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A Completing the Application
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Applicant Handbook

Companion to the Application tor Land Trusr Acerediration
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Application

A Application Questionnaire

A Attachments

A Project Documentation




Application Questionnaire

APPLICATION (JUFSTIONNAIRE

A Adobe PDF Form | z=se=

Tl fand frust has & clear meriion tha serves @ pabiic inferers, amd all pregrams sagpor? diar

biliialli

Frocece 14 - Sfizoen
P bired cocdipets, ek o

ATips for using form | =
online

A Adobe Reader 9.1

B 1 Whet s your crgeniztios's nssion?

B2 Whetyees was it adopbed amd wie was it last updated?

B 3 Dascrits whan and Bow the board Dt reviawed the mission satmmeet in 2
formal wary, such 25 of a boasd mesting, plansing metmeat, special uant, qic.




Application Questionnaire
Tips

A Answer all questions

A Be candid and concise
A Explain special circumstances

A Help the reader




Master Attachment Checklist &
Attachments

A Attachments listed on Master Attachment
Checklist and in application

A Al'l required unl ess
A Documentation of practice implementation
A Provide the best evidence




Attachments

Statements

A Allow for expository answers or attachment of
relevant documents

A Easier than Adobe Form!
A Be sure to address all parts
A Remember questionnaire tips




Board Resolution

A Board resolution
requiredi plan ahead!




o Attachments

Documentation of Public Notlce

A Newsletter
A Letter to knowledgeable colleagues
A Press release

A Website

(Sample text iMpplication Handbook)
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The Master

Attachment
Checklist

Binder Table of
Contents

A\dobe PDF Form
AList documents by title
ANo need to attach a
document more than

once I note location on
MAC -

MASTER ATTACHMENT CHECELIST

The WMaster Attachment Checklist will be the first document in your application binder. It serves
as the Table of Contents for your application. For general information about statements,
attachments and the Master Attachmen: Checklist, see the Applicanr Handbook. For specific
mformation about each attachment, refer to the description of the attachment m the Application
Cuestionnaire. For copies of these and other Commussion publications visit
www.landtmstacereditation.org.

Organization Name I

BEFORE THE NUMBERED T ABS
O Master Attachment Checklist

Tab: APPLICATION QUESTIONNAIRES
[ Pre-Application Questionnaire

[0 Applicaton Questionnaire

Tab: PRELIMINARY ATTACHMENTS
[J Schedule of Dedicated and Festricted Funds

[] Land Conservation Project List(s)

[] Map ionly two binders need the map)

[ Decumentation of stakeholder notification of public comment period
[ Most recent newsletter

[] List of current board members and board member biographies

[ List of staff members, ifapplicable

Tab: MAsTER PoLIcY DOCUMENRTS

[ Master pelicy documents, labeled and numbered sequentially, if applicable

NUMBERED T ABS
Tab 1: Standard 1

Check |Location Number | Document Name (include acrual document title)
1D1 Signed and dated Board Resolution
. Title:
0l

Add Another Document |




Tab 11: Standard 11 (for organizations that hold easements)

Check Location | Number | Document Name (include actual document title)
a Tab 11 11A1 Statement 11A1
Title: GreenAcres Land Trust Easement
Stewardship Cost Estimate
a Tab 8 11A2 Policies or procedures with respect to securing
funds for easement stewardship, if available

Title: GreenAcres Land Trust Conservation
Easement Policy




Tab 2: Standard 2

Compiling Attachments

Check

Location

Document Name (include actual document title)

al

Tab 2

Current bylaws

Title: Green Acres Land Trust Bylaws

Tab 2

Statement 2B2

Title: Green Acres Land Trust Statement 2B2

NA

Articles of incorporation and bylaws or governing
documents for each related entity, if applicable [See
Commission's policy on multiple corporations or
contact the Commission]

Title:

a.

Tab 2

Most recent Form 990 with all completed schedules
and statements and, if applicable, most recent Form
990T

Title: 2010 Form 990

al

Tab 2

2B4

Letter from Attorney on Bylaws

Add Another Document




- =N o}npiling Attachments
A Application submitted in paper*

i 4A1
A Every attachment should include: Sreen Acres Land Trust
I Name Of Organlzatlon Conflict of Interest Policy
I Title
I Date of creation, approval or |lastntroduction
revision (if applicable) Lorem ipsum dolor sit amet,
A Label eaCh document consectetur adipisicing elit, sed dp
eiusmod tempor incididunt ut
T i i labore et dolore magna aliqua. Ut
! Template aval_l_able On“ne enim ad anim id est laborum.
A Actual document$ not blanks or
draftS Adopted by Board 4/1/08

One exception: lengthy appraisals may be on g
CD, include summary in papeArJ I — e




TIps
A Save trees double side your
attachments!
A Direct the reader!
I Highlighter, stickies, or arrows
A Separate attachments
I Colored paper, mini tabs

A Sheet protectors for oesized
documents




Questions on the Questionnaire
Attachments?




Project Documentation
A 2-6 projects selected

A Request made 5 weeks prior to full application due
date

A Project Documentation Checklist in application and
on website

A Newer projects: focus on current practice

A Older projects: focus on stewardship




A Your Choice
- In binders OR
- In folders OR
- On CD/DVD/USB key .

A Include Project Documentation

Checklist for each project




A If paper, same guidelines

A

A

as for application

f electronic, organize
Ike a binder

Keep file names short
and sweet!

Project Documentation

& D:\Project Documentation\Smith Project
File Edit Wiew Favorites Tools  Help

e Back - \_/l Lﬁ /.__\J Search

'

[fi‘ Folders

address |5 D:\Project Documentation\Smith Project

Folders

@' Deskkap
E'| Iy Documents
= J My Cormpuker
“e@ Local Disk (1)
i CD Drive (D:)
=2 @ Project Documentation
= [ Smith Projeck
|53 General Background Documents
|) Standard 3
| Standard 5
|) Standard &
|5 Standard 9
|) Standard 10
= I Standard 11
[C5) Practice 114
[C5) Practice 11E
[C5) Practice 11C
[C5) Practice 11E
[C5) Practice 111 - Mot Applicable




Photos

A Clear black and white photos okay
A Photopoint map and representative photos okay

Project Documentation

0




Questions on Project
Documentation?




