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WHAT YOU NEED TO GET STARTED

In addition to reviewing the instructions in this Handbook, accredited land trusts planning and preparing for renewal should
download and read each of the following documents and have a copy of each readily available throughout the renewal
application process:

Requirements Manual Application
l Every organization needs
-— R = t these t
p— A g \ o reference these two
— :: a— documents. Both of these
HE resources are attachments
. L. in this document or can be
The Requirements Manual (revised The Reference Application .
L . ) S accessed on the Commission
periodically) provides, all in one Packet for Accreditation Renewal . .
: X . . ) website by following the
manual, information on the (revised periodically) contains the .
o ) " links to the left.
elements the Commission evaluates information and documents that
for every accreditation indicator. your land trust needs to provide to
show it is meeting the requirements.
Addendums
@ An addendum is only needed if your
organization has a related entity
D . . .
— (which means being legally linked to
L ] .
another entity). For example, an LLC or
supporting organization. Not sure if your
organization needs this information?
If applying with related entities, also review the reference copies Contact us (before registration is best)
of the Addendum for Multiple Corporations — Basic and the at info@landtrustaccreditation.org

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.

Over your accredited term did your organization have any
PAUSE changes such as a merger with another organization or accept

land or easements from other organizations?

Let us know! info@landtrustaccreditation.org

HOW TO USE THIS HANDBOOK

The Renewal Handbook is a digital document with links to resources and information.

We highly recommend viewing this document from your computer so you can frequently
reference the accreditation website, landtrustaccreditation.org. The Handbook goes through
each of the renewal process steps. Additional information about the Commission and its
policies can be found on our website.

Questions about the steps in the renewal process or issues with the Handbook should be sent
to info@landtrustaccreditation.org.

Let’s get started...


https://www.landtrustaccreditation.org/index.php
https://www.landtrustaccreditation.org/storage/downloads/2020/basic%20level%202020.pdf
https://www.landtrustaccreditation.org/storage/downloads/2020/intermediate_level_2020.pdf
https://www.landtrustaccreditation.org/about/policies/403-requirements-for-land-trusts-with-multiple-corporate-structures-or-corporate-combinations
https://www.landtrustaccreditation.org/help-and-resources/requirements-manual
https://www.landtrustaccreditation.org/help-and-resources/requirements-manual
https://www.landtrustaccreditation.org/renewal/useful-documents
https://www.landtrustaccreditation.org/index.php
https://www.landtrustaccreditation.org/about/policies/745-mergers-and-affiliations
https://www.landtrustaccreditation.org/renewal/useful-documents
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OVERVIEW

REGISTRATION

COUNTDOWN TO APPLICATION
DUE DATE: ~6 MONTHS

REGISTRATION FAQs

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

+  Applicant receives login information to the Accreditation
Management System (AMS) (Itac.neonccm.com) via email
to the accreditation contact on file

+  Submitting registration gives applicant access to the pre-
application & application

+  Registration remains open for ~2 months

$850 registration fee is due
HELPFUL LINKS

«  Download and review

Remember, this is just a reference copy, registration must be filled out and submitted
in the AMS.

«  Review

webpage.

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.

The Commission will contact the primary accreditation contact ~6 weeks
before registration opens, as a reminder.

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 or call

us at 518.587.3143 with the updated information.

How do we pay the $850

registration fee?

The $850 registration fee can be paid by credit card through the AMS,
and payment unlocks all AMS features. Contact the Commission if you need
to pay this fee by check.

The $850 is separate from the application fee. To calculate your applica-
tion fee please visit the Timeline and Costs webpage.

Why does registration remain open
for ~2 months? If | apply early in
the two-month period, does that
mean my application due date will
be earlier?

Registration remains open for ~2 months because we understand that each
organization prioritizes and plans for renewal in a way that best fits its work-
ing schedule. The actual registration process should takes just a few minutes!
No matter when you submit your registration —within the registration
open period—your due date does not change from what is posted on our
website. In other words, your due date and accreditation review timeline
are not adjusted based on when you submit your registration.

Can | register for a different round?

If your organization wishes to apply for renewal of accreditation earlier than
required, you may register for one round earlier than when your application
is required. The Commission will attempt to accommodate your preference;
however, priority will be given to applicants that must apply in that round.
There are very limited circumstances where the land trust may be given a
one round extension. See Deadlines and Exceptions for Catastrophes.

What if our land trust has a
separate LLC; do we need to
submit an application for it too?

If your organization has a multiple corporate structure (such asan LLC or a
supporting organization) then the Commission will need to make a deter-
mination of whether the organization will need to provide additional docu-
mentation. If you think your organization is legally linked to another entity,
contact the Commission as early in the renewal process as possible (you can
even reach out before you register). Read more about Related Entities.

4 BACK TO TIMELINE



mailto:info@landtrustaccreditation.org
https://www.landtrustaccreditation.org/renewal/timeline-and-costs
https://www.landtrustaccreditation.org/renewal/timeline-and-costs
https://www.landtrustaccreditation.org/renewal/timeline-and-costs
https://www.landtrustaccreditation.org/about/policies/653-catastrophes
https://www.landtrustaccreditation.org/renewal/getting-ready-and-registration
https://www.landtrustaccreditation.org/about/policies/403-requirements-for-land-trusts-with-multiple-corporate-structures-or-corporate-combinations

OVERVIEW

@ The information provided

must be no older than

+  Applicant fills out and submits
pre-application using the

3 months prior to the pre-
AMS on or before due date.

application due date.

PRE-APPLICATION

HELPFUL LINKS

«  Download and review

Remember, this is just a reference copy, your pre-application must be filled out and

COUNTDOWN TO APPLICATION submitted in the AMS.

DUE DATE: ~3 MONTHS Review webpage.
PRE-APPLICATION FAQs

What attachments do | need to «  Your land trust’s most recent Form 990
include with my pre-application? +  Renewal Agreement

« Land Conservation Project List (LCPL)
«  Schedule of Dedicated and Restricted Funds (SDRF)

The complete list of attachments and more information on how to fill them
out are located on the pre-application and attachments webpage. You can

check out video tutorials on filling out the LCPL and SDRF.

How do | know when the pre- «  All due dates relevant to your round can be found in the AMS as well as
app|ication is due and what our Timeline and Costs webpage. If you are unsure of which round your
happens if we miss the deadline? organization is in, please send us an email.

+  Failure to submit a complete pre-application by the deadline will make
your organization ineligible to submit an application. Learn more about the
penalties and our catastrophe policy.

Do | have to notify key stakeholders «  Yes, your organization must notify key stakeholders to let them know it is

about our intent to pursue renewal? applying for accreditation.

How should our organization do this? * To learn more about how to conduct a public notice and how to document
the process for your application, visit the Public Notice webpage.

+  The accreditation program recognizes the need for public accountability
for land trusts and values comments from the stakeholders like
landowners, donors and partners. These comments can provide a different
perspective about the land trust and its work than the Commission
may get during the application review process. Learn more about what
happens to public comments.

What does the Commission do with +  The Commission ensures the review team does not have conflicted
members and the conflicted parties are not part of the final decision on
your application. See the Conflicts of Interest Policy for more information.

+  The Commission asks land trusts to identify any conflicts of interest with
potential reviewers. Conflicts could be (but are not limited to):

+ Isacurrent employee, consultant, board member, substantial
contributor or volunteer.

the conflicts of interest information
that we provide in the pre-
application?

+ Isaformer employee, consultant, board member, substantial
contributor or volunteer (within the past five years).

+  Expects or is seeking to be an employee, consultant, board member,
substantial contributor or volunteer (within the next two years).

+  Has a relationship with an applicant or accredited organization by virtue
of proximity of interest. (For example, if accreditation applicant is in
Commission member’s home town, or applicant is part of a partnership
involving a Commission member.)

5 BACK TO TIMELINE



https://www.landtrustaccreditation.org/help-and-resources/online-training-opportunities/video-tutorials-renewal
https://www.landtrustaccreditation.org/renewal/timeline-and-costs
mailto:info@landtrustaccreditation.org
https://www.landtrustaccreditation.org/about/policies/653-catastrophes
https://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/698-public-notice
https://www.landtrustaccreditation.org/news-and-updates/updates-and-announcements/1107-what-happens-to-public-comments
https://www.landtrustaccreditation.org/news-and-updates/updates-and-announcements/1107-what-happens-to-public-comments
https://www.landtrustaccreditation.org/renewal/pre-application-and-attachments
https://www.landtrustaccreditation.org/about/policies/110-conflict-of-interest-policy

What’s happening at the Commission

You submitted your registration, paid the fee, completed your “
pre-application and submitted it through the AMS...now what?

1. Your pre-application is reviewed by a Commission staff member. In the AMS you will see that your organization has been
assigned a staff member who works with you for the duration of the renewal process. You can use the AMS to send messages
(or reach out directly through phone or email). Remember, the staff reader of your application is there to help your

organization submit the best application possible and should be seen as a resource. Simply put, we like it when you reach out!

2. The Commission calculates your fee based on the Form 990 that was submitted with your pre-application. An invoice for the
fee will be sent via email and payment is expected when your application is submitted. Want to get an estimate on what your

3. The Commission also uses your pre -application and LCPL to select project documentation and targeted verification items to
be submitted in your application. These documents show how your organization met the requirements in specific areas. Visit
the Project Selection and Documentation webpage to learn more.

It is important to note that your organization can work on the application as soon as you submit your
registration (responses in your application must be no older than 90 days prior to submission—plan
accordingly). Even though the Commission needs your pre-application to send the above items, you are
welcome to continue the application process while you wait for us to get back to you! You can expect to
hear from us about 5-6 weeks before the application due date.

|
|
|
|
|
1
|
|
1
|
|
|
|
|
|
|
|
:
fee will be? Visit our Timeline and Costs webpage. :
|
1
|
|
|
|
|
|
|
|
|
|
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|
|
|
|
|
|
|

COUNTDOWN TO APPLICATION BACK TO TIMELINE
DUE DATE: ~2 MONTHS

OVERVIEW
«  Submit your application

on or before due date.

APPLICANT SU BMITS MAIN APPLICATION «  Pay application fee

HELPFUL LINKS

«  Download and review

Remember, this is just a reference copy, your application must be filled out and
COUNTDOWN TO APPLICATION submitted in the AMS.
DUE DATE:  MONTHS Review webpage.

APPLICATION FAQs

How do | submit the application? «  Just as you submitted your registration and pre-application through the
AMS, you will also use it to submit your application.

When do | submit Expectation +  Expectations for improvement are issued when the Commission determines

for Improvement (EFI) that an accredited land trust must take additional actions to fully comply
with the accreditation requirements. Your organization would have signed a
Summary of Findings that listed any EFls as part of your accreditation decision.

+  Documentation that shows you have fulfilled the EFl is due when you submit
your application.

+  The application includes a tab that lists your EFls. If you are unsure of your
EF| status, please contact the Commission.

+ Visit the Expectations for Improvement webpage to learn more.

documentation? How do | know if
our organzation has any any EFls?

How do | pay the application fee? + The accreditation fee is due at the time of application submittal. The fee
is paid via check made out to the Land Trust Accreditation Commission
and should be mailed to the lock-box address on the invoice.

6 BACK TO TIMELINE



https://www.landtrustaccreditation.org/renewal/timeline-and-costs
https://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/700-project-selection
https://www.landtrustaccreditation.org/renewal/pre-application-and-attachments/700-project-selection
mailto:info@landtrustaccreditation.org
https://www.landtrustaccreditation.org/help-and-resources/expectations-for-improvement
https://www.landtrustaccreditation.org/renewal/application-and-project-documentation

————————————————————————————————————————————————————————————————————

What’s happening at the Commission

You submitted your application, what happens now?

1. Your assigned Commission staff member and one or more volunteer commissioners form your review team. They read your
application in detail. Visit the Review Process and Commission Decision webpage to learn more.

2. After reviewing your application, it is likely your review team will need more information to clarify the written documents or
the land trust may need to take corrective action to show it met the requirements. Your organization will receive an Additional

Information Request (AIR).

3. You may receive an AIR anywhere from six weeks to four months after your application was submitted. A due date for your
specific AIR(s) will be issued by your review team.

~2 WEEKS TO 4 MONTHS AFTER
APPLICATION WAS SUBMITTED m BACK TO TIMELINE

___________________________________________________________________

OVERVIEW

APPLICANT R ECE IVES o Youwill havg ~3 months to provide
ADDITIONAL INFORMATION E@ o ton oreny ARG e

REQU EST (AIR) AND SU BMITS «  Upload your responses in the AMS
RESPONSE

HELPFUL LINKS

Review webpage.

APPLICATION FAQs

How will | know when my AIR is ready? + You will get an email from AMS. The AIR typically comes anywhere
from six weeks to four months after application submitted. You can

download a .pdf version of the AIR from the AMS.

What if | have questions about my AIR? . Reach out to your review staff member.

Is getting an AIR common? «  Yes, the accreditation process is built to provide opportunities for
land trusts to provide additional information or take corrective
action. Almost every land trust receives an AIR as part of the
accreditation review process.

When are my AIR responses due? « Adue date for your specific AIR(s) will be issued by your

review team.

7 BACK TO TIMELINE



https://www.landtrustaccreditation.org/renewal/review-process-and-commission-decision
https://www.landtrustaccreditation.org/renewal/review-process-and-commission-decision

Commission Decision webpage to learn more.

by the Commission at the earliest meeting possible.

What’s happening at the Commission

You submitted your response to the AIR(s), when
will you find out if accreditation was renewed?

1. Your review team reads, in detail, any AIR(s) responses and related documentation. Visit the Review Process and
2. The Commission has only a few decision-making meetings a year. The review team will present your application for a decision

3. The Commission can make one of the following three decisions at the conclusion of the renewal process: award renewal,

renew with conditions, or not award renewal. Visit the Accreditation Application Final Decisions webpage to learn more.

BACK TO TIMELINE

a

OVERVIEW

\'/

AP PLI CANT R EC E IVES +  The Commission will contact the primary accreditation

contact and provide the final determination.

COMM I SS I o N D EC I S I O N + Your land trust may appeal a Commission decision

to not renew accreditation by following the
Commission’s Appeals Policy and Procedures.

HELPFUL LINKS

«  Review webpage.

COMMISSION DECISION

FAQs

Is there other paperwork | need to sign? .

Yes, when your land trust is accredited it will be asked to sign a

License Agreement to be able to use the seal and a Summary of
Findings with any expectations for improvement or notices related
to your accreditation decision. 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.

How long is my accredited term?

FIRST-TIME APPLICANT
first term

WFIRST RENEWAL APPLICATION @ FIVE YEARS

second term

SECOND RENEWAL APPLICATION @ TEN YEARS
third term

vTHIRD RENEWAL APPLICATION @ FIFTEEN YEARS

fourth term

What if my organization is thinking .
about a merger or undergoes a major
organizational change during our
accredited term?

Please let us know! Email us at info@landtrustaccreditation.org, and
we will be in touch to discuss any next steps. See our Compliance
Confirmation Policies.

8 BACK TO TIMELINE


https://www.landtrustaccreditation.org/renewal/review-process-and-commission-decision
https://www.landtrustaccreditation.org/renewal/review-process-and-commission-decision
https://www.landtrustaccreditation.org/about/policies/312-policy-on-final-decisions-on-applications-for-first-time-and-renewal-of-accreditation
https://www.landtrustaccreditation.org/about/policies/311-appeals-policy-and-procedures
https://www.landtrustaccreditation.org/about/policies/131-compliance-confirmation-policy-and-procedures
https://www.landtrustaccreditation.org/about/policies/131-compliance-confirmation-policy-and-procedures
https://www.landtrustaccreditation.org/about/policies/312-policy-on-final-decisions-on-applications-for-first-time-and-renewal-of-accreditation

BENEFITS OF ALL ABOUT ALL ABOUT THE SIGN UP FOR OUR PROMOTING YOUR

ACCREDITATION COMMISSION STAFF VOLUNTEER E-NEWSLETTER ACCREDITATION
COMMISSIONERS

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 a land trust meets the ethical and technical guidelines for the
responsible operation of a land trust set out in 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, helping to ensure the promise of perpetuity.

Accreditation has been proven to make land trusts stronger, which in turn strengthens the whole land trust community. But,

accreditation also provides tangible benefits for land trusts. See the Benefits of Accreditation.

How Accreditation Works

Accreditation is not a one-time action; it fosters continuous improvement as land trusts maintain their accredited status

by applying for renewal. Land trusts seeking to renew accreditation submit detailed documentation to the Commission.
Professional accreditation staff and volunteer commissioners from the land trust community review each renewal application
to confirm that accredited land trusts adhered to Land Trust Standards and Practices and accreditation requirements over their
accredited term.

A land trust remains accredited during the renewal review process as long as it meets all assigned deadlines, even if its
accreditation expiration date has passed.

About the Land Trust Accreditation Commission

The Commission is an independent nonprofit and a supporting organization of the Land Trust Alliance. See About the
Commission for more information. The Commission is governed by a board of diverse land conservation and nonprofit
management experts from around the country who serve as commissioners.

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.

The Commission also follows best practices in accreditation.

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

+ |t makes independent decisions that are not influenced by political or donor concerns.

+ |t maintains a help desk and instructional materials to coach land trusts through the accreditation process and how to
document compliance but does not provide training or mentoring in how to meet the requirements.

It keeps all applicant material confidential, sharing only 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.

About the Land Trust 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 and Practices. The Alliance provides training and technical
assistance to help land trusts achieve and maintain accreditation. To learn more about Alliance resources pertaining to the

accreditation process, please visit our Alliance Resources page.
9 BACK TO TIMELINE



https://www.landtrustaccreditation.org/about/benefits-of-accreditation
https://www.landtrustaccreditation.org/help-and-resources/alliance-resources
https://www.landtrustaccreditation.org/about/about-the-commission
https://www.landtrustaccreditation.org/about/about-the-commission
https://www.landtrustaccreditation.org/about/policies/109-confidentiality-policy
https://www.landtrustaccreditation.org/about/benefits-of-accreditation
https://www.landtrustaccreditation.org/about/staff
https://www.landtrustaccreditation.org/about/commissioners
https://www.landtrustaccreditation.org/sign-up-for-e-news
https://www.landtrustaccreditation.org/promoting-your-accreditation
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Introduction

Standards, Indicator Elements, and Requirements

The accreditation seal is a mark of distinction in land conservation. It is awarded to eligible land
trusts meeting the highest national standards for excellence and conservation permanence. To
be eligible, a land trust must be a U.S.-based 501(c)(3) tax-exempt public charity or quasi-
governmental organization, have been incorporated for at least two years, and have
completed at least two direct conservation easement or conservation property acquisition
projects.

Through a rigorous review process, the Land Trust Accreditation Commission verifies a land
trust’s compliance with Land Trust Standards and Practices (Standards) by evaluating a sample
of the elements within the Standards, which are called the “indicator elements.”

Click here for a copy of the 2017 Standards.
Click here for the list of indicator elements.

The Requirements Manual (Manual) provides land trusts greater specificity about how the
indicator elements are verified through the “requirements” and enables commissioners to
make decisions that are fair and consistent and that accommodate the diverse nature of land
trusts.

Indicator Elements Organized in Four Groups
The Manual organizes the indicator elements into four groups.
» Governance
» Finance
» Transactions
» Stewardship

This 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 two
sections: “Indicator Elements” and “"Requirements.” See more in the "How to Use this Manual”
section below.

Risk-Based Approach Ties Rigor of Review to Risk

In response to land trust feedback, the Commission developed the requirements with a risk-
based mindset to ensure the accreditation review focuses more on high-risk areas to make the
best use of land trusts’ time. The requirements take into account risk to an individual land trust
and risk to the land trust community. The Commission considers four types of risk —
conservation, financial, operational, and reputational — as well as the frequency and impact of
the risk.



http://s3.amazonaws.com/landtrustalliance.org/LandTrustStandardsandPractices.pdf

http://www.landtrustaccreditation.org/storage/downloads/indicators.pdf



What is New?

The Manual was first published in 2012 and was last updated in 2018 to reflect the revised
Standards and indicator elements. The 2021 edition of the Manual is largely unchanged from
the 2018 one but includes updates to respond to feedback on the 2018 Manual, clarify
expectations, address additional areas of risk in the land trust community, and reflect changes
that impact the land trust community (such as accounting standards or Tax Court decisions).
New requirements are phased-in as noted. Additional details about the updates are described
in the document, "Summary of Changes to the 2021 Requirements Manual,” available on the
Commission’s website.

Accreditation Application

The accreditation application includes pre-application materials, targeted verification
documents, application questions, application documents, and documentation from land and
easement projects. To learn what documents are required and when, use the links below. The
actual application is completed using an online application (Accreditation Management
System).

Click here for a reference copy of the first-time application.
Click here for a reference copy of the renewal application.

Because the accreditation application is used to verify your land trust meets the accreditation
requirements, it is essential your land trust has all of the applicable documents. Some
documents only need to be provided if the situation applies to your land trust. These are
generally noted with a statement: "If your land trust...”

For example, in the Transactions group of documents, "Documentation of transaction
approval delegation” is only required if the full board does not approve each land and

conservation easement transaction.

Be sure your land trust retains documentation of meeting the accreditation requirements.

How to Use this Manual

1. Read this Introduction in its Entirety
The introduction explains the format of the Manual and the individual sections.

2. Review the Indicator Elements
The indicator elements are found at the beginning of each group: Governance, Finance,
Transactions, and Stewardship.



https://www.landtrustaccreditation.org/storage/downloads/2021/requirements/2021_summary_of_changes.pdf

https://www.landtrustaccreditation.org/first-time-accreditation/useful-documents

https://www.landtrustaccreditation.org/renewal/useful-documents/materials



3. Examine the Requirements

A list of requirements is provided for each group of indicator elements; the requirements are
separated into subcategories and numbered for easier reference. The requirements specify
what the Commission will verify within the accreditation application and application
documents provided for each group of indicator elements. You can think of the requirements
as the “grading key"” for the documents you provide.

Bold Font
The bold font is one key to understanding how the Commission uses a risk lens in evaluating
your accreditation application and application documents.

» Requirements in bold font correspond to areas where individual land trusts or the land
trust community face frequent or high conservation, financial, operational, or
reputational risk. Each land trust must have documents demonstrating all the bold
requirements are met; if not, corrective action will be required.

For example, in the "Governance: Strategic Goals” section, there is a bold requirement:
"Strategic goals (or plan) established by board.” Each land trust must show that its board
developed strategic goals or a strategic plan. If the board has not, it will need to establish
strategic goals or a strategic plan before the land trust can be awarded accreditation or
have accreditation renewed.

» Requirements that are not in bold font are just as important, but corrective action is
situational and depends on risk. Corrective action for non-bold requirements may be
required after the application reviewers assess the information in the accreditation
application in the context of the land trust’s specific facts and circumstances and
determine the level of risk. In the Commission’s experience, many land trusts are
acceptable in these areas. However, there are occasions where the risk may be high if
the requirements are not met. If a potential high-risk area is identified, the land trust
may be asked for clarification, additional documentation, and/or corrective action.

For example, in the "Governance: Board Structure and Operations” section, there is a non-
bold requirement: "Land trust generally operates in accordance with its bylaws.” If the
application reviewers were to flag that the number of board members is not consistent
with the bylaws, then they will look at the risk in the context of the rest of the application
documents. If the bylaws call for a board of 9-15 members and the land trust has 16 board
members and shows a highly functioning board, then this is likely low risk and would not
require any action. If, however, the land trust only had four board members and appeared
to be controlled by a single individual, then this would likely be high risk and require
corrective action.





Detail of Review

The words used in the requirements are another key to understanding how a risk lens is used
and what level of detail the application reviewers will use when evaluating the application
documents.

» If arequirement uses the word “exists,” this means the application reviewers will simply
verify if the document is present or not. Application reviewers will skim the document
to make sure there are no high-risk concerns; on the rare occasion that something is
flagged as high-risk, the land trust may be asked for clarification, additional
documentation, and/or corrective action.

For example, in the "Stewardship: Conservation Easement Enforcement and Amendment
Policies” section, there is a requirement: "Violation policy and/or procedures exist.” Each
land trust must show that it has a conservation easement violation policy and/or
procedures. Application reviewers will skim these, and most documents will be found
acceptable. However, if the policy were to state that the land trust would take no action to
resolve a major violation so long as the landowner paid the land trust, then this would be
flagged as high risk and require corrective action.
> If arequirement uses words like “sufficient,” “appropriate,” or “generally,” this means
the application reviewers will consider the facts and circumstances and evaluate
whether or not there are high-risk concerns; some variation in how land trusts meet the
requirement is expected.

For example, in the "Stewardship: Conservation Easement Enforcement and Conservation
Property Ownership Challenges” section, there is a requirement: "Board informed or
involved in resolution as appropriate to scale of violation or ownership challenge.” The
application reviewers will evaluate the extent and nature of the violation or ownership
challenge and what steps the land trust is taking to resolve the issue. If the land trust were
to face a major violation or ownership challenge (such as a third party constructing a
house that will involve legal action and significant expense to resolve), then the
application reviewers will look at the high-risk nature of this issue and will likely expect to
see the board involved in some way. However, if the land trust were to have a more
moderate violation or ownership challenge (such as a temporary structure that was
removed upon request), then the application reviewers will look at the lower-risk nature of
this issue and would likely find it acceptable that the board was only informed of the issue.
In this way, what is appropriate is viewed in the context of the specific facts and
circumstances.

There may be areas not listed as a specific requirement but that relate directly to other areas in
the 2017 Standards that, if not addressed, put the land trust or accreditation program at such
high risk that clarification, additional documentation, and/or corrective action may be needed.
Similarly, if a land trust’s documents do not show it meets the requirements, the Commission
may require alternative documentation or corrective action to confirm compliance.
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4. Review the Definitions and Lists of Examples
The requirements and application documents include some definitions and lists of examples.

> Definitions or specific clarification of terms are given for terms noted with the symbol ?
to help your land trust understand how to meet the requirements.

For example, in the "Governance: Conflicts of Interest and Other Policies” section, there is
a requirement that a conflict of interest policy applies to all insiders’. The question mark
signals that a definition is given for the term insiders. To meet the requirement, a land
trust’s conflict of interest policy needs to apply to all insiders listed in the definition.

» Examples are provided to help your land trust understand the requirement or the types
of documents expected in the application.

For example, in the “Finance: Financial Records and Financial Health” section, there is a
requirement: "Form 99o substantially complete and accurate.” The parenthetical "such as
examples highlight what the application reviewers look for in a Form 9go.

”

Evaluating Land Trusts against the Requirements

Expectations Differ for First-Time and Renewal

>

If you are a first-time applicant, your land trust needs to show compliance with the
requirements in its recent work, except when a longer period is noted.

If your land trust is already accredited, your land trust needs to show compliance with the
requirements over your entire accredited term when you apply for renewal.

For example, in the "Transactions: Baseline Documentation Reports” section, a first-time
applicant is required to have a complete baseline documentation report signed at or before
closing for at least its most recent conservation easements. An accredited land trust will need
to show in its application that it had a complete baseline documentation report signed at or
before closing for every conservation easement it accepted over its accredited term.

Phasing in Requirements

To ensure land trusts have time to implement new requirements, the Commission may decide
to phase in a requirement; these are noted throughout with a "Starting orStartedin ." n ot ation.,
Accredited land trusts are expected to begin meeting these requirements as noted.

For example, in the "Transactions: Project Due Diligence” section there is a requirement for
visually inspecting properties before closing. Each land trust will need to have documentation
of this activity for projects starting in 2019. A land trust does not have to go back and
document its visual inspections retroactively for projects before that time.
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Facts and Circumstances Matter
Each land trust is different, and the application reviewers evaluate the documents with your
land trust’s unique facts and circumstances in mind.

For example, in the "Transactions: Project Review and Approval” section, 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.

Help Reviewers Understand Your Story

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. The Commission will review the facts and
circumstances and may make allowances if:

» There is documentation that your land trust is typically compliant and has a system to
achieve compliance.

» The situation was clearly an isolated or rare event.

» The circumstances preventing your land trust from complying were clearly explained.

> Your land trust took alternative steps to meet the intent of the practice and/or mitigate
risks associated with the non-compliance.

» The non-compliance does not put your land trust or the accreditation program at risk.

For example, in the "Transactions: Baseline Documentation Reports” section, baseline
documentation reports need to be signed at or before closing. However, a land trust could
explain the circumstances for its one baseline that was not signed until two weeks after
closing. The baseline was mailed to the landowner before closing, but the landowner left the
country before signing it. A subsequent email from the landowner included an apology for the
oversight and commitment to signing it as soon as he returned. The land trust’s 10 other
baselines completed that year were completed and signed before closing. The application
reviewers could find this non-compliance was isolated and rare and determine that no
additional clarification, additional documentation and/or corrective action is needed.

Explanations Help

You can save your land trust time and help the application reviewers by explaining upfront
areas of where your land trust did not meet the requirements. You should include relevant
facts, circumstances, and explanations. The online application has 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.



http://www.landtrustaccreditation.org/help



For More Resources and Information

Members of the Land Trust Alliance have access to The Learning Center for background
information on and resources for each of the indicator elements that can help your land trust
be successful in the accreditation process.

» The narratives for the indicator elements have call-outs with more information
specifically related to accreditation.

» There are also five introductory online courses on accreditation: Introduction to
Accreditation and the Requirements Manual, along with courses on Governance,
Finance, Transactions, and Stewardship.

» You can also use The Learning Center to search for sample documents, such as conflict
of interest or recordkeeping policies, strategic plans, board recruitment tools, internal
controls, financial procedures, communication about tax code requirements, easement
drafting, management plans, baseline documentation reports, amendment policies,
procedures for approving permitted rights, and lots more!

» The Land Trust Alliance also hosts webinars each year that include topics related to the
indicator elements, such as financial management of restricted gifts, current conditions
reports, review of appraisals, and many more.

To make it easier for you to access these materials, the Manual includes links as shown below.
It is most helpful if you log into The Learning Center before clicking on the links in the Manual.

Governance

Learn more about this group — LINK TO ONLINE COURSE

& . . . LINK TO NARRATIVES
Indicator Elements - Compiled Guidance for Governance Indicator Elements [ S i e

1B2.  Establish strategic goals forimplementing  3C2.  The board meets a minimum of three

:Ee mission, z:jn((ijthteln re\tllew and updleate tlmestper }/ear ;nd mslntalns adopted kSO INFORMATION ARoUT
em, as needed, at least once every five minutes of each meeting . -
years 3C3.  Provide board members with sufficient

2B1.  Incorporate or organize according to the and timely informational materials prior
requirements of state law and maintain to each meeting to make informed
legal status decisions

Back to table of contents
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https://learningcenter.lta.org/login

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=424372

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=424372

https://www.landtrustalliance.org/land-trusts/webinar



Governance

Learn more about this group

Indicator Elements - Compiled Guidance for Governance Indicator Elements

1B2.  Establish strategic goals for 3C2.  The board meets a minimum of three
implementing the mission, and then times per year and maintains adopted
review and update them, as needed, at minutes of each meeting
least once every five years 3C3.  Provide board members with sufficient
2B1.  Incorporate or organize according to the and timely informational materials prior
requirements of state law and maintain to each meeting to make informed
legal status decisions
2B2.  Operate in accordance with established 4A1.  Adopt a written conflict of interest policy
bylaws that addresses, for all insiders, how
2C1(b). Do not knowingly engage in prohibited conflicts are identified and avoided or
activities, such as private inurement or managed
impermissible private benefit 4A2. Document the disclosure and
3A3. The board hires, oversees and evaluates, management of actual and potential
at least annually, the performance of any conflicts
executive director (or chief staff person) 9G1. Adopt a written records policy that
3B1. Have aboard of sufficient size, skills, governs how and when organization and
backgrounds and experience to conduct transaction records are created,
its work effectively collected, retained, stored and destroyed
3B3. Have aboard development process that
includes procedures for recruiting and
training board members
Requirements

I. Organizational Documents 28 282
1. Land trustis in good standing.
2. Bylaws include significant operational provisions.

oV s W N R

chief staff person.

. Board Structure and Operations 282 343382, 383, (also 3A2 in Finance)

Board recruitment procedures exist.
New board members trained.

Board of sufficient size, skills, backgrounds and experience to conduct its work effectively.
Land trust generally operates in accordance with its bylaws.

Board provides sufficient oversight over operations.

If your land trust has staff, board sufficiently oversees and evaluates performance of the



https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=540418

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=398094

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=8209

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=8209

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=8209

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=8209

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=3032

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=3032

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=3032

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=278289

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=278289

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=3050

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=3050

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=3050

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=282649

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=282649

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=282649

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173514

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173514

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173514

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=228388

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=228388

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=228388

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173890

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173890

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173890

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173899

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173899

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173899

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=173899

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=4411

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=4411

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=4411

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=4411

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=4417

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=4417

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=4417

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=228300

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=228300

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=228300

https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=228300



I1l. Board Meetings 333

1. Board meets at least three times per year.

2. Board members provided with sufficient informational materials several days before
each meeting to make informed decisions.

3. Board meeting minutes sufficiently document board discussion and action.

4. Board adopts its meeting minutes.

IV.Strategic Goals *#2
1. Strategic goals (or plan) established by board.
2. Strategic goals (or plan) reviewed by board within past five years.

V. Conflicts of Interest and Other Policies 2¢2(b) 4A1, 4A2, 9G1

1. Records policy covers organization, transaction and stewardship records’.
(‘Related records are also addressed in “Transactions: Recordkeeping” and “Stewardship: Conservation
Easement Stewardship Records.”)

2. Conflict of interest policy:

a. Applies to all insiders’
(*Board members; staff (if any); substantial contributors; parties related to board members, staff and
substantial contributors; those who have ability to influence the decisions of the land trust; those with
access to information not available to the general public.)

b. Addresses how conflicts are identified and avoided or managed

3. Meeting minutes or other records document conflicted party absent for the vote.

4. Transactions with insiders appropriately managed so they do not result in private
inurement.

Back to table of contents

12





Finance

Learn more about this group

Indicator Elements — Compiled Guidance for Finance Indicator Elements

2Ca(a). File a complete and accurate annual 6A4. Build and maintain sufficient operating
information return (Form g9go or reserves to sustain operations
equivalent) with the Internal Revenue 6A5. Build and maintain dedicated or
Service restricted funds sufficient to cover the
3A2. The board provides oversight of the land long-term costs of stewarding and
trust’s finances and operations by: (a) defending the land trust’s land and
Reviewing and approving an annual conservation easements; (a) If funds are
budget, (b) Working to ensure that insufficient, adopt a plan to secure these
sufficient financial resources are funds and a policy committing the funds
available, (c) Receiving and reviewing to this purpose
financial reports and statementsinaform  6Ca.  Obtain an annual financial audit, review
and with a frequency appropriate for the or compilation by an independent
scale of the land trust’s financial activity, certified public accountant or a qualified
(d) Reviewing the externally prepared accounting professional, in a manner
financial audit, review or compilation appropriate for the scale of the land trust
5B2.  Provide timely written acknowledgment 6D1. Establish written internal controls and
of all gifts, including land and accounting procedures, including
conservation easements, in keeping with segregation of duties, in a form
IRS charitable contribution substantiation appropriate for the scale of the land trust,
requirements to prevent the misuse or loss of funds
5B3.  Maintain financial and other systems to 6E2.  Carry general liability, directors and
document and comply with any donor officers liability, property and other
restrictions on gifts insurance, all as appropriate to the land
6A2. Develop and implement a strategy to trust’s risk exposure or as required by law
address any deficit-spending trends
6A3. Assess the nature and variability of
revenue and seek to diversify funding
sources
Requirements

Financial Records and Financial Health 2@

3A2(b), 6A2, 6A3, 6A4, 6C1

1. Annual audited, reviewed or compiled financial statements, obtained at the
following level based on total annual support and revenue?, include footnotes and
disclosures and show net assets without donor restrictions, with board-designation,

and with donor restrictions.
(°Excludes value of donated properties/easements but includes moneys from grants, from special
fundraising, and for the purchase of land and easements.)

>$750,000: Audit by independent CPA
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https://tlc.lta.org/topclass/topclass.do?expand-OfferingDetails-Offeringid=549256
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® $250,000 - $750,000: Review by independent CPA

e <$250,000: Compilation by CPA; if not using a CPA, the compilation must be prepared
by an independent qUalIfIEd accountant Threshold applies to fiscal years ending 12/31/2020 and beyond; for
earlier fiscal years, review expected when support and revenue exceeded $100,000

Form ggo substantially complete and accurate. (Such as financial statements

generally reconcile with audit, review or compilation; fundraising, management and

general and program service expenses segregated; insider transactions and/or family or

business relationships between board members appropriately reported; relevant

schedules completed.)

Public support test met, unless a quasi-governmental entity.

Operating surplus’ exists at the end of last fiscal year, unless statement from board

officer sufficiently explains reason for deficit.

(°Net assets without donor restrictions, excluding land, property and equipment, show an increase at end of
fiscal year.)

Substantial spending deficits not a trend.

A concentrated or sole source of funding not overly relied on.

Operating reserves (net assets without donor restrictions)’ At the end of last fiscal year
sufficiently cover three months of operating expenses, unless there is a specific board
evaluation of operating reserve needs and a feasible plan to address the needs.

(‘Exclude land, property, equipment, and any net assets board-designated for stewardship and defense but
include any net assets with donor restrictions for operations.)

Debt or lease payment obligations generally can be met.

. Board Oversight 342

Board approves annual budget.

Board reviews annual audit, review or compilation.

Board reviews financial reports periodically through the year that include the following:

a. Net assets without donor restriction, with board-designation, and with donor
restriction

b. Actual year-to-date revenue and expenses as compared to budget with a level of detail
about revenue with restrictions appropriate to the scale of the land trust’s financial
activity

Board works to ensure sufficient financial resources are available.

Gift Acknowledgement and Donor Restrictions 58 583
Gift acknowledgement letter for any gift’ Greater than $250 provided

contemporaneous to the gift.
(*Cash, land, or conservation easements, even if donor indicates deduction may not be taken.)

Gift acknowledgement letters include the following:

a. Detailed gift description

b. Statement that no goods or services were provided and/or a good faith estimate of
the value of any goods and services provided

Donor-restricted moneys are appropriately classified, tracked, and used; financial

records show the following:
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V.

1.

VI.

2.
3.

a. Gifts/grants solicited using the term “endowment” or solicited for other specific
purposes are donor restricted in accordance with the donor/grantor materials
b. The receipt and use of funds are in accordance with donor/grantor restrictions

Internal Controls P*

Written internal controls and accounting procedures address risk of misuse, loss, or
misstatement of funds.

Appropriate action taken to address any significant internal control issues and/or
recommendations for significant changes to financial procedures listed in the management
letter or correspondence that accompanied the most recent audit, review or compilation.

Stewardship and Defense Funding 45

Has at least $3,500 per conservation easement in board-designated or restricted
stewardship funding. If a first-time applicant does not have the full amount, a feasible plan
with specific funding targets and timelines exists so that the land trust will have the full
amount before its first renewal.

Has sufficient financial resources to cover conservation property stewardship.

Has amount specified by the Legal Defense Reserves Calculator in board-designated or
restricted defense funding’. If an applicant does not have the full amount, it has at least
half of the required funds, and a feasible plan with specific funding targets and timelines

exists so that the land trust will have the full amount before its next renewal.
(*Stewardship and defense moneys can be co-mingled, but the total required is the sum of the stewardship
and defense amounts.)

Insurance °E2

Board or delegated entity evaluates’ Insurance needs at least every five years to determine
risk exposure and needs for at least the following:

a. Directors and officers liability insurance

b. Property insurance

¢. Insurance required by law (Such as workers’ compensation insurance.)

(’Example evaluation documentation includes board or committee meeting minutes, analysis of insurance
needs by delegated staff member, recommendations from insurance provider given to the board, report
presented to the board or delegated committee)

General liability insurance policy exists.
General liability insurance covers significant risks.

Back to table of contents
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Transactions

Learn more about this group

Indicator Elements - Compiled Guidance for Transactions Indicator Elements

For all conservation land or conservation easement
transactions:

1A3.

3Da.

8B2.

8Ca.

oF1.

Do not knowingly participate in
transactions that are potentially
fraudulent or abusive

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

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

16

9F3.

9G2.

9G3.

9H2.

so that they will not result in
extinguishment of the conservation
easement or significantly undermine the
property’s important conservation values
Promptly record land and conservation
easement transaction documents at the
appropriate records office

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

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

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

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:

sign the Form 8283 if the land trust

9E2. Review, on the land trust’s own behalf, believes no gift has been made or the
each potentially tax-deductible property has not been accurately
conservation easement for consistency described
with the Treasury Department 10C2. Evaluate the Form 8283 and any appraisal
regulations (U.S.C. §1.170A-14), to determine whether the land trust has
especially the conservation purposes test substantial concerns about the appraised
of IRC §170(h) value or the appraisal

10A1. Inform potential land or conservation 10C3. Discuss substantial concerns about the
easement donors who may claim a appraisal, the appraised value or other
federal or state income tax deduction (or terms of the transaction with legal
state tax credit), in writing and early in counsel and take appropriate action, such
project discussions, that: (a) The project as: (@) Documenting that the land trust
must meet the requirements of IRC §170 has shared those concerns with the
and the accompanying Treasury donor, (b) Seeking additional
Department regulations and any other substantiation of value, (c) Withdrawing
federal or state requirements, (b) The from the transaction prior to closing, (d)
donor is responsible for any Or refusing to sign the Form 8283
determination of the value of the 10C4. When engaging in transactions with pass-
donation, (c) The Treasury Department through entities of unrelated parties,
regulations require the donor to obtain a particularly those offered or assembled
qualified appraisal prepared by a qualified by a third party or described as a
appraiser for gifts of property valued at syndication by the IRS: (a) Require a copy
more than $5,000, (d) Prior to making the of the appraisal prior to closing, (b)
decision to sign the IRS Form 8283, the Decline to participate in the transaction if
land trust will request a copy of the the appraisal indicates an increase in
completed appraisal, (e) The land trust is value of more than 2.5 times the basis in
not providing individualized legal or tax the property within 36 months of the
advice pass-through entity’s acquisition of the

10B2. Sign the Form 8283 only if the property, the value of the donation is $1
information in Section B, Part |, million or greater and the terms of the
“Information on Donated Property,” is transaction do not satisfy the Land Trust
complete and is an accurate Alliance Tax Shelter Advisory
representation of the gift; (a) Refuse to

In addition, if a conservation easement: inconsistent with the conservation

gD2. Ifaconservation easement contains purposes and that will not significantly
restrictions or permitted rights that are impair the protected conservation values
specific to certain zones or areas within (d) Avoid restrictions and permitted
the property, include the locations of rights that the land trust cannot monitor
these areas in the easement document so and enforce, (e) Include all necessary and
that they can be identified in the field appropriate provisions to ensure it is

9E1. Forevery conservation easement, (a) legally enforceable
Individually tailor it to the specific 11B1. For each conservation easement, have a

property, (b) Identify the conservation
values being protected, (c) Allow only
uses and permitted rights that are not

17

baseline documentation report, with
written descriptions, maps and
photographs, that documents: (a) The
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conservation values protected by the completion of a full baseline

easement, (b) The relevant conditions of documentation report by closing, the
the property as necessary to monitor and landowner and land trust sign a schedule
enforce the easement for finalizing the full report and an

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

Requirements

Project Due Diligence 8B2, 8C1, 9F1, 9F1(a), 9F2, 9F3, 9H1, gH2
Project-selection criteria exist.
Approved projects generally consistent with project-selection criteria.

Visual inspection to document the property’s conservation values completed before
closing. Started in 2019

w N R

4. Title investigation by title company or attorney identifies ownership and

encumbrances’ for each project.

(Includes mortgages, severed mineral rights, severed water rights, tax liens or judgments, easements, use
agreements, covenants or other restrictions. If mineral rights are excluded from the title investigation, then a
risk analysis of the potentially severed mineral rights.)

5. Title investigation updated by title company or attorney within 30 days before closing.
6. Encumbrances or severed mineral rights shown’ in the title investigation appropriately
addressed so they will not result in extinguishment of the conservation easement or

significantly undermine the conservation values.

(’Example documentation includes mortgage subordination recorded before or contemporaneous to the
conservation easement; mortgage discharge before closing; mineral remoteness report; water rights due
diligence report; memo to file with analysis of how substantial access easements or rights-of-way could
impact project.)

7. Independent appraisal’ by qualified appraiser obtained prior to closing for each
purchase or bargain-sale purchase. 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 from a qualified real estate professional can be obtained

instead of an independent appraisal.

(*The following are not independent appraisals: landowner’s appraisal [unless the land trust is listed as an
intended user]; appraisal for an adjacent property; tax assessment; summary of comparable sales by
individuals other than qualified appraisers.)

8. If purchased above appraised value, documentation appropriately justifies the purchase
price and confirms there was no private inurement or impermissible private benefit.

Il. Project Review and Approval 3P (als03C3in Governance)
Board or delegated entity reviews each project.

2. Board or delegated entity receives sufficient materials describing the project several
days in advance of the decision-making meeting. (Such as project location, project size,
analysis of how the project meets the project-selection criteria, number/type of reserved
rights retained.)
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3.

Board or delegated entity approves each project before closing.

If project significantly changes after approval, then notice of change provided to board or
delegated entity before closing. (Such as significant changes in size, restrictions,
number/type of reserved rights.)

If decision-making authority delegated, delegation policy or bylaws provisions define
limits given to delegated entity. (Such as requiring full board approval if a conflicted party
is involved, requiring committee review before a final decision is made.)

If decision-making authority delegated, timely notification of completed transactions
provided to the board.

Conservation Easement and Fee Title Deeds 9P 9E 9E2, 9F3

Conservation easements are perpetual and include the following:

a. Name of grantor and grantee

b. Legal description

c. ldentification of protected conservation values

d. Locations of specific zones or areas, if restrictions or permitted rights are specific to
such areas (Such as building envelopes, building exclusion zones)

e. Control over future exercise of significant permitted rights, including designation of
when grantee review or approval is required and how review or approval is obtained

f. Right of entry that does not unduly limit access to monitor

g. Rightto enforce and to take immediate action

h. Extinguishment and proceeds provisions

i

Baseline documentation report reference

Tax-deductible conservation easements also include the following consistent with the

Treasury Department regulations and Tax Court decisions:

a. ldentification of conservation purposes

b. Prohibition on surface mining

c. Limitation on assignment

d. Approval provisions that do not allow lack of grantee’s response to grantor’s request
to be automatic approval of the activity >tertingin 2022

e. Extinguishment provisions that require:

i.  Grantee be entitled to at least the proportionate value’ of the conservation

easement at the time of the gift
(*Must not subtract a) the value of permitted improvements since the time of the gift or b) the
satisfaction of any and all prior claims) >tarting in 2022
i. Grantee to use proceeds in a manner consistent with the conservation
purposes
iii.  Extinguishment can only occur for unexpected changes that make continued
use of the property impossible or impractical for conservation purposes
iv.  Extinguishment can only be accomplished by judicial proceedings
Permitted rights in conservation easements:
a. Are generally consistent with conservation purposes

b. Do not significantly impair protected conservation values
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c. Are not so broad that they negate other conservation easement provisions
Restrictions and permitted rights generally can be monitored or enforced.
Conservation easements and fee title deeds submitted for recording generally within a
week after the final signature(s). Startedin 2019

. Baseline Documentation Reports 8% 1182

Every conservation easement has a baseline documentation report (or current
conditions report) that includes the following:
a. Date of completion
b. Written descriptions, maps and photographs that document the following:
i. Protected conservation values
i. Relevant conditions of the property as necessary to monitor and enforce the
conservation easement
c. Acknowledgement attesting to the accuracy of the report signed by the following:
i. Land trust
i. Landowner, for all easements completed in 2004 or later (or documented
attempt to obtain signature)
If a first-time applicant has a baseline documentation report (or current conditions report)
for each conservation easement but one or more are missing some of the required content
above, a feasible plan with strategies and timelines to upgrade them before its first renewal
exists.
Baseline documentation reports are complete and signed by the land trust and
landowner at or before closing. If seasonal conditions prevent this, interim data and a
schedule for finalizing the full report are signed by the land trust and landowner at or
before closing.
Baseline documentation reports are distinct documents that represent the property’s
condition at a point in time.

V. Tax Deduction 1A3, 9E2, 10A1, 10B2, 10C2, 10C3, 10C4

Written notification to potential land or conservation easement donors includes the

following:

a. The project must meet the requirements of Internal Revenue Code §170 and the
accompanying Treasury Department requlations and any other federal or state
requirements

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

¢. Theland trust will request a copy of the completed appraisal

Notification of tax code requirements provided to potential donors before closing.

Individualized legal or tax advice not provided.

Land trust evaluates each transaction and takes actions to resolve substantial concerns’

with the appraisal, appraised value, or other terms of the transaction to ensure the land

trust does not knowingly participate in potentially fraudulent or abusive transactions,
including the following:

20





a. Involving legal counsel as appropriate

b. Taking appropriate action including one or more of the following: documenting
concerns were shared with the donor, seeking an independent substantiation of value,
withdrawing from the transaction prior to closing, asking to see the landowner’s
appraisal prior to closing, documenting the board'’s decision to proceed with the
transaction and/or with signing the Form 8283, refusing to sign the Form 8283

c. Signed the Form 8283 only when a gift was received

(°If the title investigation or other documentation shows the property has been held for a short period, the
landowner appears to have inflated expectations for the value of the donation, the appraised valued does not
appear defensible in light of the land trust’s knowledge of local land values, the appraisal appears to contain
unjustified extraordinary assumptions, the appraised value is significantly in excess of the donor’s cost or
adjusted basis [if recent].)

Land trust evaluates the Form 8283 and any landowner’s appraisal and addresses concerns

before signing the Form 8283 for the following:

a. Landowner’s appraisal is qualified’ and includes the following:

i.  Property description for the gift that was donated’

ii. Effective date not more than 60 days before the donation
iii.  Statement the appraisal was prepared for income tax purposes
iv.  Value for the entire contiguous parcel, if clearly applies
v.  Consideration of enhancement, if clearly applies
(°A qualified appraisal is defined by Treasury Department Regulations and contains specific items, such
as the qualifications of the appraiser, the method of valuation used to determine fair market value [such
as the comparable sales approach or income approach], and the specific basis for the valuation [such as
inclusion of comparable sales transactions])
(° The property description should reflect the terms of any agreement or understanding entered into (or
expected to be entered into) that relates to the use, sale or other disposition of the donated property)

b. Form 8283 includes the following:

i.  Name of landowner(s) that matches landowner(s) in title investigation
i. Detailed gift description (or supplemental statement)
iii.  Appraised fair market value that matches value(s) in appraisal
iv.  Amountreceived in a bargain sale, if any
v.  Donor’s cost or adjusted basis Startedin 2019
vi.  Date of gift’
(°For conservation easements, year of gift needs to match year conservation easement recorded.)

If the land trust pays for the landowner’s appraisal, payment to landowner appropriately

acknowledged. (Such as on the Form 8283, gift acknowledgement letter, other tax forms.)

The land trust follows the then current Land Trust Alliance Tax Shelter Advisory,

including the following:

a. Comprehensive due diligence and analysis of transactions with pass-through
entities of unrelated parties (particularly those offered or assembled by a third-
party) conducted before closing to determine if a transaction meets the terms of
the Advisory or is otherwise potentially fraudulent or abusive

b. Does not participate in a transaction with a pass-through entity of unrelated parties
when a) the appraisal indicates an increase in value of more than 2.5 times the basis
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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

VI. Record keeping 9G2, 9G3, (also 11F3 in Stewardship)
1. Originals’ of the following records are retained, kept generally secure and protected
from damage or loss:
a. Legal agreements, deeds, conservation easements, amendments
b. Critical correspondence, including those related to project goals, tax and legal
matters, enforcement, other matters essential to the project
Baseline documentation reports
Title insurance policies or evidence of title investigation
Surveys, if any
Appraisals used to substantiate the purchase price or used by the landowner to
substantiate the value on the Form 8283
Forms 8283
Conservation easement monitoring reports
Fee property inspection reports
Contracts and leases in effect for long-term land management activities
Conservation easement stewardship records, including substantive notices,
approvals, denials, interpretations, exercise of significant permitted rights >trtedin

2019

o an

AT T

(*Originals can be electronic or paper)
2. Copies retained of the following records:
a. Critical correspondence (see above)
b. Baseline documentation reports
c. Title insurance policies, if any
d. Unrecorded surveys, if any
3. Originals and copies are stored in locations that could not be destroyed in a single
calamity.
4. Copies are replicas of signed originals.

Back to table of contents
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Stewardship

Learn more about this group

Indicator Elements - Compiled Guidance for Stewardship Indicator Elements

11B3.

11C2.

11E1.

11E2.

11F3.

11Ha.

11J1.

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

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

Adopt a written policy and develop
written procedures for documenting
and responding to potential
conservation easement violations
Investigate potential violations in a
timely manner and promptly document
all actions taken

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

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

In the rare case that it is necessary to
extinguish a conservation easement, in
whole orin part, (a) Follow the terms of
the conservation easement with
respect to taking appropriate action
and obtain judicial or regulatory review

12B1.

12C2.

12C3.
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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

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

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

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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Requirements

I. Conservation Easement Monitoring and Conservation Property

Inspections ¢ 12¢2
1. Each conservation easement monitored once per calendar year. (Monitoring shown over
accredited term at renewal; shown over last three years at first-time.)
2. Each conservation property inspected once per calendar year. (Inspections shown over
accredited term at renewal; shown over last three years at first-time, Stertingin 2021 for first-time)
3. Monitoring or inspection reports include the following: Started in 2020 forfee inspection reports
a. Inspection date

b. Property inspected

c. Name of inspector

d. Observations related to property’s condition and conservation values

e. Observations related to any potential conservation easement violations or

conservation property ownership challenges

f. Date report completed >tarting in 2022

4. Monitoring or inspection reports completed generally within three months of the
monitoring or inspection date.

5. Monitoring or inspection methodology sufficient to identify conservation easement
violations or conservation property ownership challenges.

6. If aerially monitoring conservation easements, on-the-ground monitoring occurs at least
once every five years.

Il. Conservation Property Management Plans 2282

1. Every conservation property has a management plan that includes the following:
a. Date p|an completed or Updated Starting with plans created or updated in 2022 and beyond
b. ldentification of conservation values (such as cultural, natural, or community values)
c. Management goals
d. Activities to achieve management goals
If a first-time applicant has a management plan for each conservation property but one or
more are missing some of the required content above, a feasible plan with strategies and
timelines to upgrade the plans before its first renewal exists.

2. Management plan has sufficient detail to effectively protect and manage the property.
(Such as maps with location of key property features or specific activities, summaries of
restrictions or donor/funder requirements that inform uses, maps that show property
location and boundaries.)

3. Management plan does not allow uses that adversely impact the conservation values
and/or violate restrictions on the property.

4. Management plans generally completed within 12 months of acquisition.

5. Management plans generally updated within 12 months of new parcels being added to the
property. (Such as with updated maps, new property information.)
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Relevant sections’ of management plans generally updated after significant changes to the

conservation values or natural features. (Such as after wildfires, hurricanes.)
(‘Depending on nature of change, updates to sections on conservation values, management goals, activities
to achieve goals, or maps)

Conservation Easement Enforcement and Amendment Policies **E% 22H2

Violation policy and/or procedures exist.

Amendment policy and/or procedures:

a. Require amendments to have a net beneficial or neutral effect on the protected
conservation values

b. Prohibit impermissible private benefit and private inurement

. Conservation Easement Amendments and Extinguishments *H% 112

Amendments generally consistent with the Land Trust Alliance Amendment Principles,
including having documented the following:

a. Having a net beneficial or neutral effect on the protected conservation values

b. Not resulting in private inurement or impermissible private benefit

Extinguishment actions are documented to show:

a. Followed conservation easement terms with respect to obtaining judicial or regulatory
review (or obtained written legal counsel determination why judicial or requlatory
review not needed)

Did not result in private inurement or impermissible private benefit

Took steps to avoid or mitigate harm to conservation values

Used any proceeds appropriately

Did not put land trust’s or land trust community’s reputation in jeopardy

Board informed or involved as appropriate to scale of amendment or extinguishment.

If co-held, co-holder involved in amendment or extinguishment according to terms of
conservation easement or other agreement.

m oo o

Conservation Easement Enforcement and Conservation Property Ownership
Challenges £ 12G3

Enforcement action or actions taken to address ownership challenges are documented to
show:

a. Were timely

b. Were consistent with conservation values and/or restrictions

c. Did notresult in private inurement or impermissible private benefit

Board informed or involved in resolution as appropriate to scale of violation or ownership
challenge.

If co-held, co-holder involved in enforcement, ownership challenge, or resolution according
to terms of conservation easement, deed, or other agreement.
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VL.

Conservation Easement Stewardship Records 83, 12F3

Significant changes to the land (such as resulting from natural disaster or exercise of a
permitted right) or changes to the conservation easement (such as resulting from an
amendment) sufficiently documented. (Such as with documentation that includes the
date, written descriptions and photographs and/or maps.) Startedin 2019

Substantive notices, approvals, denials, interpretations and the exercise of significant
permitted rights sufficiently documented. Startedin2019

Approved activities consistent with conservation easement purposes and terms.
Approved activities do not result in private inurement or impermissible private benefit.

Back to table of contents
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The application for renewal of accreditation is completed entirely

online using the Accreditation Management System (AMS); this If there are differences between this
reference version of the application is a guide only. Your reference copy and the version on the
organization will need to answer questions and upload documents AMS, the AMS takes precedence.
into the AMS. Step-by-step instructions are embedded in the

system, along with easy access to many application resources.

Resources to use with this Reference Application

e Applicant Handbook—for information about the steps in the application process and
timeline.

e Requirements Manual—for information on what the Commission evaluates for each
accreditation indicator element.

e Website—to find video tutorials and additional information.

Tips for completing the Application

e The full application consists of a series of questions and attachments over three steps in the
process (registration, pre-application, and application). Some responses to questions trigger
required “attachments.” Documentation for a sampling of your land trust’s projects is also
required.

o The format of the AMS application follows the four functional groups included in the
Requirements Manual: governance, finance, transactions, and stewardship.

® In this reference application, the symbol denotes the document(s) to be uploaded. The ?
symbol means there is a definition or explanation in the Glossary & Clarification of

Application Terms. The definitions are also included on the AMS.

e How much is too much? Your answers to the questions should be clear and candid. Do what
you can to help readers understand the work that you do.

®  On the rare occasion your land trust did not meet a requirement, explain the circumstances
(you will be prompted) and see the Requirements Manual for help on what to include.

e Ifyourland trust is legally connected to another entity (like an LLC or supporting

organization), first contact the Commission (info(@landtrustaccreditation.org) to find out if

any additional information is needed. Based on that, see the applicable Addendum for

Multiple Corporations — Basic-Level Information or the Addendum for Multiple

Corporations -- Intermediate-Level Information for what the related entity will need to

provide.
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Note: an applicant must gather the following information prior to submitting its renewal registration form via
the online renewal application system. In addition, the registration requires payment of the $850 renewal
registration fee. The $850 is separate from the application fee due at the time of application. To calculate your

application fee please visit the Timeline and Costs webpage.

Land Trust Information
Is your land trust a member of the Land Trust Alliance?

Dyes 0O no

If no, provide a brief explanation of why the land trust is not a member. (Please note the general
nature of this comment will be shared with the Alliance so it can better understand the needs and

interests of the land trust community.)

Related Corporations *
Does your land trust operate with or have an additional corporation, governing authority, or related entity that
is legally linked to it (such as an LLC or a supporting organization)?

[} yes O no

If yes, provide the name(s) of the entity or entities along with a brief description of your organization'’s

relationship with each.

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.

1 The Applicant Handbook

1 The Requirements Manual

] The applicable Accreditation Fee fact sheet

Application Contents: That our organization will use the online system to submit an application for renewal

and provide evidence that our organization complied with each indicator element and accreditation
requirement throughout its accredited term; evidence includes the following:
1 Acomplete pre-application questionnaire and all required attachments.

1 Acomplete renewal application questionnaire and all required attachments.
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[l Required project and other targeted verification documentation.
(1 Documentation of how our organization met any expectation(s) for improvement issued at the previous

application and/or issued during interim compliance confirmation.

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.

| agree to the Registration Terms of Agreement
0o Agree

T Applicants that operate with or are legally linked to more than one corporation, governing authority, or related
entity (such as an LLC or a supporting organization) must contact the Commission as early as possible in the
application process, so the Commission can determine the level of application information that will be required,
either basic- or intermediate-level information, about the related entity. Please note that additional fees may apply.

For more information see the Commission’s policy, Requirements for Land Trusts with Multiple Corporate

Structures or Corporate Combinations.
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1. Overview of Land Conservation Holdings
Number of conservation easements now held: ____
Number of conservation easement acres now held: ____

. . ?
Number of conservation fee properties’ now owned: ____

Number of conservation fee property acres now owned:

o oo T oo

Does your Land Conservation Project List indicate that there are gaps in your annual conservation
easement monitoring and/or annual conservation fee property inspections or a baseline
documentation report or management plan was not completed on time?

O yes O no

If yes, include 3, explanatory statement(s)

2. Related Entities
Does your land trust have any related corporate entities (such as a LLC, supporting organization) required
to provide additional information in the application?

Dyes 0O no

If yes and you have not yet received a determination on the level of information
required, please contact the Commission as soon as possible. If the Commission has

already made a determination, see Addendum for Multiple Corporations — Basic-

PAUSE

Level Information or Addendum for Multiple Corporations — Intermediate-Level

Information for the information required in the pre-application. Be sure to contact
the Commission iFyou need to make changes to the related entities connected to this
application.

Conflicts of Interest — Review Team Assignments

Please review the list of commissioners and application reviewers and the list of Commission staff. If your land
trust has a real or perceived conflict of interest (positive or negative) with anyone listed, check the box next to
the name(s) of the individual(s) [a list is provided in the online pre- application] with 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 to the team that will review your app/ication.)

Attachments

1. Accreditation Agreement (download template) *Note: applicants can choose to either sign a copy of this

document and upload it into the pre-application or use the e-Signature option in the pre-application to
sign the agreement. The agreement should be signed by an individual with the authority to enter into

contracts on behalf of the organization.
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2. Land Conservation Project List (download template) (View tutorial on completing the List here.)

3. If your Land Conservation Project List indicates that there are gaps in your annual conservation easement
monitoring and/or annual conservation fee property inspections or a baseline or management plan was not
completed on time, attach a statement explaining the circumstances that resulted in each non-compliance
and how your organization has since ensured compliance with this practice.

Governance

Questionnaire & Attachments as applicable

. ? . o e
1. Over the accredited term,’ has your land trust had a land or conservation easement acquisition (purchase
. . . . . . 2
or donation), sale, amendment, or violation with an insider-?

O yes 00 no

If yes, describe each land or conservation easement acquisition (purchase or donation), sale,
amendment, or violation with an insider over the accredited term and include:
a. The name of the project;
The name of the insider;
Insider’s relationship to the land trust;
Date of the acquisition (purchase or donation), sale, amendment, or violation;
Description of the acquisition (purchase or donation), sale, amendment, or violation; and

H o a0 o

How private inurement was avoided.

2. Over the accredited term, has your land trust completed a financial transaction (such as contracts for legal
or bookkeeping services, rental payments, purchases of goods or services, loans) with an insider?

O yes 00 no

I yes, describe each financial transaction with an insider over the accredited term and include:
a. The name of the insider;
b. Insider’s relationship to the land trust;
c. Date of the transaction;
d. Description of the transaction, including, if applicable, length of contract, frequency of
payments, etc.;

o

The amount paid to the insider and how the amount was determined; and

f. How private inurement was avoided.

3. Ifyour land trust answered no to questions 1 and 2, over the accredited term has your land trust managed
any other conflicts of interest involving board members?
Oyes Ono

If yes, briefly describe the most recent example of a conflict management and indicate whether
the board member was absent from the board meeting where there was a vote.
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Finance

Questionnaire

1. What are your land trust’s total anticipated operating expenses? for its current fiscal year?

2. What are your required Legal Defense Reserves as determined by Legal Defense Reserves Calculator

(right-click and select save link as). If your organization operates in more than one state, please use the

Multiple State Legal Defense Reserves Calculator. (View tutorial on completing Calculator here.):

3. 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?

O yes O no

Note: If no, please prepare a defense funding plan to include with your application (such as plan that
includes a specific funding target, specific strategies with timelines to meet the funding targets by the time
of next renewal, a description of any new policies or procedures that will be implemented to carry out the

plan).

Attachments
1. Most recent Form 990 (or Form 990-EZ or Form 990-N) with all schedules and statements
2. A completed Schedule of Dedicated and Restricted Funds (SDRF) (download template) (view tutorial on

completing Schedule here)

3. A completed_ Legal Defense Reserves Calculator (view tutorial on competing calculator here) Note: save

the file to your desktop before completing the form.

Transactions

Questionnaire & Attachments as applicable

1. Over the accredited term, has your land trust has been presented with a land or easement project where
it had substantial concerns about the Form 8283, landowner’s appraisal, appraised value, or other terms
of the transaction?

Dyes 0O no

If yes, for the most recent project where there were concerns, provide the project name and

describe the concerns and action(s) the land trust took to resolve the concerns.
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Stewardship

Questionnaire & Attachments as applicable

1. Over the accredited term, have any of your land trust’s conservation easements been violated or is your
land trust continuing to address older unresolved conservation easement violations?

Oyes Ono Onotapplicable (please explain)

If yes, describe each violation and include:

The name of the project;

The nature of the violation;

How and when the issue was discovered, documented, and investigated;

a0 T o

Who was involved at major steps in the violation process, including the role of the board
and any co-holders; and
e. How the violation was resolved (or if unresolved, the steps being taken to resolve it).

2. Over the accredited term, have you had any ownership challenges on your land trust’s conservation fee
properties or is your land trust continuing to address older unresolved ownership challenges (such as
significant trespass, encroachments, adverse possession claims)?

Oyes Ono O notapplicable (please explain)

If yes, describe each ownership challenge and include:
a. a. The name of the project;

b. The nature of the ownership challenge;
¢. How and when the issue was discovered, documented, and investigated;
d. Who was involved at major steps in the process, including the role of the board and any co-
holders/owners; and
e. How the ownership challenge was resolved (or if unresolved, the steps being taken to
resolve it).

3. Over the accredited term, have any of your land trust’s conservation easements been amended?

Oyes Ono O notapplicable (please explain)

If yes, describe each amendment and include:

a. The name of the project
Who requested the amendment and why;

c. How the amendment resulted in a net beneficial or neutral effect on the protected
conservation values;

d.  How your land trust analyzed the potential for private inurement and/or impermissible
private benefit as a result of granting the amendment; and

e.  Who was involved at major steps in the amendment process, including the role of the
board, any legal counsel, and any co-holders.

Back to table of contents | Renewal Reference \ 8






4. Over the accredited term, have any of your land trust’s conservation easements been extinguished in
whole or in part (such as boundary line adjustments or amendments releasing land from the conservation
easement)?

Oyes Ono O notapplicable (please explain)

If yes, describe each extinguishment and include:

a. The name of the project;

Who requested the extinguishment and why;

c. How much land was released from the conservation easement and how much, if any, land
was added;

d.  How your land trust followed the conservation easement terms with respect to obtaining
judicial review or regulatory review (or obtained written legal counsel determination why
judicial or regulatory review was not needed);

e. How your land trust analyzed the potential for private inurement and/or impermissible

private benefit as a result of granting the extinguishment;
What steps your land trust took to avoid or mitigate harm to conservation values;
Whether your land trust obtained any proceeds and how they were used; and

> oo

Who was involved at major steps in the process, including the role of the board, any legal
counsel, and any co-holders.
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Questionnaire

Land Trust Description

1. Provide a brief description of your land trust. Include the following:
e Information about your land trust’s land conservation work, including any work it does beyond holding
conservation easements or conservation fee properties.
e Asummary of your land trust’s major accomplishments or proudest achievement since its last

application for accreditation.

2. Comments about the value of accreditation and any challenges related to the application process, if any.

Land Trust Update
3. Has your land trust changed its name over its accredited term?

[} yes O no

If yes, provide the former and current name.

4. Hasyour land trust had major changes in its mission, scope, or operations over its accredited term (such as
completing its first conservation easement or accepting its first conservation fee property, expanding its service
area, merging with another organization, accepting a significant number of conservation fee property or
conservation easements from another land trust)?

E\yes 0O no

If yes, describe.

5. Has your land trust had major changes in its board over its accredited term (such as turnover of more than
75% of board members, a large increase or decrease in the size of the board)?

E\yes 0O no

If yes, describe.

6. Has your land trust had changes in key staff over its accredited term (such the addition of or turnover in the
position of executive director or director of land protection)?

Oyes Ono O notapplicable (please explain)

If yes, describe.
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7. Does your land trust need to correct’ the Land Conservation Project List it submitted in its renewal pre-
application?

Dyes 0O no

If yes, provide an updated Land Conservation Project List.

8. Does your land trust have any significant changes (or corrections)’ to make to its Schedule of Dedicated
and Restricted Funds, to demonstrate more clearly how your land trust meets stewardship and defense
funding requirements?

O yes 00 no

If yes, provide a revised Schedule of Dedicated and Restricted Funds.

Attachments

1. Documentation of stakeholder notification of public comment period

2. Ifyour land trust has corrections to its Land Conservation Project List, updated Land Conservation
Project List

3. If your land trust has corrections or updates to its Schedule of Dedicated and Restricted Funds, updated
Schedule of Dedicated and Restricted Funds

Related Entities

If your land trust is applying with multiple, related corporate entities, see Addendum for
PAUSE Multiple Corporations — Basic-lLevel Information or Addendum for Multiple

Corporations — Intermediate-Level Information for the information that is required in

the main application.

The Commission will populate your renewal application with any Expectations for Improvement (EFIs)
received by your land trust as part of its previous accreditation or any interim compliance confirmation. For
each EFI, your land trust will be required to include the following attachments.

A statement describing how and when the EF| was addressed

Corresponding documentation that shows how the EFl was addressed

Governance

Questionnaire
1. Since its last application for accreditation, has your organization amended its articles of incorporation?

Dyes 0O no
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Gl.

G2.

I yes, include G2.

s your land trust in “good standing” in the state it was incorporated?
Oyes Ono
If no, include G3.

Describe the procedures for a) recruiting board members and b) training new board members.

Does your land trust employ staff?
Oyes Ono

If yes, describe a) the board’s process for evaluating the performance of the chief staff person and b)

the date of the most recent evaluation.

Board and Staff

a. Number of board members: ____
b. Number of full-time staff:
¢. Number of part-time staff:

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

Describe how the board established the strategic goals or strategic plan and the date the board last

reviewed them: _____

Did your land trust have an instance when it was not able to show compliance with the requirements in

the Governance section over the accredited term?

E\yes 0O no

If yes, include G10.

Attachments

Signed and dated Board Resolution for renewal application *Note: applicants can choose to either
sign a completed copy of this document and upload it to the application or use the e-Signature option
in the application to complete and sign the resolution. An individual with proper authority should sign
the resolution.

If your land trust amended its articles of incorporation, articles of incorporation (or similar document

such as articles of trust, corporate charter)
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G3.  Ifyourland trust is not in “good standing” in the state it was incorporated: Statement and/or other
related documents explaining a) the circumstances, b) how your land trust is addressing the
circumstances and c) when the land trust expects to be reinstated in “good standing”

G4. Current bylaws

G5S. List of board members and board biographies

Gé6. For the most recent board meeting, a) meeting materials (such as a meeting agenda, minutes of the
previous meeting, and information materials for decision items on the agenda) b) date materials sent and
c) corresponding board-adopted minutes

G7. Strategic goals or strategic plan

G8. Board-adopted Records Policy

GO. Board-adopted Conflict of Interest Policy

G10.  Ifyour land trust has an instance when it was not able to show compliance with the requirements in the

Governance section over the accredited term: Statement and/or related documentation explaining a)

the circumstances, b) the alternative steps your land trust took to meet the intent of the requirement
and/or mitigate risks associated with the non-compliance and c) how your land trust typically
complies with the requirement (The Commission will review the information to determine if the instance

was isolated and rare and risks were reasonably mitigated.)

Finance

Questionnaire
1. Complete the online chart showing total support and revenue, total expenses and whether an audit,

review, or compilation was completed each year over the accredited term

Most Recent Second Third Year Fourth Year Fifth Year

Year Year Prior Prior Prior Prior

Year Ending

Total Support

and Revenue

Total Expenses

Level of External
Financial

Evaluation

2. Did the correspondence that accompanied the most recent audit, review, or compilation of your land
trust’s financial records (including findings from a “Single Audit,” if applicable) indicate that significant
changes should be made to your land trust’s financial procedures?

Oyes Ono O not applicable (please explain)

If yes, include F2a.
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3. Has your land trust amended or filed a new Form 990 (or Form 990-EZ or Form 990-N) since
submitting its pre-application?
Oyes Ono
I yes, include F3.

4. Did your land trust have an operating surplus? at the end of the last fiscal year?
Oyes Ono
If no, include F4.

5. Didyour land trust have sufficient operating reserves’ at the end of the last fiscal year to cover at least
three months of operating expenses?

Dyes 0O no

If no, include F5.

6. Using the results from your land trust’s completed Legal Defense Fund Reserves Calculator submitted in
the pre-application, does your land trust have the necessary board-designated or restricted defense
funding for your conservation fee properties and conservation easements?

Dyes 0O no

If no, include F12

7. Do the classifications of net assets without donor restrictions, with board-designation, and with donor
restrictions in the land trust’s most recent audit, review, or compilation (submitted in the application
above) align with the classifications on the Schedule of Dedicated and Restricted Funds (SDRF)?

[} yes O no

If no, include F15

8. Did your land trust have an instance when it was not able to show compliance with the requirements in

the Finance section over the accredited term?

E\yes 0O no

If yes, include F16

Internal Controls Certification*
o |, [NAME], [TITLE], on [DATE] certify that this land trust has written internal financial controls and

accounting procedures in place and that these controls are periodically tested to ensure they are effective.
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(If you are completing this certification and are not the board chair or executive director, please

indicate the date you received authorization from the board chair or executive director to complete

this certification: [DATE])

*Read more about internal controls

Attachments

F1.  Audited, reviewed, or compiled financial statements including footnotes and disclosures for last three
fiscal years (If your land trust expended more than $750,000 in federal dollars and was required to
obtain a “Single Audit,” include the Schedule of Findings)

O If the audit, review, or compilation is not available yet for the most recent fiscal year: a balance sheet
that shows unrestricted, board-designated, and restricted net assets, and a statement of activities
and a statement describing when the evaluation will be complete

F2.  Management letter” and/or related correspondence from the preparer that accompanied the most

recent audit, review, or compilation

o If your land trust did not receive correspondence from the preparer: Statement of that fact
F2a. If the management letter and/or Schedule of Findings (for a “Single Audit”) indicates significant
changes should be made to your land trust’s financial procedures: Statement describing the actions

taken to address the recommended changes

F3. If your land trust has an updated or new Form 990: Form 990 (or Form 990-EZ or Form 990-N) with

all schedules and statements

F4. If your land trust did not have an operating surplus at the end of the last fiscal year: Statement from a board

officer or executive director explaining the reason for the deficit

FS.  If your land trust did not have operating reserves to cover three months of operating expenses at the end of
the last fiscal year: Report from the board of its evaluation of operating reserve needs and its plan to
address the needs (such as a plan that includes specific funding targets, specific strategies with timelines to

meet the funding targets)
F6. Budget for the current fiscal year

F7.  Most recent financial reports provided to the board, such as a statement of financial position (balance

sheet) and a statement of activities (budget-to-actual report)
F8. Minutes from the following board meetings:

a.  When the budget submitted in F6 was approved
b. When the financial reports submitted in F7 were discussed

c.  When the results of the most recent audit, review, or compilation were presented

F9. Description of how the land trust obtains funds for conservation easement or conservation fee property
stewardship or defense, including applicable materials used to solicit and acknowledge funds (including

template letters) and a statement explaining how the moneys received are classified
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F10. A gift acknowledgement letter for a recent cash donation of more than $250 and the solicitation

materials used to acquire the donation
O If your land trust does not have recent documentation: Statement of that fact
F11. A statement that responds to the following questions.

1. What are your land trust’s greatest risks related to misuse of funds (theft, fraud, misappropriation)?

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

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

4. What are your land trust’s greatest risks related to the payment of expenses for individuals who
have access to checkbooks, bank accounts, or investment accounts?

S. Ifyour land trust has staff, how does the board manage risks associated with setting compensation
for its executive director or chief staff officer?

F11a. Excerpts from or an annotated version of your internal controls’ or accounting procedures that

address the risks your land trust identified in F111-4.

F12. I your land trust does not have the full amount of required defense funds: a defense funding plan with
specific funding targets, specific strategies with timelines to meet the funding targets by the time of
renewal, and a description of any new policies or procedures that will be implemented to carry out the

plan

F13. Dated evaluation of insurance needs by board or delegated entity that documents the type of coverages
reviewed (such as board or committee meeting minutes, analysis of insurance needs by delegated staff
member, recommendations from insurance provider given to the board, report presented to the board or

delegated committee)

F14. Certificate of general liability insurance or equivalent documentation (such as premium summary,

declarations page, or other summary page)

F15. If the classifications of net assets without donor restrictions, with board-designation, and with donor
restrictions in the audit, review, or compilation do not reconcile with the classifications on the SDRF:

Annotated balance sheet or explanation reconciling the SDRF with the financial statements

F16. Ifyour land trust has an instance when it was not able to show compliance with the requirements in the

Finance section over the accredited term: Statement and/or related documentation explaining a) the
circumstances, b) the alternative steps your land trust took to meet the intent of the requirement
and/or mitigate risks associated with the non-compliance and ¢) how your land trust typically complies
with the requirement (The Commission will review the information to determine if the instance was isolated

and rare and risks were reasonably mitigated.)
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Transactions

Questionnaire
1. Has your land trust purchased a conservation easement or conservation fee property over the accredited

term?

Dyes 0O no

If yes, include T2.

3. Hasyour land trust paid more than appraised value when purchasing a conservation fee property or
conservation easement over the accredited term?
Oyes Ono O not applicable (please explain)

If yes, how many times? _____

If yes, include T3.

4. Does your land trust delegate final conservation project approval rather than have the full board approve
each project?
Oyes Ono
If yes, include T4.

5. Does your land trust have and use a conservation easement template?

Oyes 0Ono O not applicable (please explain)

If yes, include T5.

6. Over the accredited term, has your land trust had any donated conservation fee properties or
conservation easement projects?

[} yes O no

If yes, include T6.

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

[} yes O no

If yes, provide a brief summary of the types of projects in process, including whether they are
conservation easements or conservation fee properties and the expected method of acquisition

(bargain sale, donation, purchase, mitigation, other).

8. Describe your land trust’s recordkeeping practices:

Back to table of contents | Renewal Reference ‘ 17





a. How originals (paper or electronic) are kept in a secure manner (such as in a locked cabinet with
limited access, in an archive facility with permission needed for access).

b. How originals (paper or electronic) are protected from damage or loss (such as in a fireproof safe,
a bank vault, an archive facility with sprinklers, password protected site with protections against
accidental document deletion or revision).

c. How originals and copies are stored in a way so both are not destroyed in a single calamity (such
as paper originals and duplicates being stored in separate locations, electronic duplicates backed up on

a remote server or the cloud)

9. Complete the online chart to indicate where the land trust’s records are located.

Document Location of Original Location of Duplicate

Legal agreements, deeds,
conservation easements,

amendments

Critical correspondence,
including those related to
project goals, tax and legal
matters, enforcement, other

matters essential to the project

Baseline documentation reports

(for conservation easements)

Title insurance policies or
evidence of title investigation
(Note: only title insurance policies

are required to be duplicated)

Surveys, if any (Note: only
unrecorded surveys are required to

be duplicated)

Appraisals used to substantiate

the purchase price or used by
the landowner to substantiate
the value on the Form 8283
Forms 8283

Conservation easement

monitoring reports

Conservation fee property

inspection records

Contracts and leases in effect

for long-term land management

activities
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Document Location of Original Location of Duplicate

Conservation easement
stewardship records, including
substantive notices, approvals,
denials, interpretations, exercise

of significant permitted rights

10. Did your land trust have an instance when it was not able to show compliance with the requirements in

the Transaction section over the accredited term?

Dyes 0O no

If yes, include T7.

Attachments

T1.  Project Selection Criteria

T2.  Ifyour land trust purchased conservation fee or a conservation easement over the accredited term, for the
most recent purchase or bargain sale conservation easement or conservation fee property transaction:
a. Independent appraisal (or letter of opinion) used to substantiate the purchase price
b. Purchase price documentation (such as purchase and sale agreement, engagement letter, closing

statement)

T3.  Ifyour land trust paid above appraised value for a land or conservation easement over accredited term:
Evidence justifying the purchase price for the most recent transaction purchased at above appraised
value and documentation that there was no private inurement or impermissible private benefit (such as
with contemporaneous trend data for market appreciation, range of value of similar purchases, market factors
not covered in the appraisal)

T4.  If the full board does not approve each conservation fee and conservation easement transaction: Delegation
of Transaction Approval Policy (or bylaw provisions with applicable limits)

TS5, If your land trust uses a conservation easement template: Conservation easement template

T6.  If your land trust completed donated projects over the accredited term: Example of the written donor
notification of tax code requirements for a recently donated project (if no recent projects, a template
notification along with statement of when the notification is typically provided)

T7.  If your land trust has an instance when it was not able to show compliance with the requirements in the

Transactions section over the accredited term: Statement and/or related documentation explaining a) the
circumstances, b) the alternative steps your land trust took to meet the intent of the requirement

and/or mitigate risks associated with the non-compliance and ¢) how your land trust typically complies
with the requirement (The Commission will review the information to determine if the instance was isolated

and rare and risks were reasonably mitigated.)
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Stewardship

Questionnaire
1. Does your land trust hold one or more conservation easements?

Oyes Ono
If yes, include $1,S2, S3, and S4.

2. Didyour land trust have an instance when it was not able to show compliance with the requirements in

the Stewardship section over the accredited term?

Dyes 0O no

If yes, include S5.

Attachments
S1. Conservation Easement Violation Policy and/or Procedures
S2.  Conservation Easement Amendment Policy and/or Procedures
S3.  Ifyour land trust holds conservation easements, recent example of how your land trust documented (such
as with a monitoring report, baseline supplement or current conditions report) a significant change to the
land covered by the conservation easement (such as resulting from natural disaster or exercise of a
permitted right) or change to the conservation easement (such as resulting from an amendment)
o If your land trust has had no such changes to document, provide a statement of that fact
S4.  If your land trust holds conservation easements, recent example of stewardship records related to a notice,
approval, denial, substantive interpretation, or the exercise of a significant permitted right (such as a
landowner’s notice to the land trust of the intent to build a permitted barn, the land trust’s correspondence
with a landowner denying a requested activity be allowed on the property). Provide:
a. The landowner’s request/notice
b. Your land trust’s response to the landowner
c. The conservation easement deed
d. If approved, documentation used to determine the approved activities were consistent with
conservation easement purposes and terms
e. If approved, documentation used to determine the approved activities did not result in private
inurement or impermissible private benefit

o If your land trust has had no such activities to document, provide a statement of that fact.

S5.  If your land trust has an instance when it was not able to show compliance with the requirements in the

Stewardship section over the accredited term: Statement and/or related documentation explaining a) the
circumstances, b) the alternative steps your land trust took to meet the intent of the requirement

and/or mitigate risks associated with the non-compliance and c) how your land trust typically complies
with the requirement (The Commission will review the information to determine if the instance was isolated

and rare and risks were reasonably mitigated.)
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Subsection of Main Application

TARGETED VERIFICATION DOCUMENTS

To reduce the amount of documentation provided in the overall application, the Commission has shifted
some questions and documentation to the Pre-Application that were part of the Application in the past.
Based on the applicant’s answers and documentation provided in the Pre-Application, the following
verification documents could be requested for higher risk areas (e.g., a routine amendment to add acreage
would not need additional documentation, but an amendment to add a building envelope likely would).
This list helps you understand what documents may be requested for each type of targeted verification
item that is selected. Please note: this documentation is separate from the project documentation for

projects selected by the Commission (click for Conservation Easement Project Documentation) (click for

Conservation Fee Project Documentation).

» It you have already included the requested information as part of your main Application, you will not
need to upload it again. You will be able to simply cross-reference that document using the online
application system.

> Foryour convenience we have included an “Additional Document” opportunity in each section to
explain any missing documentation or provide additional explanations or documents. See instructions

on the online system for “Optional: Provide Additional Documentation.”

Governance

Land or Conservation Easement Transaction with an Insider

A statement describing any ways in which the project varied from any of your land trust’s standard
policies and procedures and, if there were variances, how your land trust avoided actual and perceived
favorable treatment of the insider

Minutes from the meeting when the decision was made on the acquisition (purchase or donation), sale,
amendment, or violation

If the transaction involved a purchase or sale: a) independent appraisal (or letter of opinion) used to
substantiate the purchase price and b) purchase price documentation (such as purchase and sale agreement,
engagement letter, closing statement)

If the transaction involved a land or conservation easement donation or a bargain sale and a tax deduction was
taken: a copy of the Form 8283, any supplemental statement, and the landowner’s corresponding
appraisal

Additional Document:
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Financial Transaction with an Insider

Evidence that shows how your land trust determined there was no private inurement (such as data
supporting the rate of compensation paid [such as 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], minutes from the board meeting documenting discussion of how

the rate was determined, a memo to file documenting that rate research and analysis was conducted)

Minutes of the meeting or other record ofapproval when the decision was made on the financial

transaction

Additional Document:

Land Trusts not Members of the Land Trust Alliance

A statement describing how the land trust plans to stay current on best practices and to provide
professional training to its staff, board, and/or volunteers in the absence of access to programs and

services available to Alliance members

A board resolution adopting the 2017 Land Trust Standards and Practices

Transactions

Evidence of Title Investigation

Complete, recorded deed (of fee title or conservation easement depending on project type)
Evidence of title investigation (such as a title report, title insurance commitment, title insurance policy)

If the title investigation was completed early in the transaction process, evidence the title investigation was
updated within 30 days prior to closing by a title company or attorney (such as with an updated title search
or title insurance commitment, a title insurance policy, written communication from an attorney or title
examiner that the title investigation was brought current at closing, written escrow or closing instructions
requiring the closing agent or title company to bring the title investigation current)

Documentation that shows how encumbrances that could impact the project were addressed, such as:

® Lien or mortgage subordinations or discharges

®  Mineral remoteness report

e Statement describing how the land trust assessed any exceptions for the investigation of mineral,
oil, or gas rights and assessed the risk that the rights were potentially severed

e  Other documentation (such as water rights due diligence report; memo to file with analysis of how

substantial access easements or rights-of-way could impact project)
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Tax Deductions/Transactions of Concern

I

Complete, recorded deed (of fee title or conservation easement depending on project type)

Qualified appraisal used to substantiate the tax donation
o If the landowner did not provide the appraisal, documentation the land trust requested it from the
landowner near the time of signing the Form 8283 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
Signed Form 8283 and supplemental statement

Documentation of the land trust’s actions to address substantial concerns about the appraised value,
appraisal, Form 8283, or other terms of the transaction (including one or more of the following:
documenting concerns were shared with the donor, seeking an independent substantiation of value, withdrawing
from the transaction prior to closing, asking to see the landowner’s appraisal prior to closing, documenting the

board’s decision to proceed with the transaction and/or with signing the Form 8283, refusing to sign the Form
8283)

Additional Document:

Transactions Addressed in Land Trust Alliance Tax Shelter Advisory

Complete, recorded deed (of fee title or conservation easement depending on project type)

If a conservation easement: Complete, signed baseline documentation report (or current conditions report)
Qualified appraisal used to substantiate the tax donation

Signed Form 8283 and supplemental statement

Documentation of the land trust’s comprehensive due diligence and analysis prior to closing to determine
if the transaction met the terms of the Land Trust Alliance Tax Shelter Advisory (such as understanding the
people behind the donor entity; evaluating the project against Practice 10C4; providing written notification to
the donor of the requirements for accepting a donation of land or conservation easement; obtaining an opinion
from outside legal counsel on whether the entire transaction complies with all state and federal laws, the
Standards, the Tax Shelter Advisory, the Internal Revenue Code, and U.S. Treasury Regulations; reviewing the
due diligence documents and appraisal before closing; seeking additional substantiation of value; sharing
concerns with the donor)

Any board meeting minutes or other dated records showing the land trust’s board was informed of

potential concerns about the transaction and whether it considered taking any action in response to the

potential concerns

Material provided to the board (or other delegated authority) before the meeting for final approval of the

project along with date materials sent

Minutes of the board meeting when the project was approved or other record of final decision

Additional Document:

)3
o)
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Transactions and

Stewardship

Verification of Older Conservation Easement Project(s)

Complete, recorded conservation easement
Complete, signed baseline documentation report
Any baseline documentation report updates, current conditions reports, or supplements

Monitoring reports from over the accredited term

If applicable for selected project:

Recent example of how your land trust documented (such as with a monitoring report, baseline supplement
or current conditions report) a significant change to the land covered by the easement (such as resulting
from natural disaster or exercise of a permitted right) or changes to the conservation easement (such as

resulting from an amendment)

If applicable for selected project:

Recent example of stewardship records related to a notice, approval, denial, substantive interpretation, or
the exercise of a significant permitted right (such as a landowner’s notice to the land trust of the intent to
build a permitted barn, the land trust’s correspondence with a landowner denying a requested activity be allowed
on the property). Provide a) the landowner’s request/notice and b) your land trust’s response to the

landowner.

If activity approved: documentation used to determine the approved activities were consistent with

conservation easement purposes and terms (such as memo to file, board, or committee minutes)

lfactivity approved: documentation used to determine the approved activities did not result in private

inurement or impermissible private benefit

Additional Document:

Verification of Older Conservation Fee Project(s)

Complete, recorded deed of fee title

Current management plan

Inspection reports from over the accredited term (If land trust inspects more than one time per year, provide

one representative report from each year)

(i)

Additional Document:
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Stewardship

Conservation Easement Enforcement

AN
Evidence of how the conservation easement violation was discovered, documented, and reviewed (such as

monitoring report, minutes of board or committee meetings, internal memos, communications with landowners)
Documentation that the conservation easement violation was or is being resolved

Documentation used to determine that the enforcement actions did not result in private inurement or

impermissible private benefit

AN
Documentation used to determine the enforcement actions were consistent with conservation values

and/or restrictions

If applicable, documentation that the co-holder was involved according to the terms of the conservation

easement or other agreement

Additional Document:

Conservation Property Ownership Challenges

Evidence of how the significant conservation property ownership challenge (such as significant trespass,
encroachment) was discovered, documented, and reviewed (such as monitoring/inspection report, minutes of

board or committee meetings, internal memos)

Documentation that the ownership challenge was or is being resolved

Additional Document:

Conservation Easement Amendments

Before- and after-version of the conservation easement deed (or a tracked-changes version)

Materials provided to the board (or delegated entity) in advance of its approval of the amendment

Record of the approval of the amendment (such as minutes ofthe board meeting when the amendment was

approved, board resolution, other record of final decision)

[

If not included in the above, documentation used to determine that the amendment resulted in a net

beneficial or neutral effect on the conservation values

(I

Documentation used to determine that the amendment did not result in private inurement or
impermissible private benefit (such as appraisal, letter of opinion from qualified real estate professional,

correspondence with legal counsel, memo to file)

(i)

If applicable, documentation that the co-holder was involved according to the terms of the conservation

easement or other agreement
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If applicable, documentation (such as a monitoring report, baseline supplement, or current conditions report)

of the change to the conservation easement as a result of the amendment

Additional Document:

Conservation Easement Extinguishment

Before- and after-version of the conservation easement deed (or a tracked-changes version)

Materials provided to the board (or delegated entity) in advance of its approval of the extinguishment

Record of the approval (such as minutes of the board meeting when the extinguishment was approved, board

resolution, other record of final decision)

(I

Documentation used to determine that there was no private inurement or impermissible private benefit
conferred by the extinguishment (such as appraisal, letter of opinion from qualified real estate professional,

correspondence with legal counsel, memo to file)

I

Evidence that the land trust took the following actions:
e Followed the conservation easement terms with respect to obtaining judicial or regulatory review
(or obtained written legal counsel determination why judicial review not needed)
e Took steps to avoid or mitigate harm to conservation values

e Used any proceeds appropriately

If applicable, documentation that the co-holder was involved according to the terms of the conservation

easement or other agreement

Additional Document:
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Subsection of Main Application

CONSERVATION EASEMENT PROJECT

The Commission will select a sampling of your easement projects and will decide on the type of specific
information needed for each one (for instance, enforcement and amendments may or may not be
requested depending on timing of the project and the information provided in the pre-application). These
projects are selected from those projects completed over the accredited term. This section shows the type

of information the Commission may select, to help you organize your records.

> If you have already included the requested information as part of your main application, you will not
need to upload it again. You will be able to simply cross-reference that document using the online
application system.

> Foryour convenience we have included an “Additional Document” opportunity in each section to

explain any missing documentation or provide additional explanations or documents. See instructions

General Background Documents

Brief description of the project, including project name, size, type of transaction (such as purchase,
donation, bargain sale, mitigation, transfer), date of acquisition, the role of any partners, clarification of any
unusual circumstances that complicated the project, and any other information that will help the reviewer

understand the project.

If co-held with another entity, any co-hold agreements

If a mitigation project, any mitigation agreements

If your land trust was not able to show compliance with the requirements in this project: Statement and/or
related documentation explaining a) the circumstances, b) the alternative steps your land trust took to

meet the intent of the practice and/or mitigate risks associated with the non-compliance and c) how your

land trust typically complies with the requirement

Additional Document:

Finance

Gift Acknowledgement and Donor Restriction %82 583

Letter or other written acknowledgement of easement or land gifts valued at more than $250 (if donation

or bargain sale)
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If applicable, a) solicitation and b) signed acknowledgement for a stewardship and/or defense gift related

to the conservation easement

Additional Document:

Transactions

8B2, 8C1, 9F1, 9F1(A), 9F2,9F3, 9H1,9H2

Project Due Diligence

Evidence that your land trust reviewed the project against its project selection criteria (such as completed

criteria worksheets or checklists, site evaluation checklists, project planning sheets, meeting minutes)

Evidence of visual inspection? before closing (such as site evaluation checklists, site visit report, date-stamped

photos of the property, contemporaneous notes, or internal communications)

Evidence of title investigation (such as a title report, title insurance commitment, title insurance policy)

e If the conservation easement was transferred from a conservation partner, the title investigation
documentation can be a complete title investigation, a copy of the conservation partner’s past title
investigation along with evidence the title investigation was brought current within 30 days of closing,
or a statement of how the land trust assessed and addressed title risks (such as by evaluating the title

information from the conservation partner, conducting additional title investigation)

If the title investigation was completed early in the transaction process: evidence the title investigation was
updated within 30 days prior to closing by a title company or attorney (such as with an updated title search
or title insurance commitment, a title insurance policy, a written communication from an attorney or title
examiner that the title investigation was brought current at closing, written escrow or closing instructions

requiring the closing agent or title company to bring the title investigation current)

Documentation that shows how encumbrances that could impact the project were addressed, such as
e Lien or mortgage subordinations or discharges
¢  Mineral remoteness report
e Statement describing how the land trust assessed any exceptions for the investigation of mineral,
gas or oil rights and assessed the risk that the rights were potentially severed
e Other documentation (such as water rights due diligence report; memo to file with analysis of how

substantial access easements or rights-of-way could impact project)

Additional Document:

If conservation easement was purchased:
Purchase price documentation (such as purchase and sale agreement, engagement letter, closing statement)

Independent appraisal (or letter of opinion) used to substantiate the purchase price

If purchased above the appraised value:
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Evidence justifying the purchase price and documenting that there was no private inurement or
impermissible private benefit (such as with contemporaneous trend data for market appreciation, range of

value of similar purchases, market factors not covered in the appraisal)

Additional Document:

Project Review and Approval3D1

Material provided to the board (or other delegated entity) before the meeting to decide final approval of

the project along with date materials sent
Minutes of the board meeting when the project was approved or other record of final decision

If project significantly changed after approval, documentation that notice of change was provided to the
board or delegated entity

If approval delegated, notification of project completion provided to the board
Additional Document:

9D2, 9E1, 9E2, 9F3

Conservation Easement and Fee Title Deeds

AN
Complete, recorded deed of conservation easement

Baseline Documentation Report'B! 112

Complete, signed baseline documentation report

If applicable, any baseline documentation report updates, current conditions reports, or supplements

If baseline documentation report was not completed at closing, interim data and a schedule for finalizing the

full report, that was completed and signed by closing

[

Additional Document:

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

If applicable for selected project:
Qualified appraisal used to substantiate the tax donation

o If the landowner did not provide the appraisal, documentation the land trust requested it from the
landowner near the time of signing the Form 8283 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
Signed Form 8283 and supplemental statement

If the land trust had substantial concerns about the appraised value, appraisal, Form 8283, or other terms of
the transaction: documentation of the land trust’s actions (including one or more of the following:
documenting concerns were shared with the donor, seeking an independent substantiation of value, withdrawing
from the transaction prior to closing, asking to see the landowner’s appraisal prior to closing, documenting the

board’s decision to proceed with the transaction and/or with signing the Form 8283, refusing to sign the Form

8283)
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Additional Document:

Transactions Addressed in Land Trust Alliance Tax Shelter Advisory '0¢4

lfa project completed with a pass-through entity of unrelated parties that have held the property for less than three

years:

Documentation of the land trust’s comprehensive due diligence and analysis prior to closing to determine
if the transaction met the terms of the Land Trust Alliance Tax Shelter Advisory (such as understanding the
people behind the donor entity; evaluating the project against Practice 10C4; providing written notification to
the donor of the requirements for accepting a donation of land or conservation easement; obtaining an opinion
from outside legal counsel on whether the entire transaction complies with all state and federal laws, the
Standards, the Tax Shelter Advisory, the Internal Revenue Code, and U.S. Treasury Regulations; reviewing the
due diligence documents and appraisal before closing; seeking additional substantiation of value; sharing

concerns with the donor)

Any board meeting minutes or other dated records showing the land trust’s board was informed of
potential concerns about the transaction and whether it considered taking any action in response to the

potential concerns

Additional Document:

Stewardship
| Conservation Easement Monitoring

Conservation Easement Monitoring11C2

Conservation easement monitoring reports from over the accredited term (or since acquired if within the
past five years)
Additional Document:

11H1 1N

Conservation Easement Amendments

and Extinguishments

lfse/ected project was amended or extinguished:
Before- and after-version of the conservation easement deed (or a tracked-changes version)

Materials provided to the board (or delegated entity) in advance of its approval of the

amendment/extinguishment

Record of the approval (such as minutes of the board meeting when the amendment/extinguishment was

approved, board resolution, other record of final decision)

(I

If not included in the above, documentation used to determine that the amendment resulted in a net

beneficial or neutral effect on the conservation values

(i)

Documentation used to determine that the amendment did not result in private inurement or
impermissible private benefit (such as appraisal, letter of opinion from qualified real estate professional,

correspondence with legal counsel, memo to file)
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If applicable, documentation that the co-holder was involved according to the terms of the conservation

easement or other agreement

If applicable, documentation (such as a monitoring report, baseline supplement, or current conditions report)

of the change to the conservation easement as a result of the amendment

If an extinguishment, also evidence that the land trust took the following actions:
e Followed the conservation easement terms with respect to obtaining judicial or regulatory review
(or obtained written legal counsel determination why judicial review not needed)
e Took steps to avoid or mitigate harm to conservation values

e Used any proceeds appropriately
Additional Document:

Conservation Easement Enforcement!'E?

If applicable for selected project:

AN
Evidence of how the conservation easement violation was discovered, documented, and reviewed (such as
monitoring/inspection report, minutes of board or committee meetings, internal memos, communications with

landowners)
Documentation that the conservation easement violation was or is being resolved

Documentation used to determine that the enforcement actions did not result in private inurement or

impermissible private benefit

and/or restrictions

If applicable, documentation that the co-holder was involved according to the terms of the conservation

Documentation used to determine the enforcement actions were consistent with conservation values
easement or other agreement

Additional Document:

Stewardship Records!'B3, 113

If applicable for selected project:

Recent example of how your land trust documented (such as with a monitoring report, baseline supplement
or current conditions report) a significant change to the land covered by the easement (such as resulting
from natural disaster or exercise of a permitted right) or changes to the conservation easement (such as

resulting from an amendment)

If applicable for selected project:

Recent example of stewardship records related to a notice, approval, denial, substantive interpretation, or
the exercise of a significant permitted right (such as a landowner’s notice to the land trust of the intent to
build a permitted barn, the land trust’s correspondence with a landowner denying a requested activity be allowed
on the property). Provide a) the landowner’s request/notice and b) your land trust’s response to the

landowner.
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If activities approved, documentation used to determine the approved activities were consistent with

conservation easement purposes and terms (such as memo to file, board or committee minutes)

If activities approved, documentation used to determine the approved activities did not result in private

inurement or impermissible private benefit

Additional Document:
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Subsection of Main Application

CONSERVATION FEE PROJECT DOCUMENTATION

The Commission will select a sampling of your conservation fee projects and will decide on the type of
specific information needed for each one (for instance, addressing ownership challenges, or inspections
may or may not be requested depending on timing of the project and the information provided in the pre-
application). These projects are selected from those projects completed over the accredited term. This

section shows the type of information the Commission may select, to help you organize your records.

> Ifyou have already included the requested information as part of your main application, you will not
need to upload it again. You will be able to simply cross-reference that document using the online
application system.

> For your convenience we have included an “Additional Document” opportunity in each section to
explain any missing documentation or provide additional explanations or documents. See instructions

on the online system for “Optional: Provide Additional Documentation.”

General Background Documents

Brief description of the project, including project name, size, type of transaction (such as a purchase,
donation, bargain sale, mitigation, transfer), date of acquisition, the role of any partners, clarification of any
unusual circumstances that complicated the project, and any other information that will help the reviewer

understand the project.

If applicable, co-hold or co-owner agreement

If a mitigation project, any mitigation agreements

If your land trust was not able to show compliance with the requirements in this project: Statement and/or
related documentation explaining a) the circumstances, b) the alternative steps your land trust took to

meet the intent of the practice and/or mitigate risks associated with the non-compliance and c) how your

land trust typically complies with the requirement

Additional Document:

Finance

Gift Acknowledgement and Donor Restriction 5B2, 5B3

Letter or other written acknowledgement of easement or land gifts valued at more than $250 (if donation

or bargain sale)
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If applicable, a) solicitation and b) signed acknowledgement for a defense and/or management/stewardship
gift
Additional Document:

Transactions

8B2, 8C1, 9F1, 9F1(A), 9F2,9F3, 9H1,9H2

Project Due Diligence

Evidence that your land trust reviewed the project against its project selection criteria (such as completed

criteria worksheets or checklists, site evaluation checklists, project planning sheets, meeting minutes)

Evidence of visual inspection? before closing (such as site evaluation checklists, site visit report, date-stamped

photos of the property, contemporaneous notes, or internal communications)

Evidence of title investigation (such as a title report, title insurance commitment, title insurance policy)
® If the property was acquired from a conservation partner, the title investigation documentation can be
a full title investigation, a copy of the conservation partner’s past title investigation along with evidence
the title investigation was brought current within 30 days of closing, or a statement of how the land
trust assessed and addressed title risks (such as by evaluating the title information from the

conservation partner, conducting additional title investigation)

If the title investigation was completed early in the transaction process: evidence the title investigation was
updated within 30 days prior to closing by a title company or attorney (such as with an updated title search
or title insurance commitment, a title insurance policy, a written communication from an attorney or title
examiner that the title investigation was brought current at closing, written escrow or closing instructions
requiring the closing agent or title company to bring the title investigation current)

Documentation that shows how encumbrances that could impact the project were addressed, such as

® Lien or mortgage discharges

®  Mineral remoteness report

e Statement describing how the land trust assessed any exceptions for the investigation of mineral,
oil and gas rights and assessed the risk that the rights were potentially severed

e  Other documentation (such as water rights due diligence report; memo to file with analysis of how

substantial access easements or rights-of-woy could impact project)

Additional Document:

If conservation fee property was purchased:
Purchase price documentation (such as purchase and sale agreement, engagement letter, closing statement)

Independent appraisal (or letter of opinion) used to substantiate the purchase price

If purchased above the appraised value:
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Evidence justifying the purchase price and documenting that there was no private inurement or
impermissible private benefit (such as with contemporaneous trend data for market appreciation, range of

value of similar purchases, market factors not covered in the appraisal)

Additional Document:

Project Review and Approval3D1

Material provided to the board (or other delegated entity) before the meeting to decide on final approval

of the project along with the date materials sent

Minutes of the board meeting when the project was approved or other record of final decision

If project significantly changed after approval, documentation that notice of change was provided to the
board or delegated entity

lfopproval delegated: notification of project completion provided to the board
Additional Document:

9D2, 9E1, 9E2, 9F3

Conservation Easement and Fee Title Deeds

Complete, recorded deed of fee title

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

If applicable for selected project:

Qualified appraisal used to substantiate the tax donation
® If the landowner did not provide the appraisal: documentation the land trust requested it from the
landowner near the time of signing the Form 8283 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
Signed Form 8283

If the land trust had substantial concerns about the appraised value, appraisal, Form 8283, or other terms of
the transaction: documentation of the land trust’s actions (including one or more of the following:
documenting concerns were shared with the donor, seeking an independent substantiation of value, withdrawing
from the transaction prior to closing, asking to see the landowner’s appraisal prior to closing, documenting the

board’s decision to proceed with the transaction and/or with signing the Form 8283, refusing to sign the Form

8283)
Additional Document:

Transactions Addressed in Land Trust Alliance Tax Shelter Advisory10C4

If project completed with a pass-through entity of unrelated parties that have held the property for less than three

years:

Documentation of the land trust’s comprehensive due diligence and analysis prior to closing to determine
if the transaction met the terms of the Land Trust Alliance Tax Shelter Advisory (such as understanding the
people behind the donor entity; evaluating the project against Practice 10C4; providing written notification to
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the donor of the requirements for accepting a donation of land or conservation easement; obtaining an opinion
from outside legal counsel on whether the entire transaction complies with all state and federal laws, the
Standards, the Tax Shelter Advisory, the Internal Revenue Code and U.S. Treasury Regulations; reviewing the
due diligence documents and appraisal before closing; seeking additional substantiation of value; sharing

concerns with the donor)

Any board meeting minutes or other dated records showing the land trust’s board was informed of

potential concerns about the transaction and whether it considered taking any action in response to the

potential concerns

Additional Document:

Stewardship

Conservation Property |nspections12C2

‘ ‘

Inspection reports from over the accredited term (or since acquired if within past five years; include one

representotive report from each year)

Additional Document:

12B1

Conservation Property Management Plans
Current management plan

Additional Document:

12C3

Conservation Property Ownership Challenges

If applicable for selected project:

IEZRIE

Evidence of how the significant conservation property ownership challenge (such as significant trespass,
encroachment) was discovered, documented, and reviewed (such as inspection report, minutes of board or

committee meetings, internal memos)
Documentation that the ownership challenge was or is being resolved

Additional Document:
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ADDENDUM FOR MULTIPLE CORPORATIONS:

BASIC-LEVEL INFORMATION

This section only applies to those organizations with related entities

The Land Trust Accreditation Commission takes a scaled approach to its review of land trusts that operate
under a multiple corporation structure. The Commission requires information about all of the organizations,
but the level of information required varies depending on the nature of the relationship and the role of each
organization. The purpose of examining all organizations is twofold:

1. Help preserve the integrity of the accreditation program by preventing confusion over or
unauthorized use of the accreditation seal by entities affiliated with accredited organizations, and

2. Ensure that the Commission has the full set of information that it needs about the applicant and the
related organization at the time of application.

This addendum is for those multiple corporate structures the Commission has determined need to provide
basic-level information as per its policy. See the Commission’s policy on Multiple Corporate Structures for

more information.

For the basic level, the Commission will require additional information in the pre-application and main
application section to help it understand the structure and relationship among the entities. Project
documentation, while generally not necessary, may be required at the Commission’s sole discretion. The
Commission will not verify a basic level entity’s compliance with Land Trust Standards and Practices and
program requirements and will not award the related entity use of the accreditation seal.

PRE-APPLICATION
At pre-application, a related entity will need to provide:

1. Overview of Land Conservation Activities for the related entity
Number of conservation easements now held by the entity: ____

Number of conservation easement acres now held by the entity: ____

a
b
c.  Number of conservation fee properties now held by the entity: ____
d

Number of conservation fee property acres now owned:

Attachments

Land Conservation Project List (download template) (View tutorial on completing the List here.)

APPLICATION
At application, the related entity will need to provide:

Attachments
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1. Statement describing the nature and purpose of the relationship between the primary organization and
the related entity

N

Written documentation that provides evidence of which party has the responsibility for stewardship of the
conservation fee properties or conservation easements (See Note)

Atrticles of Incorporation

Current bylaws or operating agreements

List of current board members and board member biographies

Schedule of Dedicated and Restricted Funds, if the related entity holds funds

o N w

Annotations

Note: The Commission has an obligation to ensure that the lands held by the primary organization and/or its
related entity are adequately stewarded. As such, the Commission will need documentation of who is
responsible for the lands of the related entity. This documentation can take a variety of forms, including a

memorandum of understanding, board resolution, attestation, etc.
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The Land Trust Accreditation Commission takes a scaled approach to its review of land trusts that operate
under a multiple corporation structure. The Commission requires information about all of the organizations,
but the level of information required varies depending on the nature of the relationship and the role of each
organization. The purpose of examining all organizations is twofold:

1. Help preserve the integrity of the accreditation program by preventing confusion over or
unauthorized use of the accreditation seal by entities affiliated with accredited organizations, and

2. Ensure that the Commission has the full set of information that it needs about the primary
organization and the related organization at the time of application.

This application addendum is for those multiple corporate structures the Commission has determined need to
provide intermediate-level information as per its policy. See the Commission’s policy on Multiple Corporate

Structures for more information.

For the intermediate level, the Commission will ook to see that both the primary organization and the related
entity are compliant with Land Trust Standards and Practices and program requirements with the understanding
that in certain areas one organization may be able to draw its compliance from the other organization (see
section below on Documenting Shared Compliance). Project documentation and verification items from both
the primary organization and the related entity will generally be required. The accreditation seal, if the primary
and related entities are granted accreditation or renewed accreditation, would be awarded jointly to the
organizations for the length of the accreditation term so long as both the primary organization and the related
entity remain linked. If the organizations were to separate, then this action would trigger the Commission’s
Compliance Confirmation Policy and Procedures.

Documenting Shared Compliance

Each organization must comply with each accreditation indicator element and requirement, but shared
compliance for some Governance and Finance requirements may be acceptable if the shared compliance is
demonstrated through formal agreements (such as a memorandum of agreement, board resolution, or other
written agreements). The related entity can also use materials already uploaded in the primary applicant’s
application as needed.

Documenting Shared Policies or Procedures

If the related entity uses the same policies or procedures as the primary organization, then the related entity
can simply cross-reference the location of the documentation in the primary organization’s application
materials. If the document is a policy, then the related entity’s board will need to adopt the policy. If it is a
procedure, then it needs to be clear that that procedure applies to the related entity (such as the procedure
listing the primary organization and related entity, the related entity’s board adopting the procedure, etc.).
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PRE-APPLICATION
At pre-application, the related entity will need to provide.

Overview of Land Conservation Activities for the related entity

a. Number of conservation easements now held by the entity: ____
b.  Number of conservation easement acres now held by the entity: ____
c.  Number of conservation fee properties now held by the entity: ____

Number of conservation fee property acres now owned: ____

Finance Questions for the related entity

1. What are the entity’s total anticipated operating expenses for its current fiscal year?
2. What are the entity’s required Legal Defense Reserves as determined by the completed Legal Defense

Reserves Calculator (right-click and select save link as). If your organization operates in more than one state,

please use the Multiple State Legal Defense Reserves Calculator. (View tutorial on completing Calculator

here.)

3. Using the results from the Legal Defense Fund Reserves Calculator, does the entity have the necessary
board-designated or restricted defense funding? (If no, the entity will need to show it has half of the
required funds and provide a fundraising plan in the application.)

[} yes O no

ATTACHMENTS

I a requested attachment does not apply to the related entity, please upload a brief statement describing why
it is not applicable.

Number | Attachment Name

1 Accreditation Agreement

2 Land Conservation Project List(s) (LCPL)

3 Most recent Form 990 (or Form 990-EZ or Form 990-N, as applicable) with all schedules and
statements

4 Final tax determination letter for the Internal Revenue Service (if related entity is tax-exempt)

Schedule of Dedicated and Restricted Funds, if the related entity holds funds

6 A completed Legal Defense Reserves Calculator (view tutorial on completing Calculator here)

Note: save the file to your desktop before completing the form
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Number

Attachment Name

7 Describe any and all financial transactions with an insider during the accredited term and include

for each:

a. The name of the insider;

b. Insider’s relationship to the organization;

c. Date of the transaction;

d. Description of the transaction, including, if applicable, length of contract, frequency of
payments, etc.;

e. The amount paid to the insider and how the amount was determined; and

f. How private inurement was avoided.

8 Describe any and all land or conservation easement acquisitions (purchase or donation), sale,

amendment, or violations with an insider during the accredited term and include for each:

a. The name of the project

b. The name of the insider;

c. Insider’s relationship to the organization;

d. Date of the acquisition (purchase or donation), sale, amendment, or violation;

e. Description of the acquisition (purchase or donation), sale, amendment, or violation; and
f. How private inurement was avoided.

9 Provide a statement describing the most recent project presented to your organization where it
had substantial concerns about the Form 8283, landowner’s appraisal, appraised value, or other
terms of the transaction. Include the project name, a description of the concerns, and action(s)
the land trust took to resolve the concerns

10

Describe any and all easement violations that occurred during the accredited term and include for

each:

a. The name of the project;

b. The nature of the violation;

c. How and when the issue was discovered, documented, and investigated;
d.

Who was involved at major steps in the violation process, including the role of the board and

any co-holders; and

e. How the violation was resolved (or if unresolved, the steps being taken to resolve it)

1

Describe all ownership challenges (such as significant trespass, encroachments, adverse possession
claims) during the accredited term, and/or any older unresolved ownership challenges, on your
organization's conservation fee properties. Include in your description for each:

a. The name of the project;

b. The nature of the ownership challenge;

c. How and when the issue was discovered, documented, and investigated,;

d.  Who was involved at major steps in the process, including the role of the board and any co-

holders/owners; and

e. How the ownership challenge was resolved (or if unresolved, the steps being taken)
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Number | Attachment Name

12 Describe any and all amendments that occurred during the accredited term and include for each:

a. The name of the project;
Who requested the amendment and why;

c. How the amendment resulted in a net beneficial or neutral effect on the protected
conservation values;

d. How your organization analyzed the potential for private inurement and/or impermissible
private benefit as a result of granting the amendment; and

e. Who was involved at major steps in the amendment process, including the role of the board,

any legal counsel, and any co-holders

13 Describe any and all extinguishments (such as boundary line adjustments or amendments releasing
land from the conservation easement) that occurred during the accredited term and include for

each:
a. The name of the project;
b.  Who requested the extinguishment and why;

c. How much land was released from the conservation easement and how much, if any, land was

added;

d. How your organization followed the conservation easement terms with respect to obtaining
judicial review or regulatory review (or obtained written legal counsel determination why

judicial or regulatory review not needed);

e. How your organization analyzed the potential for private inurement and/or impermissible

private benefit as a result of granting the extinguishment;
f. What steps your organization took to avoid or mitigate harm to conservation values;

g. Whether your organization obtained any proceeds and how they were used; and

>

Who was involved at major steps in the process, including the role of the board, any legal

counsel and any co-holders

APPLICATION

Each related entity will need to complete an entire application as does the primary organization, plus submit
these additional documents. The related entity can also use materials already uploaded in the primary
applicant’s application as applicable (see Documenting Shared Compliance and Documenting Shared Policies
or Procedures).

Number | Attachment Name

1 Statement describing the nature and purpose of the relationship between the primary organization
and the related entity

2 Statement describing how it is determined which entity takes a particular project

3 Evidence documenting any shared compliance for governance and/or finance requirements (such

as memorandum of agreement, attestation, board resolution)
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Number | Attachment Name

4 Description of how money, if any, is transferred from one organization to the other and how this is
tracked (see Note)

5 If the related entity relies on the primary organization for covering expenses related to
conservation fee property management and/or conservation easement stewardship, then a written

agreement that formalizes this cost-sharing role

6 If the related entity is not a land trust member of the Land Trust Alliance, provide a board
resolution adopting the 2017 Land Trust Standards and Practices

Annotations

Note: In some multiple corporation structures, one organization’s finances are the responsibility of the other
organization. Further, the financial statements and independent financial review or audit may be conducted
jointly. If this situation is the case, then the related entity can show its compliance with this practice through
the primary organization or vice versa via a formal agreement (such as a memorandum of understanding,

board resolution, policy, etc.).
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AMS: Accreditation Management System; online application and communication system between the Commission

and applicants.

Conservation Fee Properties: Land held in fee for conservation purposes at the time of the application. If land is
acquired because of its conservation value, even if held for transfer or sale with a conservation easement, it
should be listed on the Land Conservation Project List and is subject to the applicable accreditation

requirements.

Impermissible Private Benefit: Occurs when a tax-exempt organization provides more than an “incidental” benefit

to a non-insider.

Insider: Board members; staff (if any); substantial contributors; parties related to board members, staff, and
substantial contributors; those who have an ability to influence the decisions of the land trust; and those with

access to information not available to the general public.

Internal Controls: Internal controls are a system of checks and balances designed to safeguard the assets of the

organization and to help ensure that resources are directed to appropriate and authorized purposes.

Management letter: Correspondence from a certified public accountant (CPA) to the land trust board that
presents any concerns about the reliability of the fiscal systems and accounting data that were identified as part

of the audit, review, or compilation.
Operating expenses: Unrestricted expenses excluding the costs of purchasing land or conservation easements.

Operating reserves: Net assets without donor restrictions; exclude land, property, equipment, and any net assets

board-designated for stewardship and defense but include net assets with donor restrictions for operations.

Operating surplus: Net assets without donor restrictions, excluding land, property, and equipment, show an

increase at end of fiscal year.

Over the accredited term: The application asks a land trust to report on its activities over its accredited term. At
first renewal, the accredited term begins as of the date specified in the accreditation award letter and license
agreement. At subsequent renewals, the reporting period for the accredited term begins as of the date of the

renewal award letter.

Older projects: The application asks a land trust for evidence of how it upheld its stewardship obligations using older
projects (such as baseline documentation report contents, annual conservation easement monitoring,
management plan contents, and annual fee inspections). The documentation requested can be from projects the

land trust completed before it was accredited.
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Policy: A written, board-adopted document specifying a course of action to guide and determine present and future

decisions.

Private Inurement: An action in which a person who is an insider to a tax-exempt organization derives a benefit
from the organization without giving something of at least equal value in return. The Internal Revenue Service
(IRS) prohibition on inurement is absolute. The IRS also imposes penalties on directors, officers, key employees,
and other insiders who engage in transactions that confer an excess benefit on the individual (“excess benefit

transaction”).

Visual inspection: Site inspection conducted before deciding whether to acquire conservation land or a

conservation easement.

When to submit a corrected Land Conservation Project List (LCPL): If the land trust has additional
information (such as monitoring/inspection dates, baseline documentation reports or management plan
completion dates) that might help confirm compliance with requirements or if the land trust now holds a

different type of project (such as the land trust accepted its first conservation fee property).

When to correct/change the Schedule of Dedicated and Restricted Funds (SDRF): If there have been
substantial changes from the one provided in the pre-application (such as a substantial increase or

decrease in fund value or a new fund) that might impact compliance with the requirements.
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