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Outline

ÅCompleting the Application

ÅWhat to Expect

ÅResources to Help You Prepare

ÅQuestions



What Itôs All About



Completing the Application



Your New 

Favorite 

Reading!



Application

Å Application Questionnaire 

Å Attachments

Å Project Documentation



Application Questionnaire

ÅAdobe PDF Form

ÅTips for using form 
online

ÅAdobe Reader 9.1



Application Questionnaire

ÅAnswer all questions

ÅBe candid and concise

ÅExplain special circumstances

ÅHelp the reader 

Tips



Master Attachment Checklist & 

Attachments
Å Attachments listed on Master Attachment 

Checklist and in application

Å All required unless marked óif applicableô

Å Documentation of practice implementation

Å Provide the best evidence



Statements

Å Allow for expository answers or attachment of 

relevant documents

Å Easier than Adobe Form!

Å Be sure to address all parts

Å Remember questionnaire tips

Attachments



Board Resolution

ÅBoard resolution 

required ïplan ahead!

Attachments



Documentation of Public Notice
ÅNewsletter

ÅLetter to knowledgeable colleagues

ÅPress release

ÅWebsite

(Sample text in Application Handbook)

Attachments



Compiling Attachments



The Master 

Attachment 

Checklist 

ÅBinder Table of

Contents

ÅAdobe PDF Form

ÅList documents by title

ÅNo need to attach a 

document more than 

once ïnote location on 

MAC



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

Compiling Attachments



Compiling Attachments

a Tab 2 2B4

a

a

a

Tab 2

Tab 2

NA

Tab 2

Green Acres Land Trust Bylaws

Green Acres Land Trust Statement 2B2

2010 Form 990

Letter from Attorney on Bylaws



ÅApplication submitted in paper*

ÅEvery attachment should include:

ïName of organization

ïTitle

ïDate of creation, approval or last 
revision (if applicable)

ÅLabel each document 

ïTemplate available online

ÅActual documents ïnot blanks or 
drafts 

One exception: lengthy appraisals may be on

CD, include summary in paper

Compiling Attachments

4A1

Green Acres Land Trust

Conflict of Interest Policy

Introduction

Lorem ipsum dolor sit amet, 

consectetur adipisicing elit, sed do 

eiusmod tempor incididunt ut 

labore et dolore magna aliqua. Ut 

enim ad anim id est laborum. 

Adopted by Board 4/1/08



ÅSave trees ïdouble side your 

attachments!

ÅDirect the reader!

ïHighlighter, stickies, or arrows

ÅSeparate attachments

ïColored paper, mini tabs

ÅSheet protectors for odd-sized 

documents

Compiling Attachments

Tips



Questions on the Questionnaire 

Attachments?



Project Documentation 
Å2-6 projects selected

ÅRequest made 5 weeks prior to full application due 

date

ÅProject Documentation Checklist in application and 

on website

ÅNewer projects: focus on current practice

ÅOlder projects: focus on stewardship



Å Your Choice 

- In binders OR

- In folders OR

- On CD/DVD/USB key

Å Include Project Documentation 

Checklist for each project 

Project Documentation



Å If paper, same guidelines 

as for application

Å If electronic, organize 

like a binder

Å Keep file names short 

and sweet!

Project Documentation



Photos 

ÅClear black and white photos okay 

ÅPhotopoint map and representative photos okay

Project Documentation



Questions on Project 

Documentation?


