Changed Practices 

Your land trust may have substantially changed its practices in the last few years. If this is the 
case, you may want to note when substantial changes were made so that reviewers can 
understand differences between application answers and project documentation. It helps to be 
candid; if you have past projects that would not be done the same way today, explain what 
would be different. 

New Policies 

If your organization recently adopted new policies, your application must include evidence that 
the policies are being implemented. You may either provide documentation that your 
practices were in place before being formalized in a policy or show documentation of how the 
new policy is implemented. 

Schedule of Dedicated and Restricted Funds 

A completed Schedule of Dedicated and Restricted Funds ("SDRF"; Excel file) must be 
submitted with each first-time pre-application; a copy is also requested as part of the 
application. Read more >> 

http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-confirming-application-responses
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-confirming-application-responses
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-confirming-application-responses
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-confirming-application-responses
http://www.landtrustaccreditation.org/storage/SampleStatementsforRenewal.doc
http://www.landtrustaccreditation.org/storage/TemplatesforRenewalApplicationStatements.doc
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/719-sdrf
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Organizational Assessment no Longer Renewal Requirement 

Renewal applicants are no longer required to attest or demonstrate that they completed an 
assessment against all of the Standards and Practices. While it is a worthwhile and useful 
activity in preparing for renewal, the Commission determined that it is no longer necessary to 
verify that an accredited land trust conducted one during its accredited term. Read more >> 

Questions? Please email the Commission at info@landtrustaccreditation.org or call 518-587-
3143.                                  

  

Application Questionnaire  

The renewal application questionnaire is part of the online system; questions and associated 
required attachments can be previewed in the User Manual prior to actually completing the 
renewal application questionnaire online. Accreditation involves a mix of required documents 
and sampled documents to confirm that the land trust is following Land Trust Standards and 
Practices and meets the accreditation requirements. Some documents are required from all 
renewal applicants (such as policies); some documents are required depending on a land trust's 
application responses (see example, below); and some documents are sampled as requested 
by the Commission (such as a baseline documentation report and easement monitoring 
reports from an older project). 

Data from the first two years of renewal application reviews show that nearly 70% of renewal 
applicants had one or more areas where their application responses could not be confirmed in the 
supporting documentation. Read below for information on how you can help ensure your land 
trust's renewal application is accurate and save your land trust substantial time in the application 
process. 

• Tips for Responding to Application Questions 
• Application Statements 
• Disclosure: An Easy Path or a Rocky Path 
• Confirming Application Responses 
• Frequently Asked Questions 
• Watch the Video Tutorial: Attestations and Verification 
• Watch the Video Tutorial: Completing the Application Questionnaire and Uploading 

Required Attachments 

 
Tips for Responding to Application Questions 

When an applicant submits its renewal application, it attests that "the material provided in this 
application is an accurate reflection of our organization’s policies and operations." When 
reviewing an application, the Commission review team compares the application responses to 
the supporting documentation, and looks for consistency as described below. There two types 
of application questions to pay particular attention to when you are filling out the application. 

http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/696-completing-an-assessment
mailto:info@landtrustaccreditation.org
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-attestations-and-verification
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-confirming-application-responses#a
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-confirming-application-responses#b
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-confirming-application-responses#c
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/699-confirming-application-responses#d
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/707-responding-to-the-attestation-verification-request-
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/707-responding-to-the-attestation-verification-request-
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/707-responding-to-the-attestation-verification-request-
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Note that in some instances your land trust will have that unique situation that comes up and 
you cannot respond "yes" or "always"; in that case you have a couple of options: 

• Questions that require the land trust to confirm that current documents of a certain type 
(baseline documentation reports, management plans, monitoring reports, etc.) do or do 
not contain specific required elements.  

o If your land trust can confidently respond "yes" or "always": great! 
o If you cannot, you have two options:  
o Update the document(s) in question to add the missing elements and then respond 

"yes" to the question. 
o Respond "no" or "not always" to the question and upload a supporting statement 

explaining what required elements are missing and why, and any actions you are 
taking to address the missing elements. This will greatly help the review team and 
save you time later - see the examples below. 

• Questions that require the land trust to disclose instances, since it last applied for 
accreditation, whether or not it followed Land Trust Standards and Practices and/or 
accreditation requirements. Again, please see the examples below. 

  Tip: Keep track of instances during your accredited term when Standards and Practices 
were not followed and the circumstances; this will make it easier to prepare for renewal. 

  

Application Statements 

The application requires written statements as attachments, generally for detailed narrative 
responses. You may have written materials (such as policies, procedures, checklists, etc.) that 
answer the question; these may be included in support of your statement. If the written 
materials fully describe your response, you do not need to write a separate statement; simply 
identify the materials accordingly. 

How Detailed an Answer? 

Your statements and answers to the questions in the application should be clear and candid. 
You should do what you can to help a reader who does not know about your organization 
understand the work you are doing. Do not be concerned about getting the “right” answer. 
The Commission recognizes that there is a diversity of approaches in how each land trust 
implements the accreditation indicators. The key is that they are being implemented and you 
can show us how it is done in your land trust. 

Changed Practices 

A land trust may have substantially changed its practices in the last few years. If this is the 
case, you may want to note when substantial changes were made so that reviewers can 
understand differences between application answers and project documentation. It helps to be 
candid; if you have past projects that would not be done the same way today, explain what 
would be different. 
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New Policies 

If your organization recently adopted new policies, your application must include evidence that 
the policies are being implemented. You may either provide documentation that your 
practices were in place before being formalized in a policy or show documentation of how the 
new policy is implemented. Samples For your convenience in writing any statements required 
for the renewal application, below are individual samples for your use:  

Sample statements for renewal application  

Templates for renewal application statements 

Disclosure: An Easy Path or Rocky Path 

The renewal process works best when a renewal applicant accurately responds to 
each question and, as needed, provides any explanation and documentation related to unique 
circumstances or lapses. On the flip side, the renewal process is substantially more tedious and 
time-intensive when a renewal applicant inaccurately (knowingly or not) responds to a 
question, at which point the review team has to follow up to understand what and how deep 
the issues are. 

Let's explore what can happen when a question is accurately answered and when the 
same question is answered inaccurately by another applicant. We will use the question at 
practice 9H: "Since its last application for accreditation, has your organization always 
investigated title prior to each acquisition of a conservation easement or fee property?" 

Disclosure: An Easy Path Non-Disclosure: A Rocky Path 

A land trust did not investigate title for one 
project during its accredited term. The land trust 
responded "not always" to the question in the 
application about title, then it provided an 
explanation in the associated required statement: 
that it had one project completed without title 
investigation, why the title was not complete, 
that the land trust had since completed an 
investigation of title retroactively, and that it now 
has internal procedures that ensure title is 
investigated before closing for every project. 

By chance, that project had also been selected for 
review. The review team could see that the title 
investigation was completed retroactively and 
prior to knowing that this project was selected. 
Since this had been disclosed in the application, 
there were no further questions on this particular 

A land trust did not investigate title for one 
project during its accredited term. It 
responded "always" to the question to the 
question in the application about title and did 
not include any additional information. 

By chance, that project had been selected for 
review, and the review team had noticed that 
the title investigation had not been completed 
and that there was no explanation or rationale. 
The other projects sampled as part of the 
application all had contemporaneous title 
investigations that met the requirements. 

Because the land trust did not disclose or 
address the lack of title investigation, the 
review team had to issue the following 
complex documentation request to the land 

http://www.landtrustaccreditation.org/storage/SampleStatementsforRenewal.doc
http://www.landtrustaccreditation.org/storage/TemplatesforRenewalApplicationStatements.doc
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project's title. The other projects sampled all had 
contemporaneous title investigations that met 
the requirements. 

The land trust did not have to provide any 
additional documentation. 

trust.  

a.    Please provide documentation of title 
investigation for [PROJECT NAME].  
b.    If the organization did not obtain a title 
investigation for this project at the time of 
acquisition, please complete the following: 

i.    Review all transactions completed since 
accreditation was last awarded to 
determine how many fee properties and/or 
conservation easements were acquired 
without completing a title investigation at 
or before acquisition. 

ii.    For all of the projects missing title 
investigations, complete a retroactive title 
investigation identifying the legal owner 
and mortgages, mineral leases or other 
elements specified in the practice 9H as 
shown above. 

iii.    Provide the retroactive title 
investigations for [NAME OF PROJECT]. 

iv.    Provide a list of the other projects that 
were missing documentation of title 
investigation, along with the date that title 
was completed. 

v.    As part of the retroactive title 
investigation, if title issues are identified 
that might impair the ability of the 
organization to enforce a conservation 
easement or to protect the conservation 
values of a conservation easement or fee 
property, then also provide documentation 
that the organization examined the risk the 
title issues pose to the conservation values 
on the specific properties and that it 
determined whether any corrective action 
could or should be taken. 

vi.    Provide a policy or procedure that 
documents how the organization will 
ensure compliance with the requirement in 
the future. 
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Your land trust can avoid this lengthy and 
complex additional information request by 
completing each question accurately and 
with full disclosure. 

Confirming Application Responses 

As part of a renewal application we sample one each of the following items. Note that this is in 
addition to any projects selected for complete review. 

• Applicants who hold conservation easements will be required to submit easement 
monitoring reports and a baseline documentation report for a project(s) selected by the 
Commission for which there are at least five years of monitoring data available. This 
information verifies data in the Land Conservation Project List (LCPL). 

• Applicants who hold conservation fee properties and that had no new conservation fee 
acquisitions during their accredited term will be required to submit an inspection report 
and a management plan for a project selected by the Commission that was completed prior 
to the previous accreditation. This information verifies data in the LCPL. 

• Applicants who acquired one or more conservation easements/conservation fee properties 
during their accredited term will also be required to provide title investigation 
documentation for a project selected by the Commission. This information verifies the 
response to application question 9H1. 

Early indications from the first two years of renewal show nearly 70% of applicants have one or 
more application responses that could not be confirmed in the application documentation. While 
NEARLY ALL OF these accredited land trusts have since achieved renewal, the time and 
additional documentation required to address potential noncompliances adds to the amount of 
work needed from the land trusts and commissioners. Save time and answer the questions 
accurately!   

Frequently Asked Questions 

When do I find out what documents the Commission has selected for verification? 

About five weeks prior to the application due date, document verification requests will be 
posted to the "Additional Documents" tab of the online renewal application. The applicant 
must submit the requested documentation as part of its application. 

Who should complete the attestation on our land trust's behalf? 

The person confirming the final "submittal certification" attestation must be someone familiar 
with the application and subject matter, who has authority to make the attestation on behalf 
of the organization, and who has reason to verify that it is true. The final attestation must 
include the name and title of the person making the attestation. 

http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/688-land-conservation-project-list
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Schedule of Dedicated and Restricted Funds 

A completed Schedule of Dedicated and Restricted Funds ("SDRF"; Excel file) must be 
submitted with each renewal application. 

 
Download the SDRF Template and Instructions 
 
Watch the SDRF Video Tutorial 
 

Overview and Tips 

The SDRF is used by the Commission to understand the financial reserves and dedicated or 
restricted funds your organization has available for the following purposes. 

• Operating expenses 
• Conservation easement stewardship 
• Conservation easement defense 
• Land management 

Based on this information, the review team confirms that the land trust meets the funding 
requirements for easement stewardship and defense and/or for fee land management (as 
described in the Requirements Manual). 

 

TIP: For renewal applications, the SDRF data must be no older than three months prior to 
the application due date. Compare the SDRF with your most recent external evaluation for 
consistency in reporting. 

 

TIP: Detailed instructions for completing the SDRF are located in the SDRF Template and 
Instructions. 

 

TIP: You do NOT need to report on funds for specific projects for acquisition, special 
projects such as internships, etc. that are not related to stewardship, defense or land 
management. 

Frequently Asked Questions 

What if I realize some of the data on my submitted SDRF is out-of-date or wrong? 

We examine the application data closely as part of our review in part to identify issues that 
would jeopardize your ability to become accredited. If at time of application we cannot confirm 
that your land trust meets the funding requirements, we will let you know as part of the 
Additional Information Request to give you the opportunity to confirm that the data in your 
application is accurate, or to provide updated accurate information, or to submit a funding plan 
as described in the Requirements Manual.  

http://www.landtrustaccreditation.org/storage/downloads/ScheduleofDedicatedandRestrictedFunds.xls
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-first-time
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
http://www.landtrustaccreditation.org/storage/downloads/ScheduleofDedicatedandRestrictedFunds.xls
http://www.landtrustaccreditation.org/storage/downloads/ScheduleofDedicatedandRestrictedFunds.xls
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
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What if we have property-specific funds for our fee properties or easements? 

If your organization maintains property-specific funds, list them individually and provide a 
separate total of funds available for general stewardship of holdings without property-specific 
funds. 

Do we have to meet stewardship funding requirements for our non-conservation properties 
(such as tradelands with no conservation values)? 

No. 

Should we list pledges or anticipated gifts in kind? 

No, please include only cash or cash equivalents; do not include funds pledges or other 
promises to give. 

  

Review Process and Commission Decision  

A review team of one or more commissioners and a Commission staff member reviews each 
complete renewal application in detail. The majority of the information evaluated by the 
review team is from the accredited land trust; additional information may be provided by the 
public and still other information may be the result of research conducted by the Commission's 
review team. This additional information may relate to the review of more than one 
accreditation indicator. Relying on multiple sources of information helps ensure credible 
decisions that maintain the integrity of the accreditation program. 

Commission Research 

The review team may conduct research regarding an accredited land trust. This research may 
include Web or print searches, documented interviews with individuals knowledgeable about 
the land trust’s activities, informal visits to conservation properties and/or review of other data. 
The Commission is well aware that not all news accounts, websites or other reports are 
accurate or complete, thus affirmative disclosure and explanation of publicly-known issues will 
assist the Commission in its work. 

Application Review 

The review team examines all of the information it has to determine if the applicant is 
implementing Land Trust Standards and Practices and meeting the accreditation requirements. 
The review team not only examines an applicant’s written policies (for example, a conflict of 
interest policy), but also looks for evidence that the policy and accreditation indicators are 
actually followed (such as by reviewing board meeting minutes from the last time the applicant 
managed a conflict of interest). 
 
The review team may find the applicant is meeting each accreditation indicator, or it may find 
that it needs more information and/or that the applicant needs to take corrective action to be 
in compliance. 

http://www.landtrustaccreditation.org/about/policies/130-commission-research-on-applicants-and-accredited-land-trusts
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• In making its findings, the review team keeps flexibility in mind. We are aware that one 
size does not fit all in land conservation and that there is a wide diversity of approaches 
that land trusts use to implement the standards. For example, an all-volunteer organization 
with a board that meets monthly and discusses each project in detail will have different 
evidence of board review of projects than a staffed organization with an active land 
committee. Each organization will need to provide evidence of project review, but the 
Commission expects their approaches to be very different. Commissioners reflect the 
diversity of the land trust community and use their extensive knowledge to help ensure 
that applicants are meeting the accreditation indicators and that the review is flexible and 
practical. 

• The Commission uses a variety of systems to ensure consistency in the review process 
including having staff and commissioners serve on a variety of review teams, using the 
Requirements Manual as a reference, and having feedback systems between staff, 
commissioners, Commission committees and the full Commission. For more information 
see the Saving Land article, "Collaboration and Consistency: Ensuring Fairness in the 
Accreditation Process" and the Commission's "Consistency Checks" diagram. 

• Accredited land trusts commit to implementing the accreditation indicators during 
their accredited term. The Commission a) expects compliance with the express 
parameters of clearly worded indicators throughout the accredited term; and, b) expects 
compliance at least by the time of renewal with the Commission’s published requirements 
in effect at renewal. The Commission also expects that an applicant will have met any 
expectations for improvement received during its initial accreditation or through the 
compliance confirmation process. If an applicant failed to implement an item identified in 
the Commission’s current published requirements as being required “at renewal,” 
depending on the severity of the failure and ability to take corrective action promptly, the 
Commission may allow an applicant a limited opportunity to correct the noncompliance 
during the review process. If the applicant has failed to consistently maintain the “at initial 
accreditation and thereafter” requirements, the Commission may make a decision not to 
award accreditation. More on "Demonstrating Compliance at Renewal"  

 

Additional Information Request 

If the review team needs additional information from an applicant or the applicant must take 
corrective action before a final decision is made on the application, the applicant will receive an 
additional information request (AIR) explaining the additional information/action needed. 
Applicants will generally be provided with up to three months to respond to the AIR. Download 
a sample AIR 

If the accredited land trust would like clarification of the additional information request, 
contact the Commission staff member that is on the review team. On limited occasions the 
review team may require the applicant to participate in a conference call; in such instances the 
call record may be part of the response to the additional information request. 

• If applying with related entities, any additional information requests for the related entities 
will be included in the one Additional Information Request described above. 

http://www.landtrustaccreditation.org/storage/downloads/2014_Fall.pdf
http://www.landtrustaccreditation.org/storage/downloads/2014_Fall.pdf
http://www.landtrustaccreditation.org/storage/downloads/ConsistencyChecks.pdf
http://www.landtrustaccreditation.org/renewal/review-process-and-commission-decision/667-demonstrating-compliance
http://www.landtrustaccreditation.org/storage/downloads/renewal-sample-air.pdf
http://www.landtrustaccreditation.org/storage/downloads/renewal-sample-air.pdf
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• At this time we will also request a copy of the Renewal Time Tracking Form. This form need 
only be provided if the land trust opted to track the time.  

If the applicant meets all of the requirements for awarding renewal at the time of application, the 
review team may recommend that the application proceed to a decision to accredit (with or 
without expectations for improvement) without an additional information request or additional 
review steps. 

Commission Decision 

The Commission makes final decisions on each complete application based on the review 
team's evaluation of the applicant's compliance with Land Trust Standards and Practices and 
program requirements. 

The Commission can make one of the following three decisions at the conclusion of the 
renewal process: award renewal, conditionally renew, or not award renewal. For more 
information about each of these, click here. 

A land trust may appeal a Commission decision to not renew accreditation by following the 
Commission's Appeals Policy and Procedures. 

 

Frequently Asked Questions  

How soon after the renewal application deadline should we expect an additional information 
request from the Commission? 

The elapsed time between the application due date and receiving a formal "Additional 
Information Request" letter from the Commission can range from 6 weeks to four months. 
Renewal reviews take place according to an internal docket developed after all applications 
have been submitted for a round; the location of your land trust in that docket determines 
when the review takes place and when the AIR is sent. 

If you have questions about when your land trust should expect its additional information 
request please contact the Commission. We will give you a specific timeline once review teams 
have been assigned.  

  

Useful Documents  

Accredited land trusts planning and preparing for renewal must download and read each of the 
following documents prior to beginning, and have a copy of each readily available 
throughout the renewal application process: 

• The website and corresponding Applicant Handbook, which includes information on the 
renewal process 

• The Requirements Manual, which provides, all in one manual, information on the elements 
the Commission evaluates for every accreditation indicator 

http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments#a
http://www.landtrustaccreditation.org/about/policies/312-policy-on-final-decisions-on-applications-for-first-time-and-renewal-of-accreditation
http://www.landtrustaccreditation.org/about/policies/311-appeals-policy-and-procedures
http://www.landtrustaccreditation.org/tips-and-tools/applicant-handbook
http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
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• The User Manual (2MB) for the online system renewal application, which includes 
information about logging into the online application system (located online at 
http://landtrust.civicore.com), uploading and referencing documents, etc.  

o The User Manual also contains a reference edition of the Application for Renewal of 
Accreditation, which outlines all questions and describes each statement and 
attachment requested. 

• Download a copy of blank statement templates for the renewal application 

For your convenience in completing forms required for renewal, below are individual templates 
for your use: 

• Land Conservation Project List (required as part of the pre-application), 
• Renewal of Accreditation Agreement (required as part of the pre-application), 
• Renewal of Accreditation Board Resolution (required for practice 1D documentation). The 

board of directors of the applicant organization must pass a Board Resolution endorsing 
the application and agreeing to the terms of accreditation. A template resolution is 
available for download for both first- time applications and applications for renewal. This 
step ensures that the entire board understands the commitment the organization is 
making to the accreditation program. 

• Schedule of Dedicated and Restricted Funds (required for practice 6B documentation), 
• Project Documentation Checklist (for best results, right-click and save to your computer, 

then open from within Adobe Acrobat) (one is required for each project selected by the 
Commission; click here for instructions on how to complete the checklist, and the User 
Manual for instructions on where and when to upload the checklist and supporting 
documentation). 

• Renewal Time Tracking Form. This form will be requested by the Commission and need 
only be provided if the land trust opted to track the time. 

If applying with related entities, also review the reference copies of the Addendum for Multiple 
Corporations – Basic and the Addendum for Multiple Corporations – Intermediate (as 
applicable). 

  Tip: Learn more about requirements for land trusts that accepted land or easements from 
other organizations, or that engaged in mergers or affiliations. 

 
If you have questions, please email the Commission  or call 518-587-3143. 

For the Civicore privacy policy (applies to the online renewal application), click here. 

Looking for documents from accredited land trusts that have been commended by the 
Commission? Visit The Learning Center. 

  

http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://landtrust.civicore.com/
http://landtrust.civicore.com/
http://www.landtrustaccreditation.org/storage/downloads/TemplatesforRenewalApplicationStatements.doc
http://www.landtrustaccreditation.org/storage/downloads/LandConservationProjectListTemplate.xls
http://www.landtrustaccreditation.org/storage/downloads/renewal-agreement-template.doc
http://www.landtrustaccreditation.org/storage/downloads/renewal-board-resolution-template.doc
http://www.landtrustaccreditation.org/storage/downloads/ScheduleofDedicatedandRestrictedFunds.xls
http://www.landtrustaccreditation.org/storage/downloads/ProjectChecklist.pdf
http://www.landtrustaccreditation.org/renewal/useful-documents/742-project-documentation
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/UserManual.pdf
http://www.landtrustaccreditation.org/storage/downloads/TimeTrackingForm-Renewal.xls
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Basic.doc
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Basic.doc
http://www.landtrustaccreditation.org/storage/downloads/Renewal-Intermediate.doc
http://www.landtrustaccreditation.org/about/policies/743-accepting-assets
http://www.landtrustaccreditation.org/about/policies/743-accepting-assets
http://www.landtrustaccreditation.org/about/policies/745-mergers-and-affiliations
mailto:info@landtrustaccreditation.org
http://www.landtrustaccreditation.org/storage/downloads/CiviCore-Privacy-Policy.pdf
http://tlc.lta.org/library/documents/commended
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Timeline and Costs  

 

 

  

Accreditation Fees  

Accreditation fees are structured to provide land trusts of all sizes the opportunity to 
participate in accreditation and to support a program that builds strong land trusts, fosters 
public trust in land conservation and helps ensure the permanence of land conservation. The 
accreditation fee consists of a registration fee and an application fee. Please select the 
accreditation fee schedule below for the year in which you plan to apply; each year's fee 
schedule is typically announced in the spring of the year prior. Renewal applicants receive a 5% 
discount on the fees paid by first-time applicants.  

Accreditation Fee Schedule for First-Time Accreditation and Renewal 

• 2016 

http://www.landtrustaccreditation.org/storage/downloads/AccreditationFees2016.pdf
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• 2017 
• 2018 

What will your land trust get from the Commission in return for its accreditation fees? 

Accreditation fees cover much of the costs related to accreditation, including your land 
trusts's review. Applying for accreditation motivates land trusts to review and implement 
procedures to streamline operations and lead to more effective land conservation. Renewing 
accreditation motivates organizations to confirm they are consistently following national 
standards and, if needed, to adjust procedures accordingly. A review team of land conservation 
professionals evaluates your application and provides an information request detailing where 
information or improvement is needed for your land trust to be successful in the accreditation 
process. Click here for list of many accreditation benefits.  

 

 “The Land Trust knew accreditation was an important mark of distinction that would move it 
to the next level of professionalism. What we didn’t expect were the innovations that came 
out of the process and how exciting and rewarding the work was when it finally all came 
together.” 

– Patricia Powell, Whidbey Camano Land Trust executive director 

 

How much time does it take a renewal applicant and what are the other costs? 

Renewal takes substantially less time than first-time accreditation. 

• There are at least 30% fewer attachments requested in the renewal application than in the 
first-time application. 

• Only about half of the attachments in the application for renewal are required for all 
applicants; the remainder are “if applicable” and depend upon the following: 

o The complexity of the land trust, and  
o Its compliance with the requirements during its accreditation term. 

• Documents are uploaded to an online system, rather than copied and shipped. 
• On average, fewer projects are examined. 

 

How many hours should I plan for at renewal? 

While all applicants are asked to track and report on the time invested by their organizations in 
the accreditation process, few renewing organizations provide the data. Therefore the 
information below from recent rounds of applicants is a guide and your land trust’s experience 
may vary. Land trusts have also reported costs for other expenses such as having an attorney 
review policies, temporary staff to complete documents such as land management plans, etc. 

Average Hours: 311 

Range of Hours: 128 – 485 

http://www.landtrustaccreditation.org/storage/downloads/AccreditationFees2017.doc
http://www.landtrustaccreditation.org/first-time-accreditation/fees/273-fees
http://www.landtrustaccreditation.org/about/benefits-of-accreditation
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How can my organization minimize the time spent at renewal? 

Recently renewed land trusts offer the following guidance on how to minimize the time 
needed. 

• Address any expectations for improvement as soon as possible and keep documentation of 
how the EFIs were addressed. 

• Review the Requirements Manual and the renewal application at least annually to ensure 
that the land trust continues to meet all requirements (or to document when and why it did 
not). 

• Participate in continuing education opportunities presented by the Commission, the Land 
Trust Alliance and land trust service centers. 

• Maintain an electronic recordkeeping system for creating and storing records that may be 
requested as part of the renewal application. (Note: maintaining electronic records is not a 
requirement for accreditation.) 

Why and how often does the Commission adjust the accreditation fees? 

Commissioners monitor and review the costs of the land trust accreditation program on an 
annual basis, and fees are adjusted accordingly to meet anticipated operating expenses. 
Changes in the fees are approved by the Commission and the Land Trust Alliance. The 
accreditation program is supported by accreditation fees from applicants, with a small amount 
of revenue from an endowment established by the Land Trust Alliance (the Commission is 
prohibited from fundraising). 

How do land trust accreditation fees compare to other voluntary accreditation programs? 

Land trust accreditation fees are in line with other national voluntary accreditation programs, 
although there is no direct comparison due to the timing and type of fees assessed. For 
example, in most accreditation programs the applicant must pay the costs for a visiting site 
examination team. In the land trust accreditation program, commissioners volunteer 
approximately 4,000 hours a year reviewing documents and holding “virtual” site visits by 
telephone in order to keep accreditation fees affordable. 

Getting Accreditation Buy-In from Your Board  

Need some help talking with your board about why accreditation is a great idea for your land 
trust? The Alliance has a new information piece with stories from accredited land trusts, in 
their own words, about how accreditation has transformed and strengthened their 
organizations. This may be just what you need to inspire your land trust to take the leap and 
register for 2017. View and download today » 

 

 

 

http://www.landtrustaccreditation.org/storage/downloads/accreditation-overview-brochure.pdf
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Expectations for Improvement  

"Expectations for Improvement" (EFI) may be issued by the Land Trust Accreditation 
Commission to an accredited land trust as part of the accreditation award letter or through the 
compliance confirmation process. Expectations are used to foster continuous learning and 
quality improvement when the Commission determines that an organization needs to do 
additional work to fully comply with one or more elements of an accreditation requirement. 
For information on the elements the Commission evaluates for every accreditation indicator, 
please download and read the Commission’s Requirements Manual. 

Renewing applicants must document that the organization has complied with all EFIs issued at 
first-time accreditation. Applicants must provide a written statement of how the organization 
addressed any EFIs as well as provide documentation of implementation for each. The 
appropriate type of documentation will depend on the specific details of the EFI. To see trends 
on commonly issued EFIs, please see the  Report on Expectations for Improvement. 

Common Expectations for Improvement - Avoiding at first-time accreditation and 
documenting compliance at renewal 

• Practice 4A. Dealing with Conflicts of Interest 
• Practice 5A. Legal and Ethical Practices 
• Practice 9H. Title Investigation and Subordination 
• Practice 10B. Appraisals 
• Practices 11A. Funding Easement Stewardship and 12A. Funding Land Stewardship 
• Practice 11B. Baseline Documenation Report 
• Practice 12C. Land Management 

Note that each accredited land trust is expected to comply with all of the accreditation 
requirements and to maintain documentation of compliance throughout its accreditation 
term, to conduct periodic assessments against the full set of Land Trust Standards and 
Practices and to use them as a guide for the organization, to stay aware of and demonstrate 
compliance with current requirements (as identified in the Commission’s Requirements 
Manual), and to abide by the terms of the Accreditation Agreement submitted at the time of 
pre-application. 

  

Where to Go for Help  

Commission Materials: 

• Website and Applicant Handbook 
• Requirements Manual 
• Fact sheets 
• Advice from land trusts that have achieved accreditation 
• Commended documents and policies from Accredited Land Trusts 

http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
http://www.landtrustaccreditation.org/storage/downloads/ReportonExpectationsforImprovement.pdf
http://www.landtrustaccreditation.org/help-and-resources/expectations-for-improvement/324-practice-4a-dealing-with-conflicts-of-interest
http://www.landtrustaccreditation.org/help-and-resources/expectations-for-improvement/325-practice-5a-legal-and-ethical-practices
http://www.landtrustaccreditation.org/help-and-resources/expectations-for-improvement/320-practice-9h-title-investigation-and-subordination
http://www.landtrustaccreditation.org/help-and-resources/expectations-for-improvement/344-practice-10b-appraisals
http://www.landtrustaccreditation.org/help-and-resources/expectations-for-improvement/348-practices-11a-funding-easement-stewardship-and-12a-funding-land-stewardship
http://www.landtrustaccreditation.org/help-and-resources/expectations-for-improvement/342-practice-11b-baseline-documentation-report
http://www.landtrustaccreditation.org/help-and-resources/expectations-for-improvement/334-practice-6b-financial-records
https://www.landtrustalliance.org/training/sp
https://www.landtrustalliance.org/training/sp
http://www.landtrustaccreditation.org/help-and-resources/applicant-handbook
http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
http://www.landtrustaccreditation.org/help-and-resources/fact-sheets/62-fact-sheets
http://www.landtrustaccreditation.org/advice-from-land-trusts-in-the-pilot-program
http://tlc.lta.org/library/documents/commended
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Land Trust Alliance Resources 

Training 

The Land Trust Alliance has developed an affordable curriculum related to Land Trust 
Standards and Practices with special focus on the accreditation indicators. Study can be done 
online, in person, or with a consultant. Find out more. 

The Alliance also offers workshops, seminars, and courses through the Land Conservation 
Leadership Program, Rally: The National Land Conservation Conference, and Regional 
Conferences. See the Alliance's website for more details. 

The Learning Center 

This is the place to go if you want to hone your conservation skills and grow your organization 
to its full potential. And it's free to Land Trust Alliance members. At the Learning Center, you 
can: 

• Review the Putting it into Practices series and template policies 
• Learn all the essentials for land conservation 
• Take courses on Land Trust Standards and Practices or prepare for accreditation 
• Design your own learning path on topics such as Governance, Strong Organizations, Land 

Protection, and Stewardship 
• “Ask The Experts” in moderated forums 
• Access reference materials in the conservation library (formerly LTAnet) 

The Learning Center also contains presentations from conferences, as well as numerous other 
documents, publications, worksheets, and more. Visit the Learning Center. 

Saving Land Magazine 

The Alliance’s magazine, entitled Saving Land, is the nation's leading land conservation 
magazine. Available as a member benefit when you join the Land Trust Alliance, the quarterly 
magazine offers in-depth stories on the latest land conservation issues, innovations and 
trends. The magazine also features columns on accreditation, fundraising, board tips, profiles 
of conservation leaders, resources and timely news, to help you save land even better. From 
the technical to the inspirational, Saving Land magazine presents not just the "how" of what 
we do, but also the "why." 

Expert Link 

Expert Link is the Alliance’s online directory in which members of the land trust community can 
seek out professional assistance from Alliance-member companies. Expert Link is divided into 
three categories for quick and easy access to a professional partner that best suits your needs: 
Appraisers, Attorneys, and Consultants 

Publications 

The Alliance offers an extensive selection of publications for land trust practitioners. A sample 
of the selection offered is below: 

http://www.lta.org/topics/standards-and-practices/standards-and-practices-curriculum
http://www.lta.org/land-trusts
http://tlc.lta.org/
http://tlc.lta.org/tlc/collections/1357
http://www.lta.org/learning/the-learning-center
http://www.lta.org/learning/the-learning-center
http://www.lta.org/about/saving-land-magazine
https://donate.lta.org/
http://www.landtrustalliance.org/about/expert-link
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• Appraising Easements 
• The Conservation Easement Handbook 
• Doing Deals 
• Federal Tax Law 
• Land Trust Standards and Practices 

See the complete catalog. 

State Service Centers 

Land trust service centers - also known as councils, service bureaus, coalitions, alliances, and 
compacts - work closely with the Land Trust Alliance and land trusts to deliver services and 
technical assistance that strengthen local and regional organizations that conserve open 
space. Visit www.landtrustalliance.org/state-associations to find a service center in your region. 

  

 

Maintaining Accreditation  

Here are a few steps to help your land trust maintain its accreditation and prepare for its next 
renewal. 

• Implement any Expectations for Improvement. 
• Annually review the Requirements Manual. 
• Keep track of any unique set of facts and circumstances that resulted in not meeting one of 

the accreditation indicators or accreditation requirements throughout the accredited term.  
• Contact the Commission’s Help Desk if you have questions. 

Continuous Improvement 

The accreditation program was designed to foster continuous improvement. Accredited 
organizations are expected to implement Land Trust Standards and Practices. Accredited 
organizations are also expected to stay current in the field of land conservation, to review 
annual updates to the Requirements Manual and to continually refine their programs. 

Conditions for Maintaining Accreditation 

Land trusts applying for accreditation or renewal sign a formal Accreditation Agreement 
accepting conditions for maintaining accreditation, including the following.  

• To comply with the accreditation indicators and program requirements. 
• To implement Land Trust Standards and Practices, to be aware of any changes to them, to 

stay current in the field of land conservation. 
• To provide the Commission with information, upon request, regarding your organization’s 

compliance with the accreditation indicators and program requirements. 
• To notify the Commission in writing of major changes in your structure or operation that 

could potentially affect your organization’s intent and ability to comply with the 
accreditation indicators or accreditation requirements. See more below. 

http://www.landtrustalliance.org/land-trusts/publication
http://www.landtrustalliance.org/state-associations
http://www.landtrustaccreditation.org/help-and-resources/requirements-manual
http://www.landtrustaccreditation.org/contact-us
http://www.landtrustalliance.org/topics/standards-and-practices
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Notification 

A land trust must notify the Commission in writing of any major change in its structure or 
operation that could potentially affect its intent and ability to comply with Land Trust 
Standards and Practices and accreditation requirements. Changes that require written 
notification include the following: 

• Change of scope of activities (such as when an organization that only accepted fee 
properties at the time of accreditation takes on conservation easements, or when an 
accredited land trust that had not completed any new transactions during its accredited 
term completes a new transaction after having been awarded renewal).  

• Transformation of governance structure (such as mergers, changes in a parent 
organization, etc.).  

• Significant changes in mission (such as taking on activities that are counter to land 
conservation or eliminating the organization’s land conservation program).  

• Legal actions taken against the land trust or settlement of actions pending at the time of 
accreditation.  

• Change of tax-exempt or charitable status.  
• Other changes that may result in the land trust’s no longer implementing Land Trust 

Standards and Practices and accreditation requirements. 

Other changes that may trigger the need to inform the Commission would include 
circumstances such as expanding the land trust’s service region from a small area to a much 
larger area, completing a series of transactions during the accredited term (either easement or 
fee) when the land trust had not completed a recent transaction for evaluation prior to being 
awarded accreditation, or otherwise substantially expanding the scope of the organization.   

Finally, accredited land trusts must notify the Commission of any changes to the land trust’s 
contact information, particularly the accreditation contact information. 

Confirming Compliance 

The Commission can request additional information from an accredited land trust during its 
accreditation term to confirm compliance with Land Trust Standards and Practices 
and accreditation requirements. The ability to confirm compliance enables the Commission to 
assure the public that all accredited land trusts meet the accreditation requirements. For more 
information see the Commission’s Compliance Confirmation Policy and Procedures. 

Disciplinary Action 

While extremely rare, an accredited land trust can be placed on probation and accreditation 
can be revoked according to the Commission’s Disciplinary Action Policy and Procedures. This 
policy helps maintain the integrity of the accreditation program for all participants. 

  

http://www.landtrustaccreditation.org/about/policies/745-mergers-and-affiliations
http://www.landtrustaccreditation.org/about/policies/131-compliance-confirmation-policy-and-procedures
http://www.landtrustaccreditation.org/about/policies/313-disciplinary-action-policy-and-procedures
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Appendix 1: Working with the Adobe PDF Form 

 

Introduction 

The Application for Land Trust Accreditation is available as an Adobe PDF form. This sheet 
provides information on the technical aspects of using the form. Detailed instructions for 
answering the application questions, compiling the application and understanding the 
application process is found in the Applicant Handbook. 

 

MAC Users 

The Adobe PDF form was created using Adobe LiveCycle, and is not compatible with the MAC 
operating systems. Until Adobe solves this incompatibility, please see the section below, 
“Where to Go for Help.”  

 

PC Users: Required Software 

To successfully view and use the Adobe PDF form, you will need Adobe Acrobat Reader 9.1 
or later. This is a free program that can be downloaded at: http://get.adobe.com/reader/. 
Simply upgrading to Adobe 7 or another version will not allow the form to work properly; you 
must download and install version 9.1 or later. 

 

Accessing and Saving the Required Adobe PDF Forms 

The first-time Accreditation Application, Master Attachment Checklist, and Project 
Documentation Checklist are available on the Commission’s website at: 
http://www.landtrustaccreditation.org/the-process/application. You need to download and 
save each to your computer’s hard drive or organization’s network so that you may work on 
them over time. Print and include your final Application Questionnaire with your application. 

 

To download each file, right-click on the application’s link and select the “Save target 
as…” option [or “Save Link As…” in Mozilla Firefox Internet browser] and save it to your 
desired location. (Depending on how your individual computer is set up, it may 
download to your desktop or other location automatically.) You may also select the 
“Open” option and then save it to your computer by clicking on FileSave As once it is 
opened (this option works best in Internet Explorer). It may take a minute or two to 
download and save. 

 

Using the Forms 

http://www.adobe.com/products/acrobat/readstep2.html
http://www.landtrustaccreditation.org/the-process/application
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You can only enter text inside the form fields. To more easily view the form fields on your 
computer, select the “Highlight Fields” option in the upper right-hand corner of your screen 
and each form field will be lightly highlighted.  

 

Position your cursor inside a form field to enter text or check a box. You may use the tab key to 
move from field to field, or simply use your mouse to click inside the field in which you wish to 
enter information. The way the form works, the data you enter is not actually accepted into 
the form until you go the next field.  

 

To Advance to the Next Field 

• Press Tab to accept the form field change and go to the next field; OR  

• Using your mouse, position your cursor in the next form field and left-click once. 

 

To Go Back to the Previous Field 

• Press Shift+Tab to go to back to the previous field. 
 

To Escape 

• Press Escape to reject the form field change and deselect the current form field. 

 

Tips for Using the Adobe Forms 

• Adobe PDF forms can get large in size. As a result, tasks like tabbing and pasting from 
other documents may take longer than you expect. Have patience! Saving your work often 
is recommended. You may also want to consider routinely printing your application, or 
saving an electronic backup to another location. 

 

• If you enter a lot of text into a field it will scroll down as you type and it will look like your 
data does not fit in the field. However, once you move to the next field the previous field 
will expand. 

 

• You can copy text from other sources (such as Microsoft Word documents) and paste the 
text inside the form fields.  

 

• You cannot use formatting functions inside the form fields (such as bold, italics, tables, 
justification, etc.), nor will formatting appear once it is pasted inside the form fields. Bullets 
may be pasted into the form fields; however, any indenting will not work.  
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• You can make hard returns inside the form fields to separate paragraphs. 

 

• To check the spelling in your responses, simply right-click in the field and select “Check 
spelling.” Be sure to click “Done” otherwise your changes will not appear. You must spell-
check each individual field; you cannot check the entire document. 

 

• If you lose your place in the form, you can use the EditFind function. A small window will 
appear on the toolbar and you can enter the practice number or other text you wish to find 
and hit Enter. 

 

• If you find that a text box simply won’t work for you, simply type up your response on a 
separate sheet of paper and include it with your application. 

 

Master Attachment Checklist  

The Master Attachment Checklist will be the first document in your application binder. It 
serves as the Table of Contents for your application. This is a separate stand-alone form. 
Download the form and save it to your hard drive or network, as you did the application. You 
are free to add items not listed on the checklist. If you have additional attachments, click on 
“Add Another Document” and another row will appear. 

 

Project Documentation Checklist 

You will need a completed Project Documentation Checklist for each project requested by the 
Commission. This is also separate stand-alone form. Download the form and save it to your 
hard drive or network, as you did the application. To create a copy of the checklist for another 
project, either save a Project Documentation Checklist for each project, or click on the “Add 
Another Project Checklist” button. It will add a blank checklist to the end of the document. Be 
sure to enter the name of each project after “Project Name.” If you wish to add additional 
documents or offer explanations on the checklist, use the form field at the end of each section. 

 

Where to Go for Help 

The Commission provides these Adobe PDF forms to make entering data easier for applicants. 
If you have trouble working with the form, please let us know right away. You may also try 
contacting Adobe support (http://www.adobe.com/support/contact/). If you are simply not 
able to work in Adobe, we have a Microsoft Word version available. However, this version has 
no formatting or form fields and pilot applicants found it difficult to work with. You can reach 
us at info@landtrustaccreditation.org or 518-587-3143. 

http://www.adobe.com/support/contact/
mailto:info@landtrustaccreditation.org
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Before You Begin 

 

The renewal application is an electronic process that is completed entirely online via 

http://landtrust.civicore.com. Except for the initial registration process, as described below, you will 

always go to http://landtrust.civicore.com to log in to your renewal application.  

Accredited land trusts planning and preparing for renewal can find information about the renewal 

process online at in addition to access to the renewal section of the Commission website 

http://www.landtrustaccreditation.org/renewal. Also, download and read each of the following 

documents prior to beginning, and have a copy of each readily available throughout the renewal 

application process:  

 The Requirements Manual, which provides, all in one manual, information on the elements the 

Commission evaluates for every indicator practice.  

 This User Manual for the online application system (http://landtrust.civicore.com), which includes 

information about logging in, uploading and referencing documents, etc. in addition to the enclosed 

Reference Edition of the Application for Renewal of Accreditation (which provides a preview of all 

questions that will be asked in the online application system and describes each requested 

statement and attachment). 

You can access copies of these and other resources from the Commission’s website. Also, we have a 

number of tutorials online related to the use of the online application: see 

http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-

tutorials-renewal.  

 

ADVISEMENT: Please contact the Commission to ensure that we have the correct 

information for the accreditation primary contact in your land trust. The primary contact 

is the person designated to receive information and inquiries from the Commission and 

is not necessarily the board chair or president or the executive director. This person 

should be comfortable with managing your online application, and be able to route 

information and inquiries to the appropriate person in the organization. Because email 

is a key component of the online application and Commission communications, the 

primary contact should have an email account that is checked regularly.  

The primary contact should ensure that emails from the Commission (from the domain 

name “landtrustaccreditation.org”) will not be circumvented by spam and junk mail 

filters. Check with your email service provider and/your information technology 

department if you are having trouble getting emails from the Commission.  

http://landtrust.civicore.com/
http://landtrust.civicore.com/
http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
http://www.landtrustaccreditation.org/
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal
mailto:info@landtrustaccreditation.org
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User Access: First-Time Use and Subsequent Log-In 

 

See video tutorial 

Four months prior to your land trust’s pre-application due date, the primary accreditation contact for 

your organization will receive an e-mail to alert him or her to begin the renewal process. The email will 

contain a unique, one-time use link to access your land trust’s online application. Once you click that 

link, you will be directed to the "My Profile" page where you must select “Edit” and create a password 

for future access to your land trust’s renewal application.  

 

All subsequent access to the site will be through the URL landtrust.civicore.com.  

 

http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/706-introduction-to-civicore-and-application-registration-
http://landtrust.civicore.com/
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Website Overview 

 

Once your organization is logged in, there are three vertical navigational buttons on the site: Home, My 

Organization, and My Profile.  

Home  

The home page includes links to the four key documents for renewal, as described above:  

 The Applicant Handbook (which is a compendium of the instructions from the website) 

 This User Manual and the attached “Reference Edition of the Application for Renewal of 
Accreditation” (so you can see what the questions will be, before you start) 

 The Requirements Manual  
 

There is also a short-cut button on the “Home” screen that takes you to your current renewal 

application.  

My Profile  

The following information is listed on the “My Profile” page: 

 Basic Information (first name and last name) 

 Login Information (e-mail address and password – this is the information you will need to 

access the system on subsequent visits to http://landtrust.civicore.com) 

When you click “Edit,” you will be taken to a page that has fields for adding additional contact 

information for the accreditation primary contact, and for updating the land trust’s login information. 

Periodically review and make updates as necessary and click “Submit” to complete. 

  

My Organization 

There are two tabs in this section:  

 Organizational Information 

 Application for Renewal 

My Organization: Organizational Information Tab 

In the view version of Organizational Information the following is listed: 

 Organization Name 

 Primary Contact 

http://www.landtrustaccreditation.org/help-and-resources/applicant-handbook
http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
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 Current Renewal Information 

 Mailing Address Information 

 Physical Address Information 
 

This information is used by the Commission to send critical correspondence. Please periodically review 

this information and, if the information is out-of-date or needs to be otherwise updated, contact the 

Commission and furnish up-to-date information about your organization. 

 

My Organization: Application for Renewal Tab: Main Page 

 

Your land trust’s renewal application records are found in the Application for Renewal tab, and the due 

dates are based on the year and round for which your land trust’s current renewal application will be 

due (as assigned by the Commission).  

 The pre-application and application for your land trust will be created and become available 

upon successful submittal of the registration form and payment.  

 Applications for related entities (applicable only to those land trusts with multiple corporations, 

as described here) are created based on responses to the related entity questions in the pre-

application questionnaire and upon submittal of the pre-application.  

The number in parentheses on the tab label indicates the number of renewal applications that have been 

or are in the process of being filed on behalf of your organization. If this is your organization’s first 

renewal application, that number will be “1.” 

 

To begin the application process and be taken to a specific renewal application, click on “View” next to 

an existing record in the list of Applications for Renewal.  

 

 

 

mailto:info@landtrustaccreditation.org
mailto:info@landtrustaccreditation.org
http://www.landtrustaccreditation.org/about/policies/744-multiple-corporations-and-accreditation
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My Organization/Application for Renewal/Renewal Application: Overview 

Tab 

 

There are seven tabs on the Renewal Application tab main page: 

 Overview 

 Registration 

 Pre-Application 

 Application 

 Selected Projects 

 Additional Documents 

 Submittal Certification 

 AIR Request & Response 
 
The “Overview” page is the default page. This page displays the current status of your application.   
 

Renewal Application: Registration Tab 

The specific information asked for in this section is detailed in Appendix 2. Also see video tutorial.  

When you click on the “Registration” tab, you will be taken to the registration form.  

The registration form must be completed in one session. Fill in the information requested, as applicable, 

and agree to the “Renewal Application Registration Terms of Agreement.” Proceed to the billing 

information and payment section for your registration fee (as described in the annual accreditation fees 

fact sheet). Once you complete the information required, click on “Submit.”  

 

ADVISEMENT: If you indicate that your organization has more than one corporation, 

governing authority or related entity that is legally linked to it, the following question 

will appear: “If yes, has the Commission made a determination on the level of 

information that the related entity or entities must provide for renewal of 

accreditation?” Contact the Commission to discuss whether a determination needs to 

be made in accordance with the Commission’s policy on the subject.  

 

If your registration form was successfully submitted, you will be taken to a “View” version of your 

registration information with a confirmation message. This is your receipt; you will also receive an email 

confirming your organization’s registration.  

http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/706-introduction-to-civicore-and-application-registration-
http://www.landtrustaccreditation.org/first-time-accreditation/fees/273-fees
http://www.landtrustaccreditation.org/first-time-accreditation/fees/273-fees
mailto:info@landtrustaccreditation.org
http://www.landtrustaccreditation.org/about/policies/744-multiple-corporations-and-accreditation
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If you do not successfully complete your registration form and payment and attempt to proceed to the 

Pre-Application or Application tab, you will be prompted to complete your registration before 

proceeding.  

 

Renewal Application: Pre-Application Tab 

The specific information asked for in this section is detailed in Appendix 2. Also see video tutorial.  

Once your organization successfully submits its registration form with payment, it can access the “Pre-

Application” tab. 

There are two sections to the Pre-Application tab: 

 Questionnaire 

 Required Attachments 

 

Questionnaire Tab 

Fill in all the information requested, as applicable. The pre-application questionnaire can be partially 

completed, submitted and subsequently edited until the entire pre-application package (the pre-

application questionnaire and required attachments) is finished. Once you complete the information 

required, click on “Submit.”  

Note: If your organization has a basic or intermediate related entity, as determined by the 

Commission, respond accordingly in the multiple corporation question and complete the 

subsequent drop-down box(es).  

 

Required Attachments Tab 

Upload at least one attachment for each of the required documents specified. (For instructions on 

uploading and managing attachments, see “Uploading and Managing Attachments: Pre-Application and 

Application” later in this User Manual.) 

 For a description of each required pre-application attachment (“Attachment Name”), see the pre-

application instructions. 

http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/666-pre-application-questionnaire-and-attachments
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments
http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments
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Submitting the Pre-Application 

Once you have completed your pre-application questionnaire and uploaded all required attachments, 

you may submit your pre-application within 90 days prior to the pre-application due date, as noted 

below. Within 90 days of the pre-application due date, a “Pre-Application Complete” checkbox will 

appear at the bottom of the questionnaire tab.  

 

 

In order to submit your pre-application, review all information on the questionnaire for accuracy, check 

the “Pre-Application Complete” checkbox, and click “Submit.”  

Proceed to the Required Attachments tab. There you will see a “Finish Pre-Application” button. Select 

that button, at which point you will see the following message:  

 

If you are certain your pre-application questionnaire and required attachments are current and 

complete, select the “Confirm” button. Once your pre-application questionnaire and required 

attachments are successfully submitted, you will see a message that your land trust’s pre-application 

has been successfully submitted. You will also receive an e-mail confirmation.  
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Renewal Application: Applications Tab 

The specific information asked for in this section is detailed in Appendix 2. Also see video tutorial.  

For your convenience, once your organization successfully submits its registration form with payment 

you can access the Applications tab.  

 

Note: The fictional organization depicted above has one main “Renewal Application” and two “Related 

Entity Applications” – most land trusts will have only the one “Renewal Application” listed.  

To work on your application, click on “View” next to the appropriate application. There are two sections 

to the “Application” tab: 

 Questionnaire 

 Required Attachments 

 

Questionnaire Tab 

The Questionnaire displays a list of sections (Expectations for Improvement, Preliminary Information, 

and Standards 1 through 12), and under the column “Display Status” lists “Not Started,” “In Progress,” 

or “Complete,” depending on where you are in the process of entering information. For each standard, 

click on “Edit” and respond to the question(s) asked. Click “Save and Continue” to move to the next 

standard.  

All information within each standard of the application questionnaire must be entered at one time for 

the “Save and Continue” button to process the information. Within some standards there are sub-

sections; for each sub-section you have the option to select “Save these questions for the future”. If 

http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/705-completing-the-application-questionnaire-and-uploading-required-attachements
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you select that option, you will be allowed to click on “Save and Continue” without completing that sub-

section but note that any responses entered into that sub-section will not be saved – they will be 

cleared upon submittal of the page.  

If you do not fill in all the required fields of a particular questionnaire item, when you click on “Save and 

Continue” you will be taken back to this same page with a message stating that “[XYZ] FIELD IS 

REQUIRED.” By scrolling down through the questionnaire item, you will find an orange triangle symbol 

with an exclamation point inside at that particular field. Correct the information and click on “Save and 

Continue” again. 

Each response to the questions in the questionnaire may result in one or more additional sub-questions 

and/or add one or more required attachments to the list under the Required Attachments tab.  

ADVISEMENT: Advance to the Required Attachments tab only when the corresponding 

questionnaire section is complete. Your answers to each questionnaire section will 

automatically generate a corresponding list of required attachments under the Required 

Attachments tab. 

When you have completed your answers to the questionnaire and the display status of each standard is 

“Complete,” the “View Complete Application” button will appear:  

 

Select “View Complete Application” to either review on a web page or to select a “Print to PDF” button 

(and download a PDF of your application responses). Until the “Required Attachments” section is 

completed and the Application tab is marked as finished (see “Completing the Application 

Questionnaire and Required Attachments” below), you can click “Edit” and make changes to your 

responses. Note, however, that any changes to the responses in the questionnaire may trigger 

subsequent changes to the list in the “Required Attachments” tab.  
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Required Attachments Tab 

The information asked for in this section is detailed within each indicator practice section of Appendix 2. 

Also see video tutorial.  

ADVISEMENT: Work on the Required Attachments tab only when the corresponding 

Questionnaire section is complete. Your answers to each questionnaire section will 

automatically generate a corresponding list of required attachments under the Required 

Attachments tab. 

As in the Pre-Application tab, the Required Attachments tab lists documents that are required to be 

submitted. Upload at least one attachment for each of the required documents specified. (For 

instructions on uploading and managing attachments, see “Uploading and Managing Attachments: Pre-

Application and Application.”) 

 For a description of each required attachment (“Attachment Name”), click the “?” near the 

attachment number, or see Appendix 2www. 

ADVISEMENT: The documents uploaded in the Pre-Application (PreApp1 and PreApp2) 

may not show up here until you complete the following steps for each: 

1) Select “Cross-Reference and Manage Attachments” (this is further described later in 

the User Manual) 

2) In the window that pops up, select “Un-Reference Document” and then immediately 

select “Reference This Document” 

3) Click “Close” and the previously uploaded documents will now be listed in the 

“Referenced Attachments” list. 

 

Completing the Application Tab 

Once all questions on the Questionnaire tab have been answered (indicated by a display status of 

“Complete” for each section) and all documentation has been uploaded for each of the Required 

Attachments, the land trust can click the “Complete Application” button on the Required Attachments 

tab.  

ADVISEMENT: Please note that you may begin working on your online application as 

soon as your organization has registered for renewal. However, the Commission 

requires that the responses to your application be no older than 90 days prior to 

submission, so plan to review your responses and update attachments accordingly. 

When the “Complete Application” button is selected, the following window pops up: 

http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/705-completing-the-application-questionnaire-and-uploading-required-attachements
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If you are certain your application questionnaire and required attachments are current and complete, 

select the “Confirm” button. This application section will now be marked as “Complete”.  

*Note: If your organization has one or more related entities, complete and submit each related entity’s 

application, as identified in the “Renewal Application” tab, prior to moving on to the Selected Projects 

tab.  

Your organization must also provide documentation requested as part of the Selected Projects tab in 

order to submit its entire application package. The Selected Projects tab is covered in the next section.  
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Renewal Application: Selected Projects Tab 

See video tutorial.  

Viewing Selected Projects 

Approximately five weeks prior to the renewal application due date land conservation projects selected 

for review will be listed in the Selected Projects tab (see example below). You will receive an e-mail 

informing you that the selections have been made and also providing information about the renewal 

application fee that is due (as described in the annual accreditation fees fact sheet).  

[Note: we also encourage you to add one another project completed during your accredited term - your 

best - and provide the requested documentation for it. To do so, just click “Add Another Selected 

Project” and enter the project name, year and size of the project to add that to the list of selected 

projects.] 

For each project selected, click on “View” to see details of the selected project. 

There are two sections under each selected project.  

 The Project Information tab provides details on the project selected. (Contact the Commission if any 

data is incorrect and we will fix it.)  

 The Project Documentation tab is where the required project documentation is uploaded. 

ADVISEMENT: The types of documents that are requested for each project are listed in 

the Project Documentation Checklist.  

Save a project documentation checklist for each project that is selected. Using the 

completed checklist as a guide for each set of project documentation, upload those 

documents to each indicator practice for which documentation is available. Note on the 

checklist any comments that will help reviewers understand the project. 

http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/708-uploading-project-documentation
http://www.landtrustaccreditation.org/first-time-accreditation/fees/273-fees
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/742-project-documentation


User Manual for Land Trust Accreditation’s Online Application for Renewal | Version 4.5 | For 2018 Renewals Only 

16 
 

ADVISEMENT: All projects must include documentation for the following sections of the 

checklist: General Documentation (as described on the project documentation 

checklist), practice 3F, practice 8B, and practice 9H. The remaining documentation 

required depends upon how the property was acquired and the type of property 

acquired (for instance, a purchased easement would also include documentation related 

to practices 9J, 11A, 11B, and 11C). A completed Project Documentation Checklist will 

guide you on what should be uploaded for each project.  

 

Uploading Project Documentation 

Using your completed Project Documentation Checklist for the project as a guide, complete the 

following steps for each electronic file to be uploaded.  

Step 1. Click on “Add Additional Documents.” 

 

Step 2. Provide the information requested. Note that you can select more than one indicator practice for 

each document posted.  
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Step 3. Click “Upload File” and upload the desired file. You will get the message that your document is 

ready to be saved.   

Step 4. Click “Save” to complete upload of this file to your Project Documentation tab. 

 

You can View, Edit, and/or Delete any of the documents on the Project Documentation list.  
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Submitting Documentation for Each Project 

Once you have uploaded all the required project documentation, your Project Document tab should 

look similar to this:  

 

Now return to the Project Information tab and click “Finish.”   

(If you do not see the “Finish” button, there is still a required attachment that needs to be uploaded 

or tied to one of the following: General Documentation, practice 3F, practice 8B, and/or practice 9H.) 
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You will be asked to “Confirm” or “Cancel.” 

 

 

When you click “Confirm,” you will be returned to the Selected Projects tab.  

Complete this process for each of the projects listed.  

 

Completing the Selected Projects Tab 

Once you have successfully submitted documentation for each project, you will see the following 

confirmation screen: 
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Renewal Application: Additional Documents Tab 

Here is the Additional Documents tab main page: 

Additional Documents are defined as documents required by the Commission before you have 

submitted your pre-application and/or application. These documents generally consist of the following:  

 Documentation related to older projects that supports your application responses. This request 

from the Commission will be sent to you after your pre-application is submitted, along with 

the list of projects that are to be included with your application; you are required to respond 

by the application due date.  

 (As warranted) A response to a public comment received by the Commission. Timing of required 

response varies.  

 Other, as needed (for instance, if you submitted an application section but wanted to add 

additional documents prior to submitting the entire application package).  

To add additional documents, click on “Add Additional Documents.” You will be taken to a form that 

asks for the following: 

 Document Name 

 Document Type (select the appropriate response) 

 Ignore the “Applicable Application” field 

 Date Uploaded (with current date filled in) 

 Document Description (optional; the document name and type are generally a sufficient 

description) 

Click on “Upload File” to select the requested file from your electronic documents. Once the file is 

uploaded, click “Save.”  

The document will now appear on the Additional Documents tab. You can View, Edit, and/or Delete any 

of the documents on the Additional Documents list. However, there is no cross-reference feature in the 

Additional Documents tab.  
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ADVISEMENT: There is no final “Submit” button on the Additional Documents tab. Once 

you have uploaded all documents as required, you are finished. This section will “lock” 

upon submittal of the complete application.  

 

Types of Documentation Requested at “Additional Documents” Tab 

Prior to submitting your application package, navigate to the “Additional Documents” tab. There you will 

see a list of three to five requested documents (“Document Types”) as follows: 

 “4. Easement Monitoring Reports - Five Years” and “5. Easement Baseline Documentation 

Report” 

o For easement holders: we will identify one older conservation easement that you are 

required to provide the baseline documentation report and five years of easement 

monitoring reports.  

 “11. Fee Management Plan” and “12. Fee Property Inspection Report” 

o For fee property holders that did not acquire any new fee properties during the 

accredited term: we will identify one older fee property that you are required to provide 

a management plan and the most recent property inspection report.  

 “13. Title Documentation for Project” 

o Applicants who acquired one or more conservation easements/conservation fee 

properties during their accredited term will also be required to provide title 

investigation documentation for a project selected by the Commission. This information 

verifies the response to application question 9H1. 

[See http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-

confirming-application-responses#c for more information on these items.]  

To add your documents, click “Edit” on each of the document types listed above and upload the 

requested file. If you are uploading more than one file in response to an attestation verification request, 

for each additional file select “Add Additional Documents” and complete the form by indicating the 

related document type.  

 For instance, if each of your easement monitoring reports are separate files: 

o Select “Edit” next to the document, “4. Easement Monitoring Reports - Five Years” and 

upload the first file.  

http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-confirming-application-responses#c
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-confirming-application-responses#c
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o For each subsequent file, select “Add Additional Document,” enter the easement name 

as the “Document Name,” select “4. Easement Monitoring Reports - Five Years” as the 

“Document Type,” and upload the next file and select “Save.” 

Once you have confirmed that you uploaded all documents required in your response to the attestation 

verification request, proceed to completing the remainder of the application and selected project 

documentation. 

At this point you may proceed to the Submittal Certification tab.  
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Renewal Application: Submittal Certification Tab 

 

NOTE: If your application is not complete and you select the Submittal Certification tab, you will get 

the following message: 

“One or more applications for this renewal is not complete. Please go back and ensure that each 

application is complete before submitting your submittal certification.” 

If you have trouble determining which sections of your application are not complete, please implement 

each step in the “Troubleshooting the Submittal of a Renewal Application” section.  

Once all components of your renewal application are complete (including any related entity application  

 

Once this information is entered, select “Submit & Lock” to submit your complete renewal application.  
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Renewal Application: AIR Request & Response Tab 

Once the review of your application is complete (see review process timeline), you will receive an email 

from the Commission that an “Additional Information Request” has been posted and that your land trust 

has three months to respond. At that point, log into your online application and navigate to the AIR 

Request & Response tab to download the document.  

Documentation provided in response to the Additional Information Request is uploaded to the “AIR 

Request & Response” tab. To add your documents, click on “Upload Documents.” You will be taken to a 

form that asks for the following: 

 Document Name 

o Please name your documents by indicator practice number; if more than one 

document is being uploaded for a practice, label each attachment with the practice 

number, then a numerical or alphabetical indicator (e.g., 3F1a, 3F1b, 3F1c, etc.) 

followed by a descriptive file name (for instance, one file name might be “3F1 Board 

approval” and the next might be “3F2 Board resolution”).  

 Enter the date Uploaded (with current date filled in) 

 Enter a brief document Description (such as, “Response to AIR question 4”) 

Click on “Upload File” to select the requested file from your electronic documents. Once the file is 

uploaded, click “Save.”  

http://www.landtrustaccreditation.org/renewal/timeline-and-costs
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NOTE: If you prefer, you can provide all your documentation for each AIR document request or the 

entire AIR response in one PDF file if each section/response is clearly labeled.  

Once you have confirmed that you uploaded all documents required in your response to the additional 

information request, please click the “Complete Information Request” button to lock your response and 

let he review team know you are finished. If you click this button on accident let your staff reviewer 

know and we will unlock it for you.  
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Uploading and Managing Attachments: Pre-Application and 

Application 

 

ADVISEMENT: Please see the “Frequently Asked Questions” section of this User Manual 

for guidance on naming and uploading files, and for managing files larger than 16MB.  

 

Uploading Electronic Files to the Required Attachments Tabs 

Note: this functionality is only available in the pre-application and application Required Attachments 

tabs; it does not apply to the Selected Projects or Additional Documents tabs.  

To upload an electronic file from your computer, click the “Upload New Attachment” button next to the 

corresponding attachment name.  

 

The following screen will open:  

Include a descriptive attachment name that refers to the practice and (if applying with related entities) 

distinguishes it from the primary applicant’s documents. For instance, “[Intermediate Entity] 2015 Form 

990”. Click “Upload File” to select from electronic files on your computer (follow your Internet browser’s 

prompts to navigate to, select and upload the file). 
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If the document to be uploaded should be “attached” or linked to other “Required Attachments”, you 

can make that selection here by clicking “Search” in the “Additional Required Attachment” section and 

choosing the attachment number; if you want to link it again select “Cross-Reference This Attachment” 

to continue “attaching” the document to other “Required Attachments”. For instance, a set of meeting 

minutes may apply to 3C4, 4A1, and 7A2; you can select all of those from this screen, saving time from 

uploading and/or cross-referencing the document multiple times at a later date. Continuing with this 

example, and to make this clear to the reviewer, name the attachment “Meeting minutes for 3C4 4A1 

and 7A2”. 

When the document is uploaded, you will get the message that “[file name] ready to be saved.” Until 

you select “Save,” you will be able to remove the file, if necessary, by clicking on “Remove File.”  

Click “Save.” The document you uploaded now appears under the column “Referenced Attachments” on 

the Required Attachments listing.  

 

 

ADVISEMENT: Once you select the “Save” button the document will be added to your 

Document Library. If desired, select the “Download” button to confirm your document 

was uploaded. See “Document Library” for more information on managing and deleting 

uploaded documents.   

 

Document Library: Cross-Reference and Manage Attachments 

Note: this functionality is only available in the pre-application and application Required Attachments 

tabs; it does not apply to the Selected Projects or Additional Documents tabs.  See video tutorial.  

When you upload a document to your pre-application or application Required Attachments tab, the 

document is added to your application’s virtual “document library.” This document library spans the 

main application and any related entirety applications, and it allows you to reference (rather than re-

upload) attachments you have already uploaded to your pre-application or application.  

This feature is useful when your organization has policies, procedures, or meeting minutes containing 

information that applies to more than one question in the application or more than one indicator 

practice. 

http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/690-how-to-cross-reference-documents
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If you already uploaded a document and want to link it to additional “Required Attachments” there is no 

need to upload the same document more than once. Use the “Cross-Reference and Manage 

Attachments” button next to the subsequent attachment name. 

Here is an example of how to use this cross-referencing feature: 

Your organization already uploaded Board meeting minutes (3C4). However, you now want to cross-

reference that attachment to fulfill the requirement for Conflict disclosure (4A1), since there is mention in 

the same board meeting minutes of the most recent conflict disclosure. 

 

 Step 1: click “Cross-Reference and Manage Attachments” button next to Conflict disclosure 

(4A1). You will be taken to the following screen, which displays all of the documents currently 

uploaded to your pre-application and application Required Attachments tabs: 

 

 Step 2: Next to “Board meeting minutes,” click “Reference This Document.” (It will change 

“Reference This Document” button next to Board meeting minutes to “Un-Reference Document” 

as the following screen shows.) 

 

 Step 3: Click on “Close.” The “Board meeting minutes” will now be listed as a “Referenced 

Attachment” for 4A1 Conflict disclosure. 
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Document Library: Un-Referencing Documents 

If you uploaded a document but it is referenced to the wrong required attachment or it is no longer 

needed, it can be “un-referenced” in Cross-Reference and Manage Attachments area. Following the 

same steps used to reference a document, navigate to the  

Once you “un-reference” a document from a specific item on the Required Attachments tab, it will not 

show up in in your list of “Referenced Attachments” and it can be deleted from your document library.  

Your organization already uploaded Board meeting minutes (3C4) and cross-referenced that attachment 

to fulfill the requirement for Conflict disclosure (4A1). However, you changed your mind, as you found a 

better example of a conflict of interest disclosure. You need to unreferenced (unlink) the 3C4 board 

meeting minutes from 4A1.  

 

 
 

 Step 1: click “Cross-Reference and Manage Attachments” button next to Conflict disclosure 

(4A1). You will be taken to the following screen, which displays all of the documents currently 

uploaded to your pre-application and application Required Attachments tabs: 

 
 Step 2: Next to “Board meeting minutes,” click “Un-Reference This Document.” (It will change 

“Un-Reference This Document” button next to Board meeting minutes to “Reference Document” 

as the following screen shows.) 

 



User Manual for Land Trust Accreditation’s Online Application for Renewal | Version 4.5 | For 2018 Renewals Only 

30 
 

 Step 3: Click on “Close.” The “Board meeting minutes” will no longer be listed as a “Referenced 

Attachment” for 4A1 Conflict disclosure. 

 

Document Library: Deleting Documents 

NOTE: To delete a document, you must first un-reference (unlink) is using the steps described above in 

“Document Library: Un-Referencing Documents.” 

At any point prior to submitting your application for renewal, you may review a list of documents that 

are not referenced anywhere in your pre-application or application and reference or delete those files as 

needed. To examine unused documents in your document library, select “View Unused Documents” 

from the Application/Required Attachments tab.  

 

Once that button is selected, a list will appear of any documents that are not currently referenced in the 

pre-application or application “Required Attachments” tabs. Select “Reference this Document” to assign 

it to a specific required attachment, or select “Delete” to remove it from the online application system 

altogether.  
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Renewal Application: Troubleshooting the Submittal of a 

Renewal Application 
 
If your organization runs into any problems completing the final submittal certification for its renewal 
application, please use the following checklist to help locate and complete the missing information.  
 
1.    Navigate to the application for accreditation. Confirm that the “Questionnaire” list states 
“Complete”; if not, finish all items on the Questionnaire.  If the “Complete Application” button is 
present, click it to complete this application section. If the “Complete Application” button is NOT 
present, complete the “Required Attachments” section by doing each of the following: 

a.    Confirm that there is a file name in the “Referenced Attachments” column for each required 
attachment; if there is not, upload or cross-reference one. If that doesn’t work:  

b.    Click “Download” for each required attachment listed and confirm that at least one 
document is uploaded. If that doesn’t work: 

c.    Confirm that the documents uploaded in the Pre-Application (PreApp1 and 
PreApp2) are listed; if not, select “Cross-Reference and Manage Attachments”, 
select “Un-Reference Document”, then immediately select “Reference This 
Document”; click “Close”.  

d. Go back to the “Application/Questionnaire” tab and click the 
“Complete Application” button.  

 
3.    After confirming that each application questionnaire is complete as indicated above, go back to the 
“Submittal Certification” tab and see if it is now ready to be completed. 

a.    If yes, proceed with the final submit-and-lock of the application. 
b.    If no, see #4 below. 

 
4.    Click on the “Selected Projects” tab. For each of the projects, click the “Finish” button.  If the 
“Finish” button is not visible for a project, complete each project by doing the following: 

a.   Click the “Project Documentation” tab and upload at least one document for each of the 
required attachments: 
00. Project Documentation Checklist 
01. General Background Documentation 
02. Practice 3F 
04. Practice 8B  
06. Practice 9H 

  b. Go back to the “Project Information” tab and click the “Finish” button.  
 
5.    After confirming that each of the Selected Projects is complete as indicated above, go back to the 
“Submittal Certification” tab and see if it is now ready to be completed. 

a.    If yes, proceed with the final submit-and-lock of the application on the “Submittal 
Certification” tab. 
b.    If no, see #6, below.  

 
6. If you have worked through each of the steps above and it fails to solve the problem, contact the 
Commission at 518-587-3143 or info@landtrustaccreditation.org.   
 

mailto:info@landtrustaccreditation.org
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Appendix 1: Frequently Asked Questions 

Q. How do I find out what the specific deadlines are for my land trust? ................................................. 33 

Q. Why is my registration form and payment not being accepted when I click on “Submit”? ................. 33 

Q. How do I change our user name and/or password? ........................................................................... 33 

Q. Can we have additional user names if we have more than one person working on our application? .. 33 

Q. Can I use any Internet browser to access the online application? ...................................................... 33 

Q. Does it matter if we use a MAC or a PC?............................................................................................ 34 

Q. Are there any limitations on naming electronic files prior to uploading them? .................................. 34 

Q. Are there any recommendations on how we should organize and name our electronic files?............ 34 

Q. Can I combine statements created as part of our response to the expectations for improvement? ... 34 

Q. I understand the maximum file size is about 16MB; what do I do if the file I need to upload is larger 

than that? ............................................................................................................................................. 34 

Q. Where do I find the description of the attachments that we are required to upload? ........................ 35 

Q. Is there a limit on the amount of text I can enter into a text box? ..................................................... 35 

Q. If we enter some data into a sub-section of the application questionnaire, then check the “Save these 

questions for the future” box for that same sub-section, will that data be saved? ................................. 35 

Q. Can we provide any statements to further clarify responses in our application, in addition to what is 

required? .............................................................................................................................................. 35 

Q. How do I best give my board the opportunity to review the application prior to our final submittal? 36 

Q. How long will it take to upload our application files? ......................................................................... 36 

Q. We submitted our application! Now, how do we download it so we have a copy? ............................ 36 
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Q. How do I find out what the specific deadlines are for my land trust?  
A. Please contact the Commission to get specific due dates for your organization’s round. The Applicant 
Handbook has general information about the timing of deadlines for the registration form, pre-
application, application, etc.   
 
 
Q. Why is my registration form and payment not being accepted when I click on “Submit”? 
A. If you are having trouble submitting your registration form with payment information, and you have 
confirmed that all required fields are complete as noted above, pull out a copy of your credit card billing 
statement and ensure that the information you are entering (name, billing address, etc.) mirrors exactly 
the information on your billing statement. Make any necessary changes and try again; you should be 
successful. Contact the Commission for further assistance as needed. See video tutorial.  
 
 
Q. How do I change our user name and/or password?  
A. If your land trust has already registered and you already have a user name and password that allows 
you to access the system, you can make changes to the “My Profile” section as noted above. Changes to 
the email address and/or password in “My Profile” also modify the user name (email address) and/or 
password that is required to log in for future visits.   
 
If your land trust has not yet registered but has already clicked through the one-time link in the 
registration email, contact the Commission for assistance in establishing a new user name and/or 
password.  
 
 
Q. Can we have additional user names if we have more than one person working on our application? 
A. Each applicant has only one primary accreditation contact. The contact may share the user name and 
login information with others in the organization for reviewing or working on the application. Although 
multiple users can be logged in at the same time with the same user name and password, users should 
refrain from working in the same sections of any questionnaires at the same time (for instance, errors 
might occur if two users are both working on Standard 4 of the application questionnaire).  
 
 
Q. Why are we periodically logged out of the system?  
A. Users will automatically be logged out after approximately sixty (60) minutes of no activity. If your 
online session has not had activity for 60 minutes (such as navigating between pages or submitting 
information), you will prompted by a message asking if you want to stay online or logout. If you don’t 
respond to the message, you will be automatically logged out. This is a security measure that is required 
by the host of the online system.  
 
 
Q. Can I use any Internet browser to access the online application?   
A. The use of Mozilla Firefox or Internet Explorer is strongly recommended; we have not tested the 
system with other Internet browsers.  
 
 

mailto:info@landtrustaccreditation.org
mailto:info@landtrustaccreditation.org
http://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal/706-introduction-to-civicore-and-application-registration-
mailto:info@landtrustaccreditation.org
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Q. Does it matter if we use a MAC or a PC? 
A. Except as noted in our document, “Working with Commission’s Adobe PDF Forms” (in relation to the 
Project Documentation Checklist), it should not matter if you are working on a MAC or a PC.  
 
 
Q. Are there any limitations on naming electronic files prior to uploading them? 
A. There are some file name limitations. File names should contain only letters or numbers, and be 
relatively short (fewer than 200 characters).  
 
 
Q. Are there any recommendations on how we should organize and name our electronic files?  
A. File names should be descriptive and relate to the indicator practice in some way (for instance, a file 
name might be “1D1 Board Resolution”). If you upload more than one document per practice, please 
label each attachment accordingly (e.g., 3F1a, 3F1b, 3F1c, etc.). Note that the name of the file that is 
uploaded is the same name of the file that we download as part of our review, so refrain from using file 
names that are nondescript (File 1, File 2, etc.).   
 
 
Q. Can I upload documents as one PDF file, or do all attachments have to be individual electronic files?  
A. It is acceptable to combine attachments into one PDF file and upload the PDF as one file. However, 
please ensure that the reviewer can easily distinguish when one document ends and the next one 
begins.  
 
 
Q. Can I combine statements created as part of our response to the expectations for improvement?  
A. Technically only one EFI statement document is required in response to the “EFI.A#” required 
attachment. However, if you choose that approach, please ensure that each EFI response is clearly 
identified and distinguishable from the other EFI responses.   
 
 
Q. I understand the maximum file size is about 16MB; what do I do if the file I need to upload is larger 
than that?  
A. If your land trust has electronic files that exceed the recommended 16MB file size, there are a 
number of other options available to you that involve either reducing the file size or sending it securely 
through other means. Hard copy (printed) materials should never be sent to the Commission except 
when specifically requested.  

 PDF documents: PDF documents can be split into multiple, smaller-size documents using any 
number of PDF-splitter tools and software programs available for free online. Land trusts can also 
secure a discounted version of Adobe Professional through TechSoup; Adobe Professional can be 
used to combine, split, and reduce the size of documents.  

 Other file types: For files that are not PDF documents, you might be able to compress the electronic 
file using any number of ZIP software programs available for free online.  

 If the solutions suggested above are not available to you, as a last resort we will accept files greater 
than 16MB in one of two other methods as part of a renewal application.  

By mail (preferred):  
Step 1 - Place one complete set of your 16MB or larger files on each of two USB drives, 
CDs or DVDs and send via U.S. Mail (or other service, at your convenience) to 36 Phila 

http://www.landtrustaccreditation.org/storage/downloads/WorkingWithAdobeForms.doc
http://www.techsoup.org/
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Street Suite 2, Saratoga Springs, NY 12866. The mailing date must be on or before the 
application due date.  
Step 2 - Log into the electronic renewal application and, for each instance where you 
mailed the electronic file directly to the Commission, upload a brief statement (in place 
of the actual document) that indicates the file was provided separately on electronic 
media that was mailed to the Commission office.  
Step 3 - Submit all other application materials electronically, as described in this User 
Manual, by the appropriate deadline. 

By an electronic file share service (note: the Commission cannot assure confidentiality of data 
submitted through these means):  

Step 1 – Using your online file-sharing provider (Dropbox and Hightail are most 
common), securely share the file with the Commission via email 
(info@landtrustaccreditation.org).  
Step 2 - Log into the electronic renewal application and, for each instance where you 
shared the electronic file via the service, upload a brief statement (in place of the actual 
document) that indicates the file was provided separately on electronic media that was 
mailed to the Commission office. 
Step 3 - Submit all other application materials electronically, as described in this User 
Manual, by the appropriate deadline. 

 
 
Q. Where do I find the description of the attachments that we are required to upload? 
A. A reference edition of the Application for Renewal of Accreditation is attached as Appendix 2, and 
outlines all questions and describes each statement and attachment requested as part of the online 
renewal application system.  
 
 
Q. Is there a limit on the amount of text I can enter into a text box? 
A. The text boxes have no character limits.  
 
 
Q. If we enter some data into a sub-section of the application questionnaire, then check the “Save 
these questions for the future” box for that same sub-section, will that data be saved?  
A. When you select “Save these questions for the future,” any responses entered into that sub-section 
will not be saved – they will be cleared upon submittal of the page. You must complete the sub-section 
of the Preliminary Information or Standard “X” section in its entirety in order for data entered into that 
sub-section to be saved.   
 
 
Q. Can we provide any statements to further clarify responses in our application, in addition to what 
is required?  
A. Any documentation that is not expressly requested as part of the application process can be uploaded 
to the “Additional Documents” tab. All materials provided in the “Additional Documents” tab will be 
reviewed and considered as part of your complete application for accreditation, provided all deadlines 
are met in accordance with the requirements.  
 
 
 

mailto:info@landtrustaccreditation.org
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Q. How do I best give my board the opportunity to review the application prior to our final submittal? 
A. Here are some approaches other organizations have taken, for your consideration.  

 The board delegated one board member to review the application in its in entirety.  

 The board delegated a key staff person as the representative responsible for ensuring the 
application is complete and accurate.  

 The organization provided the board members with the log-in information so they could review the 
materials at their convenience. 

 
 
Q. How long will it take to upload our application files?  
A. The amount of time needed to upload all required attachments prior to submitting your renewal 
application will depend on your Internet speed, the size of the files, and the number of files to be 
uploaded. Generally it is safest to block a couple of days prior to the deadline to ensure enough time for 
uploading. If you finish early, great! 
 
 
Q. We submitted our application! Now, how do we download it so we have a copy?  
A. Once you complete each questionnaire (registration, pre-application, and application), a button 
should appear that invites you to view the questionnaire as a web page or a PDF). Click that button and 
save/print your responses to the questionnaire. Any files that were uploaded to the system need to be 
downloaded and saved individually. Most applicants create a folder system locally that contains all the 
files that will be uploaded for the renewal application, since it is not easy to retrieve those files back 
from the online application.  
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Appendix 2: Application Reference Guide 
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RENEWAL REGISTRATION  
Note: applicants must gather the following information prior to submitting its renewal 
registration form via the online renewal application system. In addition, the renewal 
registration requires payment of the renewal registration fee.  
 
Related Corporations 

Does your organization have more than one corporation, governing authority or related entity 
that is legally linked to it (i.e., a supporting organization or other for-profit or nonprofit entity 
that is directly tied your organization)? †   
□ yes    □ no 
 

If yes, has the Commission made a determination on the level of information that the 
related entity or entities must provide for renewal of accreditation?   
□ yes    □ no 

 

If the Commission has not made a determination, provide the name(s) of the other 
entity or entities along with a brief description of your organization’s relationship with 
the other entity or entities: 

 
 

Renewal Application Registration Terms of Agreement 
 
Renewal Registrant Agreements 
By submitting this registration form our organization agrees to the following. 
 
Understanding Program Requirements 
That a representative of our organization has read and is responsible for reviewing updates to and 
being familiar with the requirements for accreditation, including the following Commission 
publications. 

 The Applicant Handbook. 

 The Requirements Manual. 

 The applicable Accreditation Fee fact sheet. 
 
Application Contents 
That our organization will use the online system to submit a complete application for renewal, 
including the following. 

 A completed renewal application questionnaire. 

 Documentation of how our organization met any expectation(s) for improvement issued at 
accreditation and/or issued during interim compliance confirmation. 

 Evidence that our organization complied with each of the accreditation indicators throughout 
its accredited term and that it meets current program requirements, including the following 
documents. 

 The renewal application and required attachments.  

http://www.landtrustaccreditation.org/first-time-accreditation/fees/273-fees


User Manual for Land Trust Accreditation’s Online Application for Renewal | Version 4.5 | For 2018 Renewals Only 

39 
 

 The project documentation indicated on the Project Documentation Checklist. 
 Information provided on the Land Conservation Project List. 

 
Land Trust Accreditation Commission Agreements 
By submitting this registration form, our organization understands that the Commission agrees to 
follow its published policies and procedures, including its confidentiality policy. 
 
I agree to the Registration Terms of Agreement: 

 I Agree 
 
† Applicants that operate with or are linked to additional corporations are encouraged to contact 
the Commission as early as possible in the accreditation renewal process to provide information 
about the related entities. If your organization has more than one corporation, governing 
authority or related entity that is legally linked to it, the Commission must make a determination 
about the level of application information required. The Commission may require an addendum to 
the application at the basic or intermediate level. Please contact the Commission prior to the 
submittal of the pre-application to determine what additional application requirements may 
apply.  
 
If a renewal applicant fails to disclose a related corporation by the time of registration, additional 
fees may apply. The Commission reserves the right, depending on when the related entity is 
disclosed and the degree to which it affects the accreditation review, to not accept a renewal 
application based on the applicant’s failure to supply required information. For more information 
see the Commission’s policy, Requirements for Land Trusts with Multiple Corporate Structures or 
Corporate Combinations. 
 
 

http://www.landtrustaccreditation.org/about/policies
http://www.landtrustaccreditation.org/about/policies
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RENEWAL PRE-APPLICATION QUESTIONNAIRE 
Note: applicants must gather the following information prior to submitting its renewal pre-
application via the online renewal application system.  
 
1. Overview of Land Conservation Activities  

A. Number of conservation easements now held: ____ as of ____  (mm/dd/yy) 
B. Number of acres protected with conservation easements held by your organization: 

____ 
C. Number of fee properties now held: ____ as of ____  (mm/dd/yy) 
D. Number of acres owned in fee by your organization: ____ 

 
2. Related Entities  

Will your organization be applying as a single corporation or with multiple, related 
corporate entities?† 
□ single corporation    □ multiple corporate entities  

 
If multiple entities, list the related entity (entities) for which additional information will be 
provided as part of the application.  

Relationship: 
Related Entity Name(s): _________ 

 
For each intermediate-level related entity, answer the questions below and submit the 
required renewal pre-application attachments. 

A. Number of conservation easements now held: ____ as of ____  (mm/dd/yy) 
B. Number of acres protected with conservation easements held by the entity: 

____ 
C. Number of fee properties now held: ____ as of ____  (mm/dd/yy) 
D. Number of acres owned in fee by the entity: ____ 

 
3. Conflicts of Interest – Review Team Assignments 
Please review the list of commissioners and application reviewers and the list of Commission 
staff. If your organization has a real or perceived conflict of interest (positive or negative) with 
any member of the Commission and/or Commission staff or application reviewers, check the 
box next to the name(s) of the individual(s) and include a brief description of the nature of the 
real or perceived conflict(s). (Please note: this information will be used to assign non-conflicted 
members of the Commission and staff to the team that will review your application.)  
 
 Attachments 
 PreApp1 Most recent Form 990 (or Form 990-EZ, or Form 990-N) with all unredacted 

schedules and statements 
 PreApp2 Land Conservation Project List(s) (download template)  
 PreApp3 Renewal of Accreditation Agreement (download template) 

http://www.landtrustaccreditation.org/about/commissioners
http://www.landtrustaccreditation.org/about/staff
http://www.landtrustaccreditation.org/about/staff
http://www.landtrustaccreditation.org/storage/downloads/2018-LandConservationProjectList.xls
http://www.landtrustaccreditation.org/storage/downloads/renewal-agreement-template.pdf
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RENEWAL APPLICATION QUESTIONNAIRE 
Note: applicants must gather the following information prior to submitting its renewal 
application via the online renewal application system.  
 

Preliminary Information 

 
Organization Description  
Provide a brief (3-5 paragraphs) description of and update on your organization. Include the 
following: 

 A short description of your organization, its mission and its programs. 
 Information about your organization’s land conservation work, including any work it 

may do beyond holding conservation easements or fee property (such as holding third-
party enforcement rights, holding mineral or water rights, protecting historic buildings, 
working through agreements to manage properties held by others, etc.). 

 A summary of your organization’s major accomplishments or proudest achievement 
since its last application for accreditation. 

 Comments about the value of accreditation and any challenges related to renewal, if 
any. 

 
Organization Update 
Provide information on major changes in your organization since its last application for 
accreditation. 

1. Has your organization changed its name?  

□ yes    □ no  

If yes, provide the former and current name. 
 

2. Has your organization had major changes in its mission, scope or operations (such as 
completing its first conservation easement or accepting its first fee property, expanding its 
service area, engaging in corporate combinations and/or mergers, accepting fee property 
or conservation easements from another organization, etc.)?   

□ yes    □ no 

If yes, describe. 
 

3. Has your organization had major changes in its board (such as turnover of more than 75 
percent of its board members, a large increase or decrease in the size of the board, etc.)?   

□ yes    □ no 

If yes, describe. 

 

4. Has your organization had changes in key staff (such the addition of, or turnover in the 
position of, executive director, director of land protection, etc.)?   

□ yes    □ no    □ N/A (organization has no staff) 

If yes, describe. 
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5. Has your organization made any changes or corrections to its Land Conservation Project 
List since submitting its renewal pre-application questionnaire? 

□ yes    □ no   

If yes, provide an updated Land Conservation Project List.  
 

 Attachments 
 PreInfo1 Documentation of stakeholder notification of public comment period. 

 PreInfo2 Updated Land Conservation Project List(s), if applicable. 
 
 

Expectations for Improvement  
Expectations for improvement are used to foster continuous learning and quality improvement 
when the Commission determines that an organization needs to do additional work to fully 
comply with one or more elements of an accreditation indicator. In this section of the application 
for renewal, your organization must document how it met each expectation for improvement 
received either as part of the accreditation award letter or through the compliance confirmation 
process. 

 

 Question 

 1.  Did your organization receive expectations for improvement (EFIs), either as part of its 
previous accreditation or subsequent compliance confirmation? 

□ yes    □ no 

If yes, include the following attachments. 

 
 Attachments 
 EFI1 Copy of the accreditation award letter and/or compliance confirmation letter 

with the list of specific EFIs. 
 EFI.A1 A statement describing how and when each EFI specified in attachment EFI1 

was addressed.  
 EFI.A2           Documentation that supports statement EFI.A1. Label each supporting 

document (either separate attachments or separate documents within an 
attachment) to correspond with the applicable EFI (for instance, EFI.A2, EFI.B2, 
EFI.C2, etc.).  

 
 

Practice 1D – Ethics [2017 Standards: Element 1A3] 

The land trust upholds high standards of ethics in implementing its mission and in its governance 
and operations. 

 
Your organization must attest to this practice by adopting the Renewal Application Board 
Resolution (download template). 
 

http://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/698-public-notice
http://www.landtrustaccreditation.org/storage/downloads/2018-renewal-board-resolution.pdf
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 Attachment 

 1D1 Signed and dated Renewal Application Board Resolution 
 
 

Practice 2A – Compliance with Laws 
The land trust complies with all applicable federal, state and local laws. 

 
Your organization attested to this practice by signing the Renewal Accreditation Agreement 
submitted with its pre-application.  
 

 Question 

 1. Has your organization been advised or does it have reason to believe that it is under 
investigation or is being audited by any governmental entity (such as the Internal 
Revenue Service, public agency, state tax department, etc.)? 

 □ yes    □ no 

 

If yes, briefly describe the nature and status of the investigation or audit  

 

 

Practice 2B – Nonprofit Incorporation and Bylaws [2017 Standards: Element 2B2] 
The land trust has incorporated according to the requirements of state law and maintains its 
corporate status. It operates under bylaws based on its corporate charter or articles of 
incorporation. The board periodically reviews the bylaws. 

 
 Questions 
 1. Since its last application for accreditation, has your organization amended its articles of  

incorporation? 

 □ yes    □ no  
   

If yes, include attachment 2B1. 
 

 2.  When were your organization’s bylaws last reviewed by the board?  
   

 Attachments 

 2B1 Articles of Incorporation, if amended since your organization’s last application for 
accreditation. 

 2B2 Current bylaws.  
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Practice 2C – Tax Exemption [2017 Standards: Element 2C1(a) and (b)] 
The land trust has qualified for federal tax-exempt status and complies with requirements for 
retaining this status, including prohibitions on private inurement and political campaign activity, 
and limitations and reporting on lobbying and unrelated business income. If the land trust holds, 
or intends to hold, conservation easements, it also meets the Internal Revenue Code's (IRC) public 
support test for public charities. Where applicable, state tax-exemption requirements are met. 

 

 Questions 

 1. Respond to each of the following questions. 

A. Does your organization participate in political campaigns?  □ yes    □ no 

B. Does your organization lobby?      □ yes    □ no 

 

 2. Since its last application for accreditation, has your organization’s 501(c)(3) status 
changed or been revoked?  

□ yes    □ no 
 

If yes, explain the change in your organization’s 501(c)(3) status. 
If yes, is your organization currently eligible for accreditation? 

□ yes    □ no 
If your organization received a new or revised tax determination letter from the 
Internal Revenue Service, include attachment 2C2. 

 
 3. Has your organization updated or completed a new Form 990 (or Form 990-EZ or Form 

990-N) since submitting its renewal pre-application questionnaire?  

□ yes    □ no   

 

If yes, include attachment 2C1.  
 

 Attachments 

 2C1   Most recent Form 990 (or Form 990-EZ, or Form 990-N) with all completed, 
unredacted schedules and statements, if new or updated since the pre-application 
was submitted.  

 2C2   Federal tax-determination letter, if new or revised since your organization’s last 

application for accreditation. 
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Practice 3C – Board Governance [2017 Standards: Elements 3A2, 3A3, 3B1, 3B3, 3C2 and 3C3] 
The land trust provides board members with clear expectations for their service and informs them 
about the board’s legal and fiduciary responsibilities. The board meets regularly enough to 
conduct its business and fulfill its duties, with a minimum of three meetings per year. Board 
members are provided with adequate information to make good decisions. Board members attend 
a majority of meetings and stay informed about the land trust’s mission, goals, programs and 
achievements. 

 
 Questions 
 1. Provide the following information about your organization’s board. 

A. Number of board seats currently filled:  
B. Total number of board meetings with a quorum during the last 12 months:  

 

 2. Since its last application for accreditation, has your organization met the requirements 
of practice 3C as follows? 
 Provided board members with clear expectations for their service and informed 

them about the board’s legal and fiduciary responsibilities (such as providing a 
board manual, job description or other document explaining the requirements of 
service, orientation sessions for new board members, etc.).   
□ yes    □ no 

 Provided board members with adequate information, in a timely manner, necessary 
to make decisions in the best interests of the organization and informed them 
about the activities of the organization (such as providing meeting materials several 
days to a week in advance of meetings, holding a minimum of three meetings per 
year, etc.).  
□ yes    □ no 

 Provided board members with training to fulfill their duties (such as participating in 
national or regional training events as appropriate, receiving training at board 
meetings about topics that require board action and specific technical expertise, 
etc.). □ yes    □ no 

 Involved the board in setting strategic direction and evaluating the organization’s 
progress (such as conducting periodic strategic planning, creating or reviewing 
annual plans, etc.) and in the annual evaluation of the executive director or 
equivalent position (if the organization has staff).  
□ yes    □ no 

 Provided financial reports and the annual audit (or review or compilation) to the 
board for review.  
□ yes    □ no 

 Evaluated the performance of the board (such as reviewing whether the board is a 
functional size, assessing whether there is a risk of minority rule, reviewing if board 
members are engaged in decision-making and financial oversights, etc.).  
□ yes    □ no 
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 If any staff serve on the board, ensured that the role as staff member is clearly 
defined and the role as a board member is limited accordingly. 
□ yes    □ no 

 
If your organization’s response is “no” to any of the above, include statement 
3C5. 

 Attachments 

 3C1  List of board committees, by name. Include in the list who is on each committee 
and how often each committee meets.  

 3C2         List of current board members and board member biographies.  

 3C3 Materials provided to the board in advance of its most recent regular board meeting 
for which minutes are available as well as any additional materials provided at the 
meeting.  

 Note: please indicate on each attachment the date of the board meeting and the date 
the materials were provided to board members. 

 3C4 Complete set of minutes from the board meeting for which materials are submitted 
in 3C3 above. 

 3C5 Statement 3C5: If your answer to any of the statements in2 is no, attach 
statement 3C5 describing which of the requirements your organization did not meet 
and how your organization has since ensured continued compliance with this 
practice. 
 
 

Practice 3F – Board Approval of Land Transactions [2017 Standards: Element 3D1] 
The board reviews and approves every land and easement transaction, and the land trust provides 
the board with timely and adequate information prior to final approval. However, the board may 
delegate decision-making authority on transactions if it establishes policies defining the limits to 
that authority, the criteria for transactions, the procedures for managing conflicts of interest, and 
the timely notification of the full board of any completed transactions, and if the board 
periodically evaluates the effectiveness of these policies. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
 Question 

 1. Does the full board of your organization always approve every land and easement 
transaction before the transaction is completed?  
□ always    □ not always 

 
If not always, indicate the name of the committee, entity or person that is 
delegated to approve land and easement transactions: 

 
If not always, also include attachments 3F1 and 3F2.   
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 Attachment 

 3F1  Documentation that the board has periodically evaluated the effectiveness of its  
delegation of transaction approval authority policies or bylaws provisions (such as 
meeting minutes, sections of revised policy, etc.).  

 3F2  The policy or policies delegating transaction approval authority. 
Note: here and on all policies indicate the date(s) of adoption by the full board. If date 
of board adoption is not indicated on the policy, attach the minutes from the meeting 
when the board adopted the policy. If the delegation authority is provided in the 
bylaws, please cross-reference the bylaws. 
 
 

Practice 4A – Dealing with Conflicts of Interest [2017 Standards: Elements 4A1 and 4A2] 
The land trust has a written conflict of interest policy to ensure that any conflicts of interest or the 
appearance thereof are avoided or appropriately managed through disclosure, recusal or other 
means. The conflict of interest policy applies to insiders, including board and staff members, 
substantial contributors, parties related to the above, those who have an ability to influence 
decisions of the organization and those with access to information not available to the general 
public. Federal and state conflict disclosure laws are followed. 

 
Questions 
 1. Since its last application for accreditation, has your organization acquired (through 

purchase, donation or other means) land or easements from an insider?  
□ yes    □ no 
 

a. If yes, include statement 4A2 and attachment 4A3.  
 
b. If yes, did the transaction involve a donation or a bargain sale for which the 

landowner claimed a tax deduction? 
  □ yes    □ no 

 
 If yes, also include attachment 4A4. 

 
 2. Since its last application for accreditation, has your organization sold land to an insider?  

□ yes    □ no 
 

If yes, include statement 4A2 and attachment 4A3. 
 

 3. Since its last application for accreditation, has your organization engaged in any other 
land or easement transactions with an insider (such as transfer, amendment, 
condemnation or other exchange related to conservation easements or land)?  
□ yes    □ no 
 

If yes, include statement 4A2 and attachment 4A3. 
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 4. Since its last application for accreditation, has your organization engaged in financial 
transactions, other than the land or easement transactions described above, with an 
insider (such as contracts for legal or bookkeeping services, rental payments, purchases 
of goods or services, loans, etc.)?  
□ yes    □ no 
 

If yes, include statements 4A5 and 4A6 and attachments 4A7 and 4A8. 
 
If yes, were any of these transactions with the then-board chair/president or 
treasurer or his/her firm as specified in the Requirements Manual?  
    □ yes   □ no 

 

 Attachments 

 4A1  Evidence of a conflict disclosure (such as minutes of a recent meeting when a 
conflict was disclosed or, if there have been no recent conflicts of interest disclosed, 
representative examples of signed annual disclosure statements, etc.).  

 4A2  Statement 4A2: If your answer to 1, 2 or 3 is yes, attach statement 4A2 
describing the nature of the most recent land or easement transaction (acquisition, 
sale or other land transaction) involving an insider. If you answered yes to more 
than one of these questions, label your responses 4A2.1, 4A2.2, and/or 4A2.3, as 
applicable. Address the following: 
a) The name of the individual and his/her relationship to your organization. 
b) The date of the land or easement transaction and type of transaction. 
c) How your organization evaluated and managed the conflict of interest and 

ensured there was no private inurement or impermissible private benefit. 
d) For transactions involving a purchase, sale or other exchange of funds, provide 

the purchase or sale price. Indicate if your organization obtained an 
independent appraisal or, if not, how the price was determined. 

e) For land sold to insiders, indicate how the property was marketed in advance of 
the sale. 

 4A3  Minutes of the meeting when the decision was made on the most recent land or 
easement transaction (acquisition, sale or other land transaction) involving an 
insider. If you answered yes to more than one of these questions, label your 
responses 4A3.1, 4A3.2, and/or 4A3.3, as applicable. 

 4A4  If your answer to 1.b is yes, and the transaction involved a donation or a bargain 
sale for which the landowner claimed a tax deduction, attach a copy of the donor’s:  
 Signed Form 8283 and supplemental statement.  
 Qualified independent appraisal used to substantiate the tax donation (or 

documentation that the appraisal was requested from the landowner). 

 4A5        Statement 4A5: If your answer to4 is yes, attach statement 4A5 briefly describing  
the nature of each financial transaction involving an insider completed by your 
organization since its last application for accreditation. 

 4A6  Statement 4A6: If your answer to4 is yes, attach statement 4A6 describing in 
detail the nature of the most recent financial transaction involving an insider. 
Address the following: 
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a) The name of the individual and his/her relationship to your organization. 
b) Whether or not he or she served as board chair/president or treasurer at the 

time.  
c) The date of the financial transaction and type of transaction. 
d) The dollar value and how the value was determined. 
e) How your organization evaluated and managed the conflict of interest and 

ensured there was no private inurement or impermissible private benefit. 
 4A7  Evidence that shows your organization determined that there was no private 

inurement for the most recent financial transaction involving an insider (such as 
data supporting the rate of compensation paid [comparable data of hourly or flat 
rates paid for similar services, competitive bid results, received in response to a 
solicitation for services, other market analysis of the going rate for the scope of 
services provided, etc.)], minutes from the board meeting showing discussion of 
how the rate was determined, a memo to file documenting that the research and 
analysis was conducted, etc.).  
Note: If the rate paid for services was very low and/or is a small amount that clearly 
would not have resulted in private inurement (such as a paying an insider a small 
amount to mow grass at a land trust’s property, to provide cleaning services, etc.), 
then please provide a statement explaining how the organization came to the 
determination that the transaction was de minimis. 

 4A8  Minutes of the meeting when the decision was made on the most recent financial 
transaction involving an insider.  

 4A9  Conflict of interest policy and any available related policies (such as a policy on 
 transactions with insiders, the sale of land, etc.). 

Note: here and on all policies indicate the date(s) of adoption by the full board. If date 
of board adoption is not indicated on the policy, attach the minutes from the meeting 
when the board adopted the policy. 

 

Practice 5A – Legal and Ethical Practices [2017 Standards: Elements 5B2 and 5B3] 
The land trust complies with all charitable solicitation laws, does not engage in commission-based 
fundraising, and limits fundraising costs to a reasonable percentage of overall expenses. 

 Note: information relative to this practice is requested as part of project documentation and/or 
verified in other documentation requests. 
 
 Questions 

 1.   Indicate all states in which your organization is registered to solicit funds: 
 

 2. Is your organization registered in each state where it solicits funds? 
□ yes    □ no 

 

If no, explain how your organization determined that it was not required to 
register to solicit in these states, who was involved in making the determination, 
and how frequently your organization reviews the charitable solicitation laws of 
the states where it solicits. (See the Requirements Manual for more information.) 
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 3. Since its last application for accreditation, has your organization paid a commission to 

any fundraiser?  
□ yes    □ no 
 

If yes, describe when the commission was paid, the terms of the agreement, 
why your organization chose to pay a commission, and how your organization 
would approach the same situation today.  
 
 

Practice 6B – Financial Records [2017 Standards: Elements 3A2, 5B2, 5B3, 6A2 and 6D1] 
The land trust keeps accurate financial records, in a form appropriate to its scale of operations and 
in accordance with Generally Accepted Accounting Principles (GAAP) or alternative reporting 
method acceptable to a qualified financial advisor. 

 
 Question 

 1. Does your organization keep its financial records according to Generally Accepted 
Accounting Principles (GAAP)?  

□ yes    □ no  

 

If no, include attachment 6B5.  

 
 2. Does your organization currently conduct the following financial practices, as stated? 

Budget 

 The annual budget is approved by the board.  
□ yes    □ no  

 Budgeted income exceeds expenses unless reserves are deliberately drawn upon.  
□ yes    □ no 

Financial Records 

 Accounting records are in the care of a person knowledgeable about bookkeeping.  
□ yes    □ no 

 The person who records receipt of money is not the same person who prepares 
bank deposits.  
□ yes    □ no 

 The person who authorizes the payment of an expense is not the same person who 
signs the check for the payment of the expense.  
□ yes    □ no 

 The person who reconciles the checking account does not have conflicting duties 
(such as authorizing or signing checks).  
□ yes    □ no 

 If your organization has corporate credit cards, it has procedures for oversight of 
charges and payment of bills.  
□ yes    □ no 
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If your organization’s response is “no” to any of the above, include statement 
6B6.  

 

 Attachments   
 6B1  Schedule of Dedicated and Restricted Funds (download template). 

 6B2  Statement 6B2: Using a recent actual contribution to your organization’s 
conservation easement or fee property stewardship fund as an example, describe 
how your organization solicits, acknowledges and classifies dedicated funds. (If no 
stewardship contribution was received since your organization’s last application for 
accreditation, use a recent special fundraising campaign or grant proposal as an 
example.) Address the following:  
a) Who solicited the contribution and what materials were provided to the donor. 
b) Who acknowledged the contribution. 
c) Who made the decision as to which account/fund would be credited with the 

contribution. 
d) What restrictions, if any, are there on the account/fund the contribution was 

credited to (unrestricted, unrestricted/board designated, temporarily restricted, 
or permanently restricted without donor restrictions (undesignated or board 
designated) or with donor restrictions (restricted by time/purpose or perpetual). 

e) What are the allowable uses of the principal and income of the account/fund to 
which the contribution was credited. 

 6B3 Copy of the solicitation described in statement 6B2.  

 6B4  Copy of the signed acknowledgement of the contribution received via the process 
described in statement 6B2. Indicate on the acknowledgement the account/fund 
that was credited with the contribution. This account/fund should correspond to 
one of the accounts/funds listed on your Schedule of Dedicated and Restricted 
Funds.  

 6B5  Written internal controls. [These documents relate to a new accreditation indicator in 
the 2017 Standards (Element 6D1). If your land trust does not have written internal 
controls, please attach a statement explaining any procedures the land trust has 
(including segregation of duties) that prevent the misuse or loss of funds. The 
Commission will evaluate the information provided to determine if the land trust needs 
to take additional action over its next accredited term.]  

 6B5 If your answer to 1 is no, attach a statement from a financial advisor explaining 
how the non-GAAP alternative reporting method is acceptable. 

 6B6 Statement 6B6: If your response to any statement in 2 is no, attach statement 
6B6 describing, for each, the alternative financial controls your organization has in 
place. 

 
 

http://www.landtrustaccreditation.org/storage/downloads/2018-Schedule_of_Dedicated_and_Restricted_Funds.xls
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Practice 6D – Financial Review or Audit [2017 Standards: Element 6C1] 
The land trust has an annual financial review or audit, by a qualified financial advisor, in a manner 
appropriate for the scale of the organization and consistent with state law. 

 Question 

 1.  For each year of your organization’s accredited term, provide the amount of your 
organization’s total support and revenue and amount of total expenses and also 
indicate the level of external financial evaluation obtained.   

 
 Current Year Total Anticipated Support and Revenue: [dollar amount] 
 Current Year Total Anticipated Expenses: [dollar amount] 
 
 

 Last Fiscal 
Year 

Year Prior Two Years 
Prior 

Three Years 
Prior  

Four Years  
Prior  

Year Ending:      

Total Support 
and Revenue: 
 

     

Total 
Expenses: 
 

     

Level of 
independent 
external 
financial 
evaluation 
obtained 
(check one): 

 Financial 
audit 
completed 
by a CPA. 

 Financial 
review 
completed 
by a CPA. 

 Financial 
compilation 
completed 
by a CPA or 
qualified 
accountant. 

 None. 

 Financial 
audit 
completed 
by a CPA. 

 Financial 
review 
completed 
by a CPA. 

 Financial 
compilation 
completed 
by a CPA or 
qualified 
accountant. 

 None.  
 

 Financial 
audit 
completed 
by a CPA. 

 Financial 
review 
completed 
by a CPA. 

 Financial 
compilation 
completed 
by a CPA or 
qualified 
accountant. 

 None. 
 

 Financial 
audit 
completed 
by a CPA. 

 Financial 
review 
completed 
by a CPA. 

 Financial 
compilation 
completed 
by a CPA or 
qualified 
accountant. 

 None.  
 

 Financial 
audit 
completed 
by a CPA. 

 Financial 
review 
completed 
by a CPA. 

 Financial 
compilation 
completed 
by a CPA or 
qualified 
accountant. 

 None.  
 

 

 2.  Did the correspondence that accompanied the most recent financial 
audit/review/compilation of your organization’s financial records indicate that 
significant changes should be made to your organization’s financial procedures? 

□ yes    □ no 
 

If yes, include statement 6D3.  
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 3.  Since its last application for accreditation, did your organization have one or more years 
when it did not have a financial audit/review/compilation in accordance with the 
Commission’s requirements for this practice?  

□ yes    □ no 

 

If yes, include statement 6D4.  
 

 Attachments 

 6D1  Audited/reviewed/compiled financial statement from the last fiscal year or, if 
audit/review/compilation is not yet complete, Statement of Financial Position 
(Balance Sheet) and Statement of Activities (Profit and Loss) for the last fiscal year 
and the audit/review/compilation for the previous fiscal year.  

 6D2  Management letter and related correspondence that accompanied the most recent 
financial audit/review/compilation of your organization’s financial records.  

 6D3  Statement 6D3: If correspondence attached in 6D2 indicated that significant 
changes should be made to your organization’s financial procedures, attach 
statement 6D3 describing what actions have been taken to address the 
recommended changes. 

 6D4  Statement 6D4: If your organization did not have a financial 
audit/review/compilation for each year of its accredited term, at a level consistent 
with the Commission’s requirements for this practice, attach statement 6D4 
explaining why your organization did not and how your organization has since 
ensured compliance.  

 

 

2017 Standards: Element 6E2 – Risk Management and Insurance 

 Question 

 1. Indicate what type(s) of insurance your organization carries (select all that apply):  

 General liability 

 Directors and officers liability 

 Property insurance 
 

[These questions relate to a new accreditation indicator in the 2017 Standards. The Commission will 

evaluate the responses provided to determine if the land trust needs to take additional action over its next 

accredited term.] 
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Practice 7A – Capacity [2017 Standards: Element 1B2] 
The land trust regularly evaluates its programs, activities and long-term responsibilities and has 
sufficient volunteers, staff and/or consultants to carry out its work, particularly when managing 
an active program of easements. 

 
 Question  
 1.  Provide the following information regarding your organization’s staff and volunteers.  

A. Number of full-time staff: 
B. Number of part-time staff: 
C. Approximate number of active volunteers (not including board members): 
D. Additional relevant notes about your organization’s personnel capacity (such as 

regular use of interns, consultants, etc.): 
 
 

 Attachments 

 7A1       List of staff members (if your organization has staff). 

 7A2  Evidence that your organization has evaluated its programs, activities and long-term 
responsibilities since its last application for accreditation to ensure that it has 
sufficient volunteers, staff and/or consultants to carry out its work (such as current 
strategic plan, strategic plan evaluation, most recent annual work plan, most recent 
annual program evaluation, etc.). 

 

Practice 8B – Project Selection and Criteria [2017 Standards: Element 8B2] 
The land trust has a defined process for selecting land and easement projects, including written 
selection criteria that are consistent with its mission. For each project, the land trust evaluates its 
capacity to perform any perpetual stewardship responsibilities. 

Note: information relative to this practice is requested as part of project documentation and/or 
verified in other documentation requests. 
 
 

Practice 8D – Public Benefit of Transactions 
The land trust evaluates and clearly documents the public benefit of every land and easement 
transaction and how the benefits are consistent with the mission of the organization. All projects 
conform to applicable federal and state charitable trust laws. If the transaction involves public 
purchase or tax incentive programs, the land trust satisfies any federal, state or local requirements 
for public benefit. 

 Note: information relative to this practice is evaluated as part of project documentation. 
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Practice 9E – Easement Drafting [2017 Standards: Elements 9D2, 9E1 and 9E2] 
Every easement is tailored for the property according to project planning (see practice 8G) and: 
identifies the important conservation values protected and public benefit served; allows only 
permitted uses and/or reserved rights that will not significantly impair the important conservation 
values; contains only restrictions that the land trust is capable of monitoring; and is enforceable. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
Note: if your organization does not hold conservation easements, please mark “NA” and proceed 
to 9G.  
 
 Questions 
 1. Does your organization use a conservation easement template?  

□ yes    □ no 
 

If yes, include attachment 9E1.  
 

 Attachment 

 9E1  Standard easement template, if your organization uses a template. 
 
 
 

Practice 9G – Recordkeeping [2017 Standards: Elements 9G1, 9G2 and 9G3] 
Pursuant to its records policy (see practice 2D), the land trust keeps originals of all irreplaceable 
documents essential to the defense of each transaction (such as legal agreements, critical 
correspondence and appraisals) in one location, and copies in a separate location. Original 
documents are protected from daily use and are secure from fire, floods and other damage. 

 
 Questions 
 1. For the specific records on the next page, indicate where both the original document 

and the duplicate copy are located.  
Note: an organization may have some paper duplicates and some electronic duplicates. 
This form allows you to indicate both. Indicate “NA” if the particular record does not apply 
to your organization.  
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 Originals Duplicates 

Record 
Physical 

Location of 
Originals 

Description of How 
Originals are Protected 

from Daily Use and 
Kept Secure from Fire, 

Floods and Other 
Damage 

Physical 
Location of 

Paper Copies  

Location of 
Electronic 

Server/Copies 
(office server, 

Internet cloud, 
etc.) 

 

Legal agreements 
(deeds, 
easements, 
amendments) 

    

Critical 
correspondence 
with landowners 

    

Baseline 
documentation 
reports for 
conservation 
easements 

    

Title insurance 
policies or 
evidence of title 
investigation 

    

Surveys, if any 
 

    

Notices, 
documentation of 
approvals, 
denials, 
interpretations 
and the exercise 
of permitted 
rights* 

  N/A 

Conservation 
easement 
monitoring 
reports 

  N/A 
 

Appraisals and/or 
appraisal 
summaries 

  N/A 
 

Forms 8283 
 

  N/A 
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Fee property 
inspection 
records 

  N/A 
 

Contracts and 
leases relative to 
long-term land 
management 
activities 

  N/A 
 

* These documents relate to a new accreditation indicator in the 2017 Standards (Element 11F3). The Commission 
will evaluate the information provided to determine if the land trust needs to take additional action over its 
accredited term. 

 
 2.    Are any of your organization’s original records stored only in an electronic format? 

□ yes    □ no 
 

 If yes, include statement 9G1. 
 

 3.    Are any of your organization’s original records stored in a private residence? 
□ yes    □ no 
 

 If yes, indicate the name and or title of the person who owns the residence 
where the original records are located and the relationship of the person to your 
organization.  

 
If yes, include attachment 9G2.  

 
 Attachments   

 9G1  Statement 9G1: If your answer to 2 is yes, attach statement 9G1 describing how 
your organization ensures that its electronic originals meet the requirements of 
applicable federal and state law with respect to rules of evidence regarding 
electronic originals.  

 9G2  If your answer to 3 is yes, attach a written agreement with the individual that 
guarantees that other representatives of the organization (such as officers, key 
employees, etc.) can access the records. 

 9G3  Records policy that governs organization and transaction documents, pursuant to 
practice 2D. 
Note: here and on all policies indicate the date(s) of adoption by the full board. If date 
of board adoption is not indicated on the policy, attach the minutes from the meeting 
when the board adopted the policy. 
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Practice 9H – Title Investigation and Subordination [2017 Standards: Elements 9F1, 9F2 and 9F3] 
The land trust investigates title to each property for which it intends to acquire title or an 
easement to be sure that it is negotiating with the legal owner(s) and to uncover liens, mortgages, 
mineral or other leases, water rights and/or other encumbrances or matters of record that may 
affect the transaction. Mortgages, liens and other encumbrances that could result in 
extinguishment of the easement or significantly undermine the important conservation values on 
the property are discharged or properly subordinated to the easement. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
 Question  

 1.  Since its last application for accreditation, has your organization always investigated 
title prior to each acquisition of a conservation easement or fee property? 
□ always    □ not always (please explain)     

 
If not always, include statement 9H1.  
 

 Attachment   

 9H1 Statement 9H1: If your answer to1 is not always, attach statement 9H1 
describing how many projects were completed without title investigation and, for 
each, explain why title was not investigated and whether any retroactive title 
investigation has since been completed. Describe how your organization has since 
ensured continued compliance with this practice.  

 
 

Practice 9J – Purchasing Land [2017 Standards: Elements 9H1 and 9H2] 
If the land trust buys land, easements or other real property, it obtains a qualified independent 
appraisal to justify the purchase price. However, the land trust may choose to obtain a letter of 
opinion from a qualified real estate professional in the limited circumstances when a property has 
a very low economic value or a full appraisal is not feasible before a public auction. In limited 
circumstances where acquiring above the appraised value is warranted, the land trust documents 
the justification for the purchase price and that there is no private inurement or impermissible 
private benefit. If negotiating for a purchase below the appraised value, the land trust ensures 
that its communications with the landowner are honest and forthright. 

 Note: information relative to this practice is also requested as part of project documentation.  
 
 Questions  

 1. Since its last application for accreditation, has your organization purchased 
conservation fee properties or conservation easements or been involved in a bargain 
sale transaction? If your organization did not purchase land or easements since its last 
application for accreditation, please mark “N/A” and proceed to 10B. 
□ yes    □ N/A  
 

If yes, include attachment 9J1.  
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 2. Since its last application for accreditation, has your organization always obtained a 
qualified independent appraisal per the Requirements Manual prior to purchasing each 
conservation fee property or conservation easement?  
□ always    □ not always (please explain)     
 

If not always, include statement 9J2.  
 

 3. Since its last application for accreditation, has your organization purchased one or more 
conservation fee properties or conservation easements at a price above the appraised 
value?  
□ yes    □ no 

 
If yes, include statement 9J3 and attachment 9J4.  

 

 Attachments 

 9J1  If your answer to 1 is yes, attach the appraisal for the most recent purchase or 
bargain sale and the corresponding purchase and sale agreement or other 
documentation showing the purchase price.  

 9J2  Statement 9J2: If your answer to 2 is not always, attach statement 9J2 describing 
how many easements or properties were purchased without obtaining an 
independent appraisal and, for each, explain how the purchase price was 
determined and why an appraisal was not completed. Describe how your 
organization has since ensured continued compliance with this practice. 

 9J3  Statement 9J3: If your answer to 3 is yes, attach statement 9J3 describing how 
many projects your organization has paid more than appraised value for and, for 
each, explain how your organization determined what price it would pay. 

 9J4  If your answer to 3 is yes, provide evidence that there was no private inurement 
or impermissible private benefit for the most recent transaction acquired at a price 
above the appraised value (such as trend data for market appreciation, range of 
value of similar purchases, market factors not covered in the appraisal, etc.). 
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Practice 10B – Appraisals [2017 Standards: Elements 10C2, 10C3 and 10C4] 
The land trust informs potential land or easement donors (preferably in writing) of the following: 
IRC appraisal requirements for a qualified appraisal prepared by a qualified appraiser for gifts of 
property valued at more than $5,000, including information on the timing of the appraisal; that 
the donor is responsible for any determination of the value of the donation; that the donor should 
use a qualified appraiser who follows Uniform Standards of Professional Appraisal Practice; that 
the land trust will request a copy of the completed appraisal; and that the land trust will not 
knowingly participate in projects where it has significant concerns about the tax deduction. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
 Question 

 1. Since its last application for accreditation, has your organization participated in a 
conservation fee property or conservation easement transaction for which the 
landowner claimed a tax deduction?  

□ yes    □ no  
 

If yes, include attachment 10B1.  
 

 Attachment   
 10B1  For the most recent transaction where the landowner claimed a tax deduction, 

provide the following.  
 Signed Form 8283 and supplemental statement.  
 Qualified independent appraisal used to substantiate the tax donation (or 

documentation that the appraisal was requested from the landowner). 
(Please see the User Manual “Frequently Asked Questions” for tips on uploading 
large files.) 

 
 

Practice 11A – Funding Easement Stewardship [2017 Standards: Element 6A5] 
The land trust determines the long-term stewardship and enforcement expenses of each 
easement transaction and secures the dedicated or operating funds to cover current and future 
expenses. If funds are not secured at or before the completion of the transaction, the land trust 
has a plan to secure these funds and has a policy committing the funds to this purpose. 

 Note: information relative to these practices is also requested as part of project documentation. 
 
Note: if your organization does not currently hold conservation easements, please mark “N/A” on 
the online application and proceed to Standard 12. If your organization plans to hold conservation 
easements in the next five years, please make sure it is familiar with the practices below and the 
Commission’s Compliance Confirmation policy.  
 

http://www.landtrustaccreditation.org/about/policies/131-compliance-confirmation-policy-and-procedures


User Manual for Land Trust Accreditation’s Online Application for Renewal | Version 4.5 | For 2018 Renewals Only 

61 
 

 Question  
 1. Using the results from your organization’s completed Land Trust Alliance’s Legal 

Defense Reserves Calculator, does your organization have sufficient dedicated or 
restricted defense funds for its conservation easements and fee properties?   
□ yes    □ not at this time     

 
If not at this time, include attachment 11A1.  

 
 Attachment   

 11A1  If your organization does not meet the defense fund requirements (as specified in 
the current Requirements Manual), provide a plan for raising the defense funds and 
the required board resolution committing the organization to plan implementation. 
Note: For more information on when a plan is required and what it should contain, see 
the Requirements Manual. 

 11A2  Completed Defense Fund Calculator (visit 
http://tlc.lta.org/clearinghouse/calculator/start to launch the calculator).  

 

  
Practice 11B – Baseline Documentation Report [2017 Standards: Elements 11B1 and 11B2] 
For every easement, the land trust has a baseline documentation report (that includes a baseline 
map) prepared prior to closing and signed by the landowner at closing. The report documents the 
important conservation values protected by the easement and the relevant conditions of the 
property as necessary to monitor and enforce the easement. In the event that seasonal conditions 
prevent the completion of a full baseline documentation report by closing, a schedule for finalizing 
the full report and an acknowledgement of interim data [that for donations and bargain sales 
meets Treasury Regulations §1.170A-14(g)(5)(i)] are signed by the landowner at closing. 

 Note: information relative to this practice is also requested as part of project documentation 
and/or verified in other documentation requests. 
 
 Question 
 1. Since its last application for accreditation, has your organization always completed 

each conservation easement’s baseline documentation report prior to closing, including 
having it signed by the landowner at or prior to closing?  
□ always    □ not always (please explain)    

 
If not always, include statement 11B1. 

 
 2. Do each of your organization’s baseline documentation reports contain all of the 

following required elements? 
 Date of completion.  

 Documentation of the conservation values and public benefits, including written 
descriptions and related maps and photographs. 

http://tlc.lta.org/clearinghouse/calculator/start
http://tlc.lta.org/clearinghouse/calculator/start
http://tlc.lta.org/clearinghouse/calculator/start
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 Documentation of existing conditions that relates to the easement’s restrictions 
and reserved rights (such as existing structures, related improvements, future 
building envelopes, etc.) including written descriptions and related maps and 
photographs. 

 Dated signatures of the landowner and your organization acknowledging that both 
attest to the accuracy of the information contained in the report. (If not signed by 
all parties, documentation of any attempt to obtain the signatures.) 

 Information on the location of the easement. 

 Property description. 
 
□ yes    □ no 
 

If no, include statement 11B2. 

 Attachment   

 11B1  Statement 11B1: If your answer to 1 is not always, attach statement 11B1 
describing a) how many conservation easements were accepted since your 
organization’s last application for accreditation without having a signed baseline 
documentation report at the time of closing, b) for each, explain why the baseline 
was not completed and/or signed by closing and when the baseline was completed 
and/or signed, and c) describe how your organization has since ensured compliance 
with this practice. 

 11B2  Statement 11B2: If your answer to2 is no, attach statement 11B2 describing a) 
how many baselines do not meet the requirements, b) the type of information that 
needs to be compiled, and c) the specific timeline for securing this information.  

 
 

Practice 11C – Easement Monitoring [2017 Standards: Element 11C2] 
The land trust monitors its easement properties regularly, at least annually, in a manner 
appropriate to the size and restrictions of each property, and keeps documentation (such as 
reports, updated photographs and maps) of each monitoring activity. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
 Question 
 1. Since its last application for accreditation has your organization always monitored each 

of its conservation easements on an annual basis?   
□ always    □ not always (please explain)     

 
If not always, include statement 11C1. 

 
 Attachment  
 11C1  Statement 11C1: If your answer to1 is not always, attach statement 11C1 

explaining the circumstances that resulted in each annual monitoring gap. Describe 
how your organization has since ensured continued compliance with this practice.  
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Practice 11E – Enforcement of Easements [2017 Standards: Elements 11E1 and 11E2] 
The land trust has a written policy and/or procedure detailing how it will respond to a potential 
violation of an easement, including the role of all parties involved (such as board members, 
volunteers, staff and partners) in any enforcement action. The land trust takes necessary and 
consistent steps to see that violations are resolved and has available, or a strategy to secure, the 
financial and legal resources for enforcement and defense. (See practices 6G and 11A.) 

 Note: information relative to this practice is also requested as part of project documentation.  
 
 Question 
 1. Since its last application for accreditation, have any of your organization’s conservation 

easements been violated?  
□ yes    □ no 

 
If yes, include statements 11E1 and 11E2 and attachment 11E3. 

 

 Attachments 
 11E1  Statement 11E1: If your answer to 1 is yes, attach statement 11E1 briefly 

describing the nature of each violation that has occurred since your organization’s 
last application for accreditation. Indicate how each violation has been resolved, or 
if not, the steps being taken to resolve the violation. 

 11E2  Statement 11E2: If your answer to 1 is yes, attach statement 11E2 describing the 
most recent conservation easement violation in detail. Address the following: 
a) The nature of the violation. 
b) How the violation was discovered, documented and investigated and who was 

involved in each step. 
c) The role of the board in the resolution of the violation, if any. 
d) Whether legal counsel was involved. 
e) How the violation was resolved. 

 11E3  If your answer to 1 is yes, attach the materials provided to the board (or 
committee/person delegated to take action) in advance of its discussion(s) of the 
violation described in 11E2 and the meeting minutes or other document recording 
the discussion(s). 

 11E4  Conservation easement enforcement policy or procedure.  
Note: here and on all policies indicate the date(s) of adoption by the full board. If date 
of board adoption is not indicated on the policy, attach the minutes from the meeting 
when the board adopted the policy. 

2017 Standards: Element 11F3 – Approvals and Permitted Rights 

 11E5  Example of a notice, approval denial, interpretation or the exercise of a significant 

permitted right 

 

These documents relate to a new accreditation indicator in the 2017 Standards. The Commission will 

evaluate the information provided to determine if the land trust needs to take additional action over 

its next accredited term. 
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Practice 11I – Amendments [2017 Standards: Element 11H1] 
The land trust recognizes that amendments are not routine, but can serve to strengthen an 
easement or improve its enforceability. The land trust has a written policy or procedure guiding 
amendment requests that: includes a prohibition against private inurement and impermissible 
private benefit; requires compliance with the land trust’s conflict of interest policy; requires 
compliance with any funding requirements; addresses the role of the board; and contains a 
requirement that all amendments result in either a positive or not less than neutral conservation 
outcome and are consistent with the organization’s mission. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
Question 
1. Since its last application for accreditation, have any of your organization’s conservation 

easements been amended?  
□ yes    □ no 

 
If yes, include statements 11I1 and 11I2 and attachments 11I3, 11I4, 11I5, 11I6, 
and 11I7. 
 

 Attachments 

 11I1  Statement 11I1: If your answer to1 is yes, attach statement 11I1 briefly describing 
the nature of each conservation easement amendment approved by your 
organization since its last application for accreditation.  

 11I2  Statement 11I2: If your answer to1 is yes, attach statement 11I2 describing the 
most recent conservation easement amendment in detail. Address the following: 
a) Who requested the amendment and why. 
b) How the amendment resulted in a positive or not less than neutral conservation 

outcome and was consistent with your organization’s mission. 
c) How your organization analyzed the potential for private inurement and/or 

private benefit as a result of granting the amendment and how it documented 
that there would be no private inurement and/or impermissible private benefit.  

d) Whether any funding partners were notified or involved in the amendment 
request, review or decision. 

e) Who was involved at major steps in the amendment process, including the role 
of the board and any legal counsel. 

 11I3  Original conservation easement for the most recently amended easement. 

 11I4  Amended version(s) of the conservation easement provided in 11I3 (or a tracked-
changes version).  

 11I5  Materials provided to the board (or committee/person delegated to take action) in 
advance of its approval of the amendment provided in 11I4. 

 11I6  Meeting minutes recording the action approving the amendment provided in 11I4. 

 11I7 Documentation used to determine that the amendment in 11I4 did not confer 
private inurement or impermissible private benefit. 
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 11I8       Conservation easement amendment policy or procedure. 
Note: here and on all policies indicate the date(s) of adoption by the full board. If date 
of board adoption is not indicated on the policy, attach the minutes from the meeting 
when the board adopted the policy. 

 
 

Practice 12A – Funding Land Stewardship [2017 Standards: Element 6A5] 
The land trust determines the immediate and long-term financial and management implications 
of each land transaction and secures the dedicated and/or operating funds needed to manage the 
property, including funds for liability insurance, maintenance, improvements, monitoring, 
enforcement and other costs. If funds are not secured at or before the completion of the 
transaction, the land trust has a plan to secure these funds and has a policy committing the funds 
to this purpose. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
Note: if your organization does not currently hold fee to any property, please mark “N/A” on the 
online application and proceed to the Renewal Application Submittal Certification. If your 
organization plans to hold land in fee in the next five years, please make sure it is familiar with the 
practices below and the Commission’s Compliance Confirmation policy. 
 
Question  
1. Using the results from your organization’s completed Land Trust Alliance’s Legal 

Defense Reserves Calculator, does your organization have sufficient dedicated or 
restricted defense funds for its conservation easements and fee properties?   
□ yes    □ not at this time    □ already answered in response to question 11A1 

 
If not at this time, include attachment 12A1.  

 
 Attachment   

 12A1  If your organization does not meet the defense fund requirements (as specified in 
the Requirements Manual), provide a plan for raising the defense funds and the 
required board resolution committing the organization to plan implementation. 
Note: For more information on when a plan is required and what it should contain, see 
the Requirements Manual. 

 12A2  Completed Defense Fund Calculator (visit 
http://tlc.lta.org/clearinghouse/calculator/start to launch the calculator). 

 

 

http://www.landtrustaccreditation.org/about/policies/131-compliance-confirmation-policy-and-procedures
http://tlc.lta.org/calculator
http://tlc.lta.org/calculator
http://tlc.lta.org/clearinghouse/calculator/start
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Practice 12C – Land Management [2017 Standards: Element 12B1] 
The land trust inventories the natural and cultural features of each property prior to developing a 
management plan that identifies its conservation goals for the property and how it plans to 
achieve them. Permitted activities are compatible with the conservation goals, stewardship 
principles and public benefit mission of the organization. Permitted activities occur only when the 
activity poses no significant threat to the important conservation values, reduces threats or 
restores ecological processes, and/or advances learning and demonstration opportunities. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
Question 
1. For each conservation fee property acquired since its last application for accreditation, 

has your organization always completed a management plan that contains all of the 
following required elements? 
 A description of the property (such as size, location, etc.). 
 A description of any conservation values or attributes and/or the reasons why the 

organization protected the property. 
 A summary of the restrictions that came with the property or that were placed on 

the property after the organization took ownership, if any (such as leases, severed 
mineral rights, right-of-ways, easements, etc.). 

 A description of potential threats to the conservation values or areas of special 
concern (such as invasive species, neighbor encroachment, unauthorized access, 
etc.). 

 Overall management goals (including identification of permitted activities) and 
actions necessary to achieve the goals. (If the organization is waiting to complete a 
detailed management plan, this may include interim actions until the final 
management plan is complete.) 

o Permitted activities are compatible with the organization’s conservation 
goals for its fee properties (such as appropriate recreational activities in 
protected habitats, limited or no resource extraction in ecologically sensitive 
areas, etc.). 

o Permitted and restricted activities are consistent with donor intent and 
funder requirements. 

 
□ always    □ not always (please explain) 

 
If not always, include statement 12C1. 

 

 Attachment  

 12C1  Statement 12C1: If your answer to1 is not always, attach statement 12C1 

describing a) how many management plans completed since its last application do 
not meet the requirements, b) the type of information that needs to be compiled, c) 
the specific timeline for securing this information, and how your organization has 
since ensured continued compliance with this practice.  
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Practice 12D – Monitoring Land Trust Properties [2017 Standards: Elements 12C2 and 12C3] 
The land trust marks its boundaries and regularly monitors its properties for potential 
management problems (such as trespass, misuse or overuse, vandalism or safety hazards) and 
takes action to rectify such problems. 

 Note: information relative to this practice is also requested as part of project documentation. 
 
 Question 
 1. Does your organization always inspect each of its conservation fee properties annually?   

□ always    □ not always (please explain)      

 
If not always, include statement 12D1. 

 
 2. Does your organization have any unresolved management issues on its conservation 

fee properties that would threaten the conservation values for which the property was 
acquired?  

 □ yes    □ no 
  
 If yes, include statement 12D2. 

 

 Attachments 

 12D1  Statement 12D1: If your answer to1 is not always, attach statement 12D1 
explaining the circumstances for each missed inspection. Describe how your 
organization has since ensured continued compliance with the Commission’s 
requirements.  

 12D2  Statement 12D2: If your answer to2 is yes, attach statement 12D2 describing the 
nature of the unresolved management issue(s) and the steps being taken to resolve 
the issue(s). 

 
 

Renewal Project Documentation  
Documentation for projects selected by the Commission is required as part of your renewal 
application; the project documentation requests are posted to the “Selected Projects” tab. A 
checklist is required for each project (download template). Prior to submitting your application, 
review and respond to each project documentation request. For more information about project 
documentation, click here.  

 
 

Sampled Documentation 
Supporting documentation is required as part of your renewal application, for practices 9H, 
11B, 11C, 12C, and 12D (as applicable); the sample documentation request is posted to the 
“Additional Documents” tab. Prior to submitting your application, review and respond to each 
additional document request. For more information about attestations and verification, click 
here. 

http://www.landtrustaccreditation.org/storage/downloads/2018-ProjectDocumentationChecklist.pdf
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/742-project-documentation
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-attestations-and-verification
http://www.landtrustaccreditation.org/renewal/application-and-project-documentation/699-attestations-and-verification


 

 
 

Accreditation Agreement 
 
The _______________________________________________________ [Organization Name] 
hereby requests that the Land Trust Accreditation Commission review the enclosed pre-
application for accreditation and any subsequently submitted application and related material 
and determine if our organization meets the accreditation indicators and program 
requirements necessary to be awarded accreditation. 
 
1. Attestations 
I certify that I have read this pre-application and reviewed the attachments and attest that the 
material provided in this pre-application is an accurate reflection of our organization’s policies 
and operations. I further certify that, to the best of my knowledge, our organization is in 
compliance with all relevant local, state and federal laws and regulations. 
 
2. General Agreements 
By signing this Agreement, our organization agrees to the following. 

 To pay all fees required by the accreditation program with the understanding that fees are 
due regardless of the outcome of the final decision on accreditation and that all fees are 
nonrefundable. 

 To provide any additional information or documents requested by the Commission as part 
of the review of this pre-application and subsequent application. 

 To consent to a site visit by the Commission if our organization is selected for such a visit. 

 To fairly represent our status as an applicant for accreditation until a decision on this pre-
application and any subsequent application is made by the Commission. 

 To grant the Commission the permission to use our organization’s name in the 
Commission’s print and electronic publications to indicate its status as an applicant for 
accreditation and to publish final decisions made on our application. 

 To refrain from lobbying commissioners and Commission staff on behalf of our 
organization’s application for accreditation and from providing gifts of any kind to 
Commission representatives. 

 To understand that the Commission will evaluate our organization for compliance with 
Land Trust Standards and Practices (Standards) via review of the accreditation indicators 
and that it may also take into consideration non-accreditation indicators when necessary to 
verify compliance with the accreditation requirements and/or when disregard of a non-
accreditation indicator could put our organization at risk or threaten the credibility of the 
accreditation program. 

 To understand that the term of accreditation is five years.  
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3. Accreditation Agreements 
If accreditation is awarded, our organization agrees to abide by the following conditions for 
maintaining accreditation as well as those identified in the current edition of the Applicant 
Handbook or any successor edition thereof.  

 To comply with the accreditation indicators and program requirements that were in place 
at the time accreditation is granted, to accept the responsibility of staying aware of and 
demonstrating compliance with current program requirements and to uphold the 
credibility of the accreditation program. 

 To notify the Commission in writing of major changes in our structure or operation that 
could potentially affect our organization’s intent and ability to comply with the 
accreditation indicators or program requirements, including those changes specified in the 
Applicant Handbook. 

 To implement Standards, to be aware of any changes to them, to stay current in the field of 
land conservation and to continually learn and refine our programs to implement 
Standards 

 To provide the Commission with information, upon request, regarding our organization’s 
compliance with the accreditation indicators and program requirements. 

 To abide by any Commission action or decision regarding our accredited status, including 
probation or revocation of our accredited status if we are no longer in compliance with the 
accreditation indicators or program requirements, provided that such action follows 
policies and procedures published by the Commission. 

 To use the accreditation seal and the Commission’s logo and trademarks only as permitted 
by the Commission and to execute a License Agreement as an addendum to this 
Agreement with respect to the use of the seal and representation of our accredited status. 

 
4. Additional Terms 
In addition to the forgoing, our organization agrees to the following.  

 To defend and indemnify the Commission, its commissioners, employees and agents 
against all claims, liabilities, damages and expenses (including, but not limited to, 
reasonable attorney’s fees) which may relate to this Agreement or to our organization’s 
participation in the land trust accreditation program, including (but not limited to) the 
Commission’s findings and decisions regarding the accreditation status of our organization, 
publication of the accreditation status of our organization, or any other action based on our 
organization’s participation in the accreditation program or accreditation status.  

 To hereby waive all claims against the Commission, its commissioners, employees and 
agents and assume full responsibility for all expenses which our organization may incur as a 
result of this Agreement and/or our organization’s participation in the accreditation 
program, including (but not limited to) those specific matters listed above. However, our 
organization understands and the Commission agrees that the obligations and waiver 
listed above do not extend to claims, liabilities, damages and expenses arising out of gross 
negligence or willful misconduct of the Commission. 
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 That the obligations and waiver listed in this section (4) continue in effect beyond the end 
of this Agreement. 

 That this Agreement shall be governed exclusively and construed in accordance with the 
laws of the District of Columbia and, in the event that my organization wishes to take legal 
action against the Commission, to file such action in the District of Columbia.  

 
5. Land Trust Accreditation Commission Agreements 
Upon receipt of this signed Agreement, our organization understands that the Commission 
agrees to follow its stated policies and procedures, including its confidentiality policy.  

 
This Agreement shall be effective from the date of our organization’s signature below through 
the earliest of a) it being replaced by a subsequent Renewal Accreditation Agreement, b) one 
year after the date our organization voluntarily withdraws from the program, c) one year after 
the date our organization lets its accreditation lapse without applying for renewal, or d) one 
year after the date of a decision by the Commission to not award accreditation or revoke 
accreditation.  
 
The individual signing below represents that he/she is authorized by the organization to enter 
into this Agreement on its behalf. 
 
 
_______________________  _______________________  ________ 
Signature     Title     Date 
 
_______________________  ________________________________________________  
Printed Name of Signatory  Name of Organization  
 



BOARD RESOLUTION  
The following resolution (or similar version with all elements of this resolution) must be adopted 
by the board of directors of the applicant organization and submitted as part of the final 
application. The blank spaces should be filled in with the applicant organization’s name. 

 
Board Resolution 

 
Whereas the board of directors of ___________________________________________________ 
supports this application for accreditation by the Land Trust Accreditation Commission; and, 
 
Whereas ___________________________________________________  understands that by 
applying for accreditation it joins land conservation organizations around the country that are 
united by strong ethical practices and a commitment to sound transactions and the 
stewardship of land and conservation easements; and, 
 
Whereas ___________________________________________________  understands that as a 
member of the accredited land trust community it would be responsible for helping to 
maintain the credibility of the accreditation program;  
 
Now, therefore be it resolved by the board of directors of  
 
___________________________________________________: 

 
THAT, we agree to uphold high standards of ethics in implementing our organization’s 
mission and in our governance and operations. 
 
THAT, we agree our organization will continue to implement Land Trust Standards and 
Practices as long as it is accredited.  
 
THAT, we agree our organization will abide by the Accreditation Agreement it signed 
and will comply with the published accreditation program requirements. 
 
THAT, we agree, if accredited, to do our best to ensure that the actions of our 
organization help to maintain the credibility of the accreditation program. 
 
 

________________________________ date adopted 
 
________________________________ signature and title of Secretary or Clerk 
 
________________________________ printed name of signatory 
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