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Dear Reader:

Welcome to the land trust accreditation program!

Accreditation is a mark of distinction in land conservation. Accreditation recognizes the hard 
work that goes into consistently implementing Land Trust Standards and Practices. 

This Applicant Handbook explains the accreditation process and certain application 
requirements for first-time applicants for accreditation and for those applying to renew 
accreditation.

Applicants for first-time time accreditation should make sure to read the following chapters 
carefully: 1, 2, 3, 5, 6, and 8.

Applicants for renewal of accreditation should make sure to read the following chapters 
carefully: 1, 2, 4, 5, 7, and 8.

To fully understand how the Land Trust Accreditation Commission evaluates each indicator 
practice you should also read the Accreditation Requirements Manual: A land trust’s guide 
to understanding key elements of accreditation. 

The Commission looks forward to working with you. Please contact us if you have 
questions about the accreditation program.

        Sincerely,

        Executive Director

& It is important to schedule time 

to thoroughly read this document 

and the Requirements Manual.

http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
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CHAPTER 1

Introduction
1.  Why Land Trust Accreditation? 
In the late nineteenth century, Charles Eliot, son of the president of Harvard 
University and a protégé of Frederick Law Olmsted, envisioned the formation 
of “an incorporated association [that] would be empowered by the state to 
hold small well-distributed parcels of land free of taxes, just as the public 
library holds books and the art museum pictures, for the use and enjoyment 
of the public.” With a charter from the Commonwealth of Massachusetts 
granted in 1891, the Trustees of Reservations became the first such 
“association” and the nation’s first regional land trust.

Museums, libraries and land trusts have all come a long way in the 
intervening century and are respected institutions in their communities. 
Museums, libraries, zoos, universities and many other organizations 
serving the public interest are able to gain professional recognition for their 
work through accreditation programs. Land trusts can join these ranks 
and participate in a voluntary accreditation program designed for and by 
land trusts and operated by the Land Trust Accreditation Commission, an 
independent program of the Land Trust Alliance.

2.  Benefits of Accreditation
There are more than a thousand land trusts across America. Accredited 
status conveys to landowners and supporters the message: “Invest in us. 
We are a strong, effective organization you can trust to conserve your land 
forever.” The accreditation seal is a mark of distinction.

The public is increasingly demanding accountability from government and 
nonprofit organizations, including land trusts. Independent accreditation 
provides the assurance of quality and permanence of land conservation the 
public and donors look for and publicly recognizes a land trust’s ability to 
protect important natural places and working lands forever.  

Preparing for accreditation and the application process also affords land 
trusts the opportunity to review and implement policies that will help 
streamline their operations and lead to more effective land conservation. 
The Alliance conducted a survey of 113 accredited land trusts in late 2010. 
Of the roughly 60 responses that were received: 

	 96% report the process strengthened their organization. 
	 63% report it being easier to meet agency/funder requirements. 
	 51% of those with staff report the sense of teamwork among staff 

is stronger.

“Accreditation ensures that the 

special places we have and will 

conserve in the future will be 

preserved for the next generation. 

And we believe if these places are 

important enough for us to protect, 

then they are important enough for 

us to do it right.” 

- Freshwater Land Trust (AL), 

accredited land trust
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The accreditation seal proudly displayed on your publications and website 
also provides your land trust additional tangible benefits to take advantage of; 
here are few examples.

Conservation Defense Insurance
Accredited land trusts are automatically eligible for the conservation   
defense insurance program and receive a discount on premiums.

Federal Grassland Reserve Program (GRP)
The GRP rule requires a dedicated account (Natural Resources Conservation 
Service policy calls for at least $50,000) for the purposes of legal defense, 
monitoring and management for each GRP easement or accreditation by the 
Land Trust Accreditation Commission.

Colorado State Certification
In order for a landowner to receive a tax credit for a donation of a 
conservation easement in Colorado, the holder must be certified by the 
state. There is an expedited certification  process for accredited land trusts.

3. Defining Accreditation
Accreditation is a systematic and objective verification process that results 
in public recognition of organizations demonstrating compliance with 
established quality standards. Voluntary accreditation is one of the best-
known forms of self-regulation. Accreditation programs generally involve 
highly structured, formal review processes and reliance on established 
standards. The land trust accreditation program follows accepted 
accreditation practices and verifies applicant compliance with  
Land Trust Standards and Practices (Standards and Practices) by evaluating a 
sample of the practices known as “indicator practices”.
 
In order to operate a credible accreditation program, the application 
requires an applicant to include significant documentation. The focus on 
documentation allows the Commission to use a cost-effective, evidence-
based process without visiting every applicant. It requires organizations 
applying for accreditation to make a serious commitment. It also provides 
the Commission with adequate documentation on how the applicant carries 
out Standards and Practices so that the Commission can confidently award 
the accreditation seal. Experience also shows that organizations with well-
documented policies and procedures often have effective and lasting land 
conservation programs.

The Commission is aware that one size does not fit all in land conservation. 
Commissioners recognize the wide diversity of approaches that land trusts 
use to implement the practices and that this diversity is one of the strengths 
of the land trust community. Commissioners reflect this diversity, and their 
breadth of experience helps ensure that the Commission understands 
the many ways the practices can be met by large and small, staffed 
and unstaffed land trusts. For instance, project selection criteria for one 

The public is increasingly 

demanding accountability from 

government and nonprofit 

organizations, including land trusts.  

Independent accreditation provides 

the assurance of quality and 

permanence of land conservation 

the public is looking for.
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organization may look very different from criteria for another organization 
in length and specificity – yet both can meet the project selection criteria 
indicator practice.

4. About the Land Trust Accreditation Commission and the 
 Land Trust Alliance 
The Commission was created as an independent program of the Alliance 
in 2006. The Commission’s charge is to operate an accreditation program 
to build and recognize strong land trusts, foster public confidence in 
land conservation and help ensure the long-term protection of land. The 
Commission accomplishes this by verifying land trust implementation 
of Standards and Practices via evaluation of specific indicator practices 
established by the board of directors of the Alliance.

The Commission is a supporting organization of the Alliance. As such, it 
is separately incorporated and has its own board. Board members are 
called commissioners. Commissioners represent a broad cross-section of 
the land conservation community. They volunteer their expertise in land 
conservation and nonprofit management to provide an independent review 
of accreditation applications, manage disputes and disciplinary actions, and 
govern the organization. The Alliance Board of Directors currently appoints 
commissioners. The Commission’s bylaws call for the majority of seats on 
the Commission to be selected by accredited land trusts over time. The 
balance will be selected by the Alliance. The Alliance board will ratify the 
selection of all commissioners.

The Alliance is a national conservation organization working to save the 
places people love by strengthening land conservation across America. The 
Alliance publishes Standards and Practices and offers an extensive array 
of training and other services to assist land trusts in implementing the 
standards. The Alliance determines the accreditation indicator practices, 
and only the Alliance can make changes to Standards and Practices or the 
indicator practices. The Alliance also provides financial management and 
administrative support to the Commission under an annual contract 
for services.  

The Commission was established to verify land trusts’ implementation 
of Standards and Practices. It serves as a verification entity that follows 
best practices in accreditation and does not provide mentoring or coaching 
services. It makes accreditation decisions independent from the Alliance. 
Commission decisions are not influenced by donor or political concerns. 
Alliance training and technical assistance programs are separate from the 
accreditation program. Land trusts can rely on Alliance staff to help them 
with problems while knowing that the information they share will not be part 
of their accreditation review. The Commission shares aggregate information 
about applicants with the Alliance to help inform Alliance training and 
technical assistance programs. For more on our confidentiality policy, 
see page 5.

Mission Statement

The mission of the Land Trust 

Accreditation Commission is to 

recognize community institutions 

that meet national quality standards 

for protecting important natural 

places and working lands forever.

“Completing our application 

package was truly a monumental 

task, but the benefits were 

already paying off, even before the 

Commission’s decision. Reviewing 

and organizing our policies, 

procedures, and files made us a 

stronger organization than ever 

before, and that achievement alone 

made our efforts worthwhile.”

Ryan Owens, Monadnock 

Conservancy (NH), accredited land 

trust
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The Commission is responsible for establishing accreditation requirements 
that enable it to consistently evaluate compliance with the indicator 
practices. To set these requirements it draws on publications of the Alliance, 
and where greater specificity is needed or practical implementation of a 
practice directs, draws on the diverse experience of commissioners and 
advice from professionals (e.g., appraisers, certified public accountants, 
etc.) to establish requirements. For these reasons there are some areas 
where Commission requirements may be more specific than the materials 
published by the Alliance.

5. Commission Vision
The Commission’s goal is to have 350 accredited land trusts by 2016 and 
500 over time. It is expected that these institutions will represent 90 
percent of conserved land in America. Our vision is, that as a result of 
the accreditation program, land trusts have made dramatic gains in land 
conserved, membership, practices and overall effectiveness. The continuing 
increase in citizen leadership and professionalism in land trusts reflects 
the growth of the movement into a well-respected force serving the public 
interest. The growing pool of accredited land trusts reflects the broad 
diversity of organization sizes, missions and geography – united by strong 
ethical practices and by a commitment to sound transactions and the 
long-term stewardship of land and conservation easements. The land trust 
accreditation program is a model of self-regulation in the nonprofit sector. It 
is run by a Commission that reflects and responds to its diverse constituents 
and has earned the trust of land trusts, regulators, funders and others. As 
a result, land conservation is widely supported by private philanthropy and 
government policies, and more land is permanently conserved.

6. Conflicts of Interest
The potential for conflicts of interest exists in all accreditation programs, as 
individuals involved in accreditation are experts and leaders in their fields. 
The Commission manages conflicts of interest to ensure that they are 
not barriers to making fair and consistent decisions and do not impact the 
credibility of the accreditation program. Our conflict of interest policy can be 
found online.

The Commission’s policies prohibit commissioners from assisting 
organizations in actually preparing an application for accreditation. 
Violations of this policy should be brought to the immediate attention of 
the Commission’s executive director. Only the Commission may make 
decisions on complete applications. Applicants should neither ask individual 
commissioners for assistance with their applications nor ask them to pass 
judgments on any part of the application. The Commission also has a 
no-gifts policy. Please do not include tee-shirts, hats or other items  
with your application.

Commission 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.

http://www.landtrustaccreditation.org/about-the-commission/policies/110-conflict-of-interest-policy
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In order to manage conflicts of interest appropriately, applicant organizations 
are asked to inform the Commission if they believe a Commission member 
or staff person has a conflict of interest with respect to their application. 
Commission members and staff disclose organizations for which they may 
have conflicts at least annually. This confidential information is used to 
ensure that the members of the review team assigned to an application do 
not have conflicts of interest with the applicant organization.  
 
7. Confidentiality
The Commission keeps all data provided by applicants confidential. For 
details on what information is available to the public, see The Role of the 
Public in Accreditation on page 63. There is a confidentiality policy that 
prohibits the Commission from sharing individual applicant data. It also 
prohibits the Alliance from sharing specific technical assistance information 
with the Commission. Our confidentiality policy can be found online.

8. Accreditation Principles
The following principles guide the accreditation program.

  Accreditation is voluntary.
 All information provided by applicants is confidential.
  Accreditation is not a one-time action; it is a tool to foster continuous 

improvement.
 Accredited organizations are united by strong ethical practices and a 

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

9. Accreditation Indicator Practices
Applicants for accreditation must demonstrate implementation of Standards 
and Practices. The Commission evaluates applicants on a sample of the 
practices known as the accreditation indicator practices. These practices 
are designated by the Alliance and indicate the land trust’s ability to operate 
in an ethical, legal and technically sound manner and ensure the long-term 
protection of land in the public interest. 

The list of indicator practices is reviewed periodically and has been revised 
since the accreditation program’s inception. The current list is below; 
numbers refer to practices as they are designated in the 2004 edition of 
Standards and Practices.

“As a busy executive director of 

a small land trust, it’s gratifying 

to see the hard work being done 

by other individual groups across 

the country…and it motivates me 

even more knowing that all of our 

work will truly be permanent with 

the assistance of the accreditation 

process.”

Jennifer Lorenz, past commissioner 

and executive director of 

Bayou Land Conservancy

http://www.landtrustaccreditation.org/about-the-commission/policies/109-confidentiality-policy
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Standard 1: Mission 
1D. Ethics 

Standard 2: Compliance with 
Laws 
2A. Compliance with Laws 
2B. Nonprofit Incorporation and 
Bylaws 
2C. Tax Exemption 

Standard 3: Board Accountability 
3C. Board Governance 
3F. Board Approval of Land 
Transactions 

Standard 4: Conflicts of Interest 
4A. Dealing with Conflicts of 
Interest 

Standard 5: Fundraising 
5A. Legal and Ethical Practices 

Standard 6: Financial and Asset 
Management 
6B. Financial Records 
6D. Financial Review or Audit 

Standard 7: Volunteers, Staff and 
Consultants 
7A. Capacity 

Standard 8: Evaluating and 
Selecting Conservation Projects 
8B. Project Selection and Criteria 
8D. Public Benefit of Transactions 

Standard 9: Ensuring Sound 
Transactions 
9E. Easement Drafting 
9G. Recordkeeping 
9H. Title Investigation and 
Subordination 
9J. Purchasing Land 

Standard 10: Tax Benefits 
10B. Appraisals 

Standard 11: Conservation 
Easement Stewardship 
11A. Funding Easement 
Stewardship 
11B. Baseline Documentation 
Report 
11C. Easement Monitoring 
11E. Enforcement of Easements 
11I. Amendments 

Standard 12: Fee Land 
Stewardship 
12A. Funding Land Stewardship 
12C. Land Management 
12D. Monitoring Land Trust 
Properties

Accreditation Indicator Practices
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CHAPTER 2

Preparing for Accreditation
1. Are You Ready? 
Applying for accreditation, whether for the first time or as applicant for 
renewal, is a decision your land trust should not make lightly. Accreditation is 
an investment in your land trust’s operations and is also a commitment to the 
entire land trust community that you will do your part to uphold Standards 
and Practices and to foster public confidence in land conservation.

Each organization that applies for accreditation will take different steps to 
prepare. If your organization has not already completed an assessment 
against the full Standards and Practices, doing so is an important first step to 
for both first-time and renewing applicants. 

Reviewing the Pre-Application and Application Questionnaires, Master 
Attachment Checklist, Project Documentation Checklist, and Requirements 
Manual will also help you assess whether your organization has the evidence 
of practice implementation it needs to apply for accreditation or whether 
new policies need to be adopted or new procedures implemented.  

Organizations should not apply until they are able to complete the 
entire application and assemble all documents. Substantially incomplete 
applications will be returned and the fees forfeited. Organizations should 
expect that it will take several months of internal review and discussion 
before the application is complete and ready to submit. Applicants should 
plan accordingly. 

2. Eligibility and Registration Requirements
Accreditation is available to all U.S.-based 501(c)(3) and quasi-governmental 
organizations that actively acquire and/or steward conservation land or 
conservation easements, that have been incorporated (or formed as a trust) 
for at least two years, and that have completed at least two direct land or 
easement acquisition projects. (In a direct land or easement acquisition 
project the applicant organization was included in the chain of title on a fee 
parcel or was the grantee of a conservation easement.) At renewal there is 
no minimum number of projects that must have been completed during the 
accredited term.
 
To register, potential applicants must have adopted Standards and Practices 
and must have completed an assessment against the full Standards and 
Practices, see more below. First-time applicants must also have adopted all 
policies required by the indicator practices. (Note that here and throughout 
this document, “first-time” applies when an applicant has not yet been 
awarded accreditation; some “first-time” applicants may have previously 
applied but not been awarded accreditation.)

& Look for this icon for important 

tips on the application process and 

how to put together your application 

for accreditation.

Is My Organization Eligible?

8 U.S.-based 501(c)(3) tax-exempt 

or quasi-governmental organization

8 Incorporated (or formed as a 

trust) at least two years ago

8 Focused on acquiring 

and/or stewarding conservation land 

or conservation easements

8 Completed at least two direct 

land or easement acquisition 

projects 

8 Adopted Standards and Practices 

8 Completed an assessment 

against the full Standards and 

Practices within last three years

& Many land trusts have found 

that an accredited land trust makes 

a great mentor for understanding 

the accreditation process. Find an 

accredited land trust near you that 

may be willing to lend a hand.

http://www.landtrustaccreditation.org/land-trust-locator
http://www.landtrustaccreditation.org/land-trust-locator
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Organizations that apply must be able to complete the pre-application and 
application and compile all attachments, providing evidence of 
implementation of each of the indicator practices. Applicants must meet the 
eligibility requirements at the time of registration for first-time accreditation. 

The eligibility requirements clarify for applicants, funders and the public 
that it takes time for new organizations to create the systems needed to 
carry out the indicator practices and that there is no expectation that new 
organizations will earn accreditation right away.  While an applicant must 
have completed at least two direct land conservation projects to be eligible 
and have documentation for the Commission to verify the applicant’s 
practices, no applicant that has only completed two projects has been 
awarded accreditation.

3. Adopting Land Trust Standards and Practices
Standards and Practices are the ethical and technical guidelines for the 
responsible operation of a land trust. While the land trust accreditation 
program verifies implementation of Standards and Practices by evaluating 
the sample indicator practices, all practices are important for land trusts and 
for strengthening public support for land conservation. 

Adoption, using the resolution included in Standards and Practices, indicates 
that the organization has reviewed Standards and Practices, that it agrees 
that Standards and Practices are the ethical and technical guidelines for the 
responsible operation of a land trust, that it will use Standards and Practices 
as guidelines for the organization, and that it commits to making continual 
progress toward implementation of the Standards and Practices. First-time 
applicants must submit a resolution adopting Standards and Practices. All 
applicants are required to sign the Accreditation Agreement indicating they 
are implementing them.

4. Completing an Assessment
The Commission verifies implementation of Standards and Practices via a 
sample of the practices; however, it is important for land trusts to evaluate 
their implementation of the entire set of practices. Assessments conducted 
in advance of applying for accreditation may help organizations identify areas 
they may need to work on before submitting their application. Completing 
periodic assessments against the full set of practices helps organizations set 
benchmarks for continuous improvement. If your organization’s assessment 
is more than three years old, a new assessment will help measure progress 
against your past benchmarks and meet the application requirements 
for accreditation.  

An organization seeking accreditation must show that it has completed an 
assessment against all of the Standards and Practices. For first-time applicants 
the assessment must not be older than three years from the date of the 
pre-application, for renewal not older than three years prior to the date of 
application. 

& Your organization must have 

completed an assessment no more 

than three years prior to 

pre-application for first-time 

applicants and no more than 

three years prior to application for 

renewal applicants.
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One tool available to land trusts is Assessing Your Organization (AYO), a 
workbook published by the Land Trust Alliance. A download of AYO is 
available from The Learning Center or it can be ordered online or by calling 
the Alliance at 202-638-4725. Alliance member land trusts can access an 
online version of the AYO on Pathways to Accreditation.

Documenting the Assessment
Applicants for first-time accreditation must include evidence of the 
assessment with the pre-application. Applicants for renewal are required 
to attest that they completed the assessment within three years prior to 
applying for renewal. Evidence supporting the attestation may be requested 
during the verification process.

There are a number of ways to approach the assessment process;  
more information is available online from the Alliance. Your organization can 
complete a self-assessment or use a trained facilitator. If your land trust has 
staff, they might complete the assessment first and share the results with 
the board in a facilitated discussion. The Commission will want to know that 
the board was involved in the assessment or at least reviewed the results.

If your organization used the AYO as the basis for its assessment, evidence 
that the assessment was completed may be one of the following: minutes 
from the board meeting recording the discussion, the agenda from the 
retreat where the AYO was discussed, the AYO summary pages and the 
date of completion, or, if other evidence is not available, a board resolution 
indicating when and how the AYO assessment was conducted. 

Applicants are not restricted to conducting the assessment with the AYO. 
Organizations may use any assessment that includes an assessment against 
the full Standards and Practices. If your organization did not use the AYO, 
the Commission will need to see a copy of the completed assessment tool 
(including an indication of the date it was completed and who was involved) 
along with a cover page that identifies how the assessment addressed each 
of the practices in Standards and Practices.

5. Where to Go for Help with Implementing the Practices
Land trusts with questions about particular practices from Standards and 
Practices or those looking for sample policies should turn to the Alliance 
or land trust service providers in their region. Many service providers hold 
training workshops and conferences. Several also offer technical assistance 
programs to help land trusts implement Standards and Practices.

Training courses
The Land Trust Alliance’s Standards and Practices Curriculum consists of 15 
courses to help land trusts prepare for accreditation. Also, the two-volume 
Standards and Practices Guidebook provides land trusts with the information 
they need to implement each practice. Alliance Member land trusts and 

Top 3 Pieces of Advice 

from Previous Applicants

1. Take the assessment seriously.

2. Do not apply until you are fully 

compliant and have implemented 

your policies and set up your files 

accordingly.

3. Make sure you have the time, 

money and right people to tackle 

the application.

“The accreditation process was 

rigorous and meaningful. Through

it we became more efficient in our 

processes and thoughtful in

our policies. In fact, we feel 

confident that this thorough internal

examination helped lead to our 

second most successful year

ever.”

Glen Chown, Grand Traverse 

Regional Land Conservancy (MI), 

accredited land trust

http://www.landtrustalliance.org/training/ayo
http://www.landtrustalliance.org/learning/curriculum
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Partners can access these materials and sample documents, including those 
from accredited land trusts, in the searchable digital library at  The Learning 
Center.  Taking training courses, as well as working with experienced 
technical assistance providers, will help organizations understand the theory 
behind the practices and provide useful tools that land trust representatives 
can use to implement the practices. However, simply completing a course 
or working with a consultant does not necessarily result in an organization 
carrying out the practices. Consultants, contractors, temporary staff, and 
interns can be helpful in organizing documents and application materials but 
may not know about or have access to some documents that best describe 
and document your organization’s work. The Commission looks for evidence 
that shows a land trust is putting the theory into practice.

Pathways to Accreditation: a Tool for Land Trusts
The Alliance has a special website, Pathways to Accreditation, to help walk 
land trusts through the process of preparing for accreditation while providing 
resources they can use along the way. Part of The Learning Center, it is 
specially designed for a land trust committee or other group to work together 
in a private electronic space to get the organization ready for accreditation, 
even if they cannot meet in person. Pathways allows teams or individuals 
to use an online assessment tool, create missing policies through a guided 
process, and manage the accreditation team’s preparation for accreditation 
through a series of checklists and group communication features. While 
originally designed for first-time accreditation, Pathways will also be 
useful for land trusts applying for renewal, particularly with respect to its 
assessment tool and private electronic work space.

6.    Where to Go for Help with the Accreditation Program
The Commission’s website is the go-to resource! On it you can find the 
Requirements Manual, application materials, fact sheets, recorded webinars,  
Commission policies and procedures, and other information and tools your 
organization can use to remain accredited and prepare for renewal. 

You can also stay informed by receiving the Commission’s monthly 
eNewsletter, or for accredited land trusts, The Seal, a quarterly eNewsletter 
just for accredited land trusts. Sign up by emailing  
info@landtrustaccreditation.org.

Commission staff also serve as a resource to help organizations understand 
the accreditation process and answer questions on how to submit a 
complete application; see contact information on the inside front cover. 

7. Understanding the Requirements
In addition to the information in this Applicant Handbook, the Requirements 
Manual is essential for understanding what documentation the Commission 
will evaluate under each indicator practice. It includes information for first-time 
applicants and renewal applicants. This manual augments and replaces the 

& The new Requirements 

Manual replaces and augments the 

Guidance Documents previously 

published by the Commission.  The 

new manual will

•	 Help provide greater clarity in 

how the Commission evaluates 

applications and makes 

decisions.

•	 Assist applicants in submitting 

stronger applications.

•	 Maximize staff and volunteer 

resources for both the applicant 

and the Commission.

http://learningcenter.lta.org/
http://learningcenter.lta.org/
http://www.landtrustaccreditation.org
 http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
http://www.landtrustaccreditation.org/tips-and-tools/fact-sheets
http://www.landtrustaccreditation.org/tips-and-tools/training
http://www.landtrustaccreditation.org/about-the-commission/policies
mailto:info@landtrustaccreditation.org
 http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
 http://www.landtrustaccreditation.org/tips-and-tools/requirements-manual
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information previously published in the Commission’s Guidance Documents. For 
previous references to the Guidance Documents, please now refer to this manual. 

8. Designating an Accreditation Coordinator
Program participants stress the need for one point person to coordinate 
the application process for the organization. This may or may not be the 
primary contact. Each land trust should consider who would best fill this 
role, but participants emphasize the need for someone extremely organized 
and able to delegate and meet deadlines – a real taskmaster! Tasks for the 
accreditation coordinator include the following:

 Get board (or management) recognition that applying for
  accreditation is a priority for this person.
 Delegate components of the application to other members of the 
  Accreditation Team.
 Set up a schedule for completing the application and gathering 
  documents and set deadlines.
 Order supplies (paper, binders, tabs, etc.).
 Coordinate the compilation and review of the complete set of 
  application materials.

9. Forming an Accreditation Team
Accreditation is both an independent verification process and a way for 
your organization to engage in continuous improvement. Improvement will 
occur through broad-based participation that fosters dialogue, planning and 
cooperative decision-making that continues after the accreditation application 
is completed. To gain these long-term benefits, we recommend that your 
organization establish an Accreditation Team early in the preparation process.
The Accreditation Team is responsible for overseeing the completion of the 
application, talking with the Commission review team, participating in a site 
visit, if necessary, and conducting any required follow-up. The Accreditation 
Team can have as many individuals as is appropriate for your organization. It 
must have one primary contact to work with Commission staff throughout 
the application, review, and decision process. 

The primary contact is the person designated to receive information and 
inquiries from the Commission and is not necessarily the board chair or 
president or the executive director. This person should be able to route 
information and inquiries to the appropriate person in the organization.  
Because email is a key component of Commission communications, the 
primary contact should have an email account that is checked regularly. It 
helps if the primary contact is a very organized person!

Accreditation Team Responsibilities
Read the Applicant Handbook and the Requirements Manual
The Accreditation Team should read this Applicant Handbook and the 
Requirements Manual. It should be familiar with each of the parts of the 
application and identify areas where team discussion will be needed.  

The Accreditation Coordinator 

and the Accreditation 

Primary Contact

The accreditation coordinator is the 

team’s point person, the person 

who coordinates the application 

process for the organization. This 

should be someone able to delegate 

and meet deadlines.

The accreditation primary contact 

is the person the Commission 

will send key communications 

to throughout the accreditation 

process. This person should have 

a reliable email address that is 

checked regularly. 

Each role is important. They do 

not necessarily need to be the 

same person, though in many 

organizations it makes sense for one 

person to fill both roles.
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Establish Roles and Make Assignments
Your accreditation coordinator should work with the team to establish roles 
for each member, make assignments and establish a timeline to complete 
the application. You may have one person drafting answers to the questions 
and statements based on the team’s discussion, or you may divide these 
up based on each person’s area of expertise or organizational knowledge. 
Several people may be involved in gathering the attachments. You may want 
to consider creating a dedicated space where all collected materials can be 
organized. Again, your accreditation coordinator can help track progress and 
keep track of deadlines.

Communicating with the Commission
The accreditation coordinator and/or other team members should attend 
webinars and trainings offered by the Commission. They are also encouraged 
to contact Commission staff if they have questions. Commission staff are 
available during regular business hours to help answer questions by email or 
by telephone.

10.    Multiple Corporations
If your organization operates with multiple corporate structures (such as 
LLCs or supporting organizations) and each corporation has the ability to hold 
land, the related corporations must all apply for accreditation concurrently. 
The Commission will determine whether information is required at the basic, 
intermediate or complete level. If you operate with multiple corporations, 
you must contact the Commission for a determination on your related 
corporations before registering; you may contact the Commission earlier to 
aid in your planning. If you receive an early determination, we ask that you 
contact the Commission if changes are made in the relationship between 

a Quick Clicks

Land Trust Accreditation Commission

www.landtrustaccreditation.org

Land Trust Alliance

www.landtrustalliance.org

Standards and Practices Curriculum

www.landtrustalliance.org/learning/

curriculum

The Learning Center

http://learningcenter.lta.org

State and Regional Service Centers

www.landtrustalliance.org/

community/service-centers

Who Should be on the Accreditation Team? 

 People knowledgeable about how things work in your organization.

 People who are able to recommend new policies or procedures as a result of answering the 

questions in the application and compiling attachments.

 People who can implement changes resulting from the accreditation review.

Board members, staff and active volunteers are logical choices for the team. For example, an 

all-volunteer land trust might create a team of the chair, treasurer and a volunteer involved in 

conservation easement monitoring. Another organization might involve one or two board 

members and critical staff. A large, staffed organization might involve staff from several 

departments with a board member advisor.

Long-lasting results are achieved when a commitment is made by the entire organization. We 

strongly suggest that the Accreditation Team frequently update the full board of directors on the status 

of the accreditation process.

http://www.landtrustaccreditation.org
http://www.landtrustalliance.org
http://www.landtrustalliance.org/learning/curriculum
http://www.landtrustalliance.org/learning/curriculum
http://learningcenter.lta.org
http://www.landtrustalliance.org/community/service-centers
http://www.landtrustalliance.org/community/service-centers
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the corporations before your application is submitted. More information on 
multiple corporation applications can be found in the fact sheet Multiple 
Corporations and Accreditation available on the Commission’s website. 

11.    Corporate Combinations, Asset Acquisition, Mergers
If your organization has or is contemplating merging with, accepting assets 
from, or combining with another organization, you should become familiar 
with how the Commission evaluates such combinations. More information 
can be found in the fact sheet “Frequently Asked Questions about 
Accreditation and Accepting Fee Land or Conservation Easement Projects 
from Another Land Trust and the Corporate Combination of Land Trusts” 
available on the Commission’s website.

12.    Accreditation Fees and Costs
There are registration and application fees for land trust accreditation. A 
current fee schedule can be found on the Commission’s website. 
Land trusts considering accreditation should be familiar with the fees 
and budget accordingly.

In addition to the accreditation fee, applicants for first-time accreditation can 
expect to incur additional costs in preparing their application. These costs 
vary greatly among the program applicants. In preparing your budget for 
accreditation you should consider at least the following additional items:

 Printing and copying.
  Binders, tabs and other supplies.
  Postage and shipping costs.

Applicants for renewal may have to budget time and resources for scanning 
documents that will be uploaded to the online renewal system.

Organizations with Related Entities

If your organization operates under multiple corporate structures and each corporation has the ability 

to hold land, the related corporations must all apply for accreditation concurrently. Each corporation is 

required to submit all required pre-application and application materials. 

If policies are adopted by one corporation, we will generally need to see that they are adopted by 

the other corporations. An intermediate or complete related organization will also need to provide 

documentation that it has also adopted Standards and Practices, completed an assessment against 

the full Standards and Practices, and notified its stakeholders of the opportunity to provide comments.

If you have questions about these requirements call the Commission office or see the Commission’s 

policy on Application Requirements for Land Trusts with Multiple Corporate Structures.

& Accreditation Fees

Information on accreditation 

fees, including how much is due 

and when, is available on the 

Commission’s website. Checks 

should be made out to the Land 

Trust Accreditation Commission.

http://www.landtrustaccreditation.org/storage/downloads/MultipleCorporations.pdf
http://www.landtrustaccreditation.org/storage/downloads/MultipleCorporations.pdf
http://www.landtrustaccreditation.org/storage/downloads/FAQAssetAcceptanceandMergers.pdf
http://www.landtrustaccreditation.org/storage/downloads/FAQAssetAcceptanceandMergers.pdf
http://www.landtrustaccreditation.org/storage/downloads/FAQAssetAcceptanceandMergers.pdf
http://www.landtrustaccreditation.org/the-process/fees
http://www.landtrustaccreditation.org/about-the-commission/policies/143-applications-from-land-trusts-with-multiple-corporate-structures
http://www.landtrustaccreditation.org/the-process/fees
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Some organizations also budget for contractors, additional staff time, 
temporary office help, and/or legal review. Applicants for accreditation must 
be U.S.-based entities; if an applicant’s documents are not in English it is the 
applicant’s responsibility to have the documents translated and the applicant 
should budget accordingly.

13.    Tracking Time and Providing Feedback
The Commission and Alliance periodically ask applicants to complete an 
online survey to share their experiences. We appreciate this important 
feedback and use it to help shape the program and guide future applicants.

The Commission also asks applicants to keep track of the time spent 
preparing their applications. This information helps us give better guidance to 
future applicants and improve our program. In particular, we are interested 
in knowing how much time was spent gathering documents, filling out the 
application, preparing project documentation, preparing public notice, and 
preparing follow-up materials. An Excel spreadsheet for tracking time is 
available on the Commission’s website. 

Applicants from 2008-2009 reported a median of 307 hours spent on the 
application itself. Data from 2010-2011 applicants is similar and also provides 
additional information about the time required to complete various steps in 
the first-time applicant process. Time spent by 2010-2011 applicants varied 
widely, from 100 total hours to over 2,000 total hours (for all accreditation 
team members). Teams ranged from 4-24 people. At least some of the 
organizations reporting a large number of hours included hours spent 
adopting or revising policies in addition to application preparation. 

Average (Median) Hours Reported by 2010 - 2011 Applicants by Activity

Average Median

Preparing for Accreditation 406 215

Completing the Pre-Application 71 42

Completing the Application 389 300

Preparing Follow-Up Materials 98 73

Total 952 785

Applicants for renewal will also be asked to track their time so that the 
Commission can report on this in future editions of this handbook. Accredited 
land trusts have documented that they have the necessary systems, policies 
and procedures in place to achieve accreditation. These systems, particularly 
with respect to recordkeeping and documenting activities and decisions, 
should result in less time needed to prepare for renewal of accreditation. 

It is anticipated that the following factors, coupled with an accredited 
land trust’s consistent implementation of Standards and Practices since 
accreditation was awarded, will also result in reduced applicant preparation 
time and effort. 

http://www.landtrustaccreditation.org/storage/downloads/TimeTrackingForm2010.xls
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  There are approximately 30% fewer attachments requested in the  
application for renewal. 

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

	 		The complexity of the land trust, and 
	 		Its activities during its accreditation term. 
		Documents will be uploaded to an online system, rather than copied 

and shipped.

Once we submit our application for first-time accreditation, how long can we expect the 
process to take?

Most applicants receive a decision on their application about 10 months after we have the complete 

application. Within that time, applicants can expect several things to occur and should plan accordingly. 

  Most applications are determined to be complete within 1 month of submission, and the  

 applicant is notified of any missing items. 

  The first-time applicant’s phone call with the review team generally takes place within 4 

 months of the receipt of the application. 

  Commission staff send an agenda to the applicant about 1 week before the scheduled call. 

  Most applicants can expect to receive a request for additional information (follow-up letter).

 

Application
Registration

May 15, 
2010

Pre-Application
Due

January 24,
2011

Pre-Application
Review

February 24, 
2011

Application
Due

April 18, 
2011

Completeness
Check

May 2,
2011

Applicant
Call

Anytime 
June-Sept

2011

Application
Review

1-4
Months

Follow-up
Material Due

1-3 Months
postcall

Final Review
Team 

Recommendation

January
2012

Full 
Commission 

Decision

January
2012

Accreditation 
Decision

Announced

February
2012

Example Accreditation Timeline
First-Time Applicants

Dates in the timeline are provided only as examples to show the approximate 
amount of time for each step in the accreditation process.

Notice of 
Pre-Application

Acceptance

March 7, 
2011
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CHAPTER 3

Instructions for Registering and 
Completing the Pre-Application 

for First-Time Applicants
1. Introduction
Applying for accreditation can be a valuable learning experience for an 
organization. The information in the next several chapters will help you make 
the most of the application process. 

The application for accreditation has several parts, each of which is fully 
detailed in chapters 3, 5 and 6. 

	 Registration
  The Pre-Application Questionnaire and Attachments
  Public Notice
  The Application Questionnaire 
  Attachments and the Master Attachment Checklist
  Project Documentation and the Project Documentation Checklist 

This chapter focuses on registration, the pre-application and public notice.

2. Registration
Registering your organization to apply for accreditation for a specific 
application due date (application round) is the first step in the accreditation 
process. The Commission generally opens registration in the year prior; 
registration closes when all application slots have been filled. A link to 
the electronic registration system is on the Commission’s website as is 
information about the application rounds that are currently available. The 
registration process takes about 15-30 minutes to complete, including 
payment of registration fees.

Registration ensures that the applicant receives timely and relevant 
correspondence for its application round. It also confirms the applicant 
meets the registration requirements. Click here for details and to register. 
The Commission will regularly update the list of registrants on its website.

3. Commission Review of Registration
The Commission reviews information submitted at registration to confirm an 
applicant’s eligibility, that registration requirements are met, and to begin to 
communicate about program steps. If registration requirements are not met, 
registrants are informed that they cannot proceed to the pre-application step.

http://www.landtrustaccreditation.org/the-process/registration
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Registration Requirements
Applicants must demonstrate they meet the eligibility and registration 
requirements in order to proceed to the pre-application step. 

Eligibility Requirements
  Applicant must be a U.S.-based tax-exempt or quasi-governmental 

organization that has been in operation at least two years, and
  Applicant must have completed a minimum of two direct land or 

easement acquisition projects (note: accredited land trusts have all 
completed more than the minimum two projects).

Additional Registration Requirements 
  Applicant must have adopted Standards and Practices, and
  Applicant must have completed an assessment against the full 

Standards and Practices (note: the assessment must be completed 
by the time of registration and may not be older than three years 
from the due date of the pre-application), and

  Applicant must have adopted all policies required by the indicator 
practices at the time of registration (note: policies may be amended 
during the course of preparing the application, but the policy must 
be in existence before registering).

4. Pre-Application Questionnaire and Attachments
Pre-Application Questionnaire
Each applicant is required to submit a complete pre-application with 
all required attachments. The Pre-Application Questionnaire asks basic 
questions about your organization. As noted in chapter 2, if a land trust 
operates under multiple corporate structures the related corporations must 
apply concurrently. Each applicable entity must submit a pre-application and 
all attachments (for more see box on page 13).

Attachment List
The pre-application requires the following attachments: 

  Most recent Form 990 (or Form 990-EZ) and, if applicable, most 
recent Form 990T.  This will allow us to determine the accreditation 
fee. Please include all completed Schedules, Statements and 
Attachments that accompanied your organization’s Form 990 (or 
Form 990-EZ) filed with the Internal Revenue Service (not the public 
inspection version).

  Board resolution adopting the 2004 version of Standards and 
Practices (see page 8). 

  Evidence of the completion of an assessment against the full 
Standards and Practices within the last three years (see pages 

 8-9). 
  Land Conservation Project List(s). See page 18.  
  Schedule of Dedicated and Restricted Funds. See page 21. 
  Signed Accreditation Agreement. This document is located at the 

end of the Pre-Application Questionnaire. See page 18.

& Form 990 - Schedule B

The most recent Form 990 filed by 

the organization is a required part 

of a complete pre-application and 

application. The Form 990 must 

include all attached schedules. 

This includes Schedule B with the 

complete, unredacted information 

on contributors. We require this 

information as it helps reviewers 

understand your organization’s 

implementation of several practices, 

such as 5A (charitable solicitation 

laws) and 4A (conflicts of interest). 

We understand that many land 

trusts keep this information 

confidential. The Commission is 

committed to maintaining the 

confidentiality of Forms 990 

and all other material submitted 

by applicants. Please see the 

Commission’s Confidentiality Policy 

for more information. 

http://www.landtrustaccreditation.org/the-process/pre-application
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  Photocopy of your organization’s recorded, original Articles of 
Incorporation and all amendments. 

  Certificate of Good Standing. See more below.
  Final tax determination letter from the Internal Revenue Service. 

Map
A map showing approximate locations of your organization’s permanent 
conservation holdings is required as part of your pre-application. The map 
and project lists provide us with an overview of your land conservation work. 
The map (or maps) should show approximate locations of both fee lands and 
conservation easements. It should have been updated within the last year. You 
may include a note if there are any recent parcels that are not yet on the map. 

Accreditation Agreement
Applicants must sign the Accreditation Agreement in the Pre-Application 
Questionnaire. The Accreditation Agreement obligates the organization to abide 
by the terms and conditions of the accreditation program. It should be signed 
by an individual with the authority to enter into contracts on behalf of the 
organization.  

Certificate of Good Standing
To determine how to get a certificate of good standing or the equivalent, contact 
your state’s Secretary of State. The certificate must be dated within 12 months 
prior to the date of your pre-application. If your state does not issue a certificate 
of good standing or the equivalent, then please attach copies of the two most 
recent annual corporate reports filed with the state.

Instructions for the Land Conservation Project Lists 
Land Conservation Project Lists (LCPL) must be included for all conservation 
easements and all fee properties held by your organization. These will be used by 
the Commission to select projects for which it will request project documentation 
as part of the complete application and to determine whether your organization 
meets the minimum stewardship and defense funding requirements for 
accreditation.

The Commission requires that the LCPL data be no older than three months prior 
to the pre-application due date. The LCPL data must correspond to the responses 
in the Pre-Application Questionnaire.

Conservation Easements
The LCPL for conservation easements must include all easements held by 
your organization. (There should be one entry for each conservation easement 
document, regardless of how many landowners are covered by the easement. 
If a landowner has more than one conservation easement, each easement 
document should be listed separately.) If your organization co-holds conservation 
easements with another entity, these should be listed as well and you may make 
a note so indicating. The requirements of standard 11 apply to these easements. 
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You do not need to list agreements that are not created according to the 
state’s conservation easement enabling law, such as trail agreements, 
restrictive covenants, etc. You also do not need to list easements for which 
you are simply granted a third-party right of enforcement. 

Fee Properties
The LCPL for fee properties must include all fee properties your organization 
holds, including all properties that are being held for transfer or sale but are 
still owned by your organization. If your organization does not plan to be the 
long-term holder of these properties, you may make a note so indicating. 
The requirements of standard 12 apply to these fee properties while they are 
under the ownership and stewardship of your organization.

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

Completing the Project Lists
Compile the LCPL using the Excel template spreadsheet available for 
download from the Commission’s website and fill in the appropriate columns 
for each project. If your organization tracks its land conservation projects in 
an electronic database, it may instead use data exported from its database, 
provided that the data is in an Excel spreadsheet and includes all information 
required in each column of the LCPL.  

If a landowner has asked for anonymity you may list the project name as 
‘anonymous’ on the LCPL. If you have several anonymous landowners, 
please make sure that we can distinguish among them by the name of the 
town, date of acquisition, etc. The Commission may request documentation 
for projects even if they are listed as anonymous.

If using the template spreadsheet, note that it contains two worksheets 
accessible via tabs at the bottom of the page. One tab is for conservation 
easements; the other is for fee ownerships. 

& If using the template 

spreadsheet to develop your Land 

Conservation Project Lists, note 

that it contains two worksheets 

accessible via tabs at the bottom 

of the page. One tab is for 

conservation easements; the other 

is for fee ownerships. 

http://www.landtrustaccreditation.org/storage/downloads/LandConservationProjectListTemplate.xls
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The columns marked with a double line need only be completed with data 
from the last five years. They ask whether the land trust signed a Form 
8283 for the project, if the transaction involved a board or staff member or 
other insider, and if there has been an amendment to, or violation of, the 
conservation easement. They are included so that we may better understand 
the applicant’s conservation work and how the indicator practices are being 
implemented. Checking these boxes is not a sign of a problem, nor does it 
affect the review of your application. 

Conservation Easement Worksheet Detailed Instructions
Column A:  Date conservation easement was acquired
Column B:  Name of conservation easement project 
Column C:  Grantor from whom the conservation easement was acquired
Column D:  Town, City, or County (and state if operating in more than one 

state) where the property is located
Column E:   Total acreage of the conservation easement-restricted area
Column F:  Type indicates how the conservation easement was acquired, 

using the following letters: donation (D), purchase (P), bargain 
sale (B), mitigation/regulatory requirement (M), Co-hold (C) or 
other (O). For (O), provide details in Column M. Use multiple 
letters if the project involved multiple types of transactions.

Column G:  Date baseline documentation report was completed
Columns H:  Monitoring inspection dates (For first time applicants, month/

year for the last 3 years; for renewal applicants, month/year for 
the last 5 years or since accreditation was last awarded.)

Column I: Check if a Form 8283 was signed by the land trust for this 
project in the last five years 

Column J: If the conservation easement was amended in the last five 
years, indicate the year it was most-recently amended

Column K If the conservation easement experienced a violation in the 
last five years, indicate the year the most recent violation  
was detected

Column L: Check if the conservation easement transaction involved a 
potentially conflicted party (such as a board or staff member or 
other insider) in the last five years

Column M:  Explanatory notes, if any

Fee Ownership Worksheet Detailed Instructions
Column A:  Date(s) property was acquired
Column B:  Name of property*
Column C:  Grantor from whom the property was acquired
Column D:  Town, City, or County (and state if operating in more than one 

state) where the property is located
Column E:   Total acreage of the property
Column F:  Type indicates how the property was acquired, using the 

following letters: donation (D), purchase (P), bargain sale (B), 
mitigation/regulatory requirement (M) or other (O). For (O), 
provide details in Column K. Use multiple letters if project 

& Date of Data in 

Application Answers

Review team members will assume 

applicants are giving current data 

unless noted otherwise. Note data 

cannot be more than three 

months old.
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involved multiple types of transactions. 
Column G:  The most recent annual inspection date
Column H:  Date most recent management plan or summary was finished
Column I: Check if a Form 8283 was signed by the land trust for this 

project in the last five years 
Column J: Check if the acquisition involved a potentially conflicted party 

(such as a board or staff member or other insider) in the last 
five years

Column K:  Explanatory notes, if any

*Note: For fee properties comprised of multiple parcels, you may list the 
project or preserve name, years of acquisition and total acreage of the entire 
property – rather than listing each parcel – and explain the details in the 
notes column. See Example 1 below.

Instructions for the Schedule of Dedicated and Restricted Funds
A “Schedule of Dedicated and Restricted Funds” (SDRF) must be included 
with your pre-application. The Excel spreadsheet should be downloaded 
from the Commission’s website. The SDRF is used by the Commission to 
understand the financial reserves and dedicated funds your organization has 
available for the following purposes. 

  Operating expenses
  Conservation easement stewardship
  Conservation easement defense
  Land management
  Other

 
Completing the SDRF

1. Select the close of either the most recent month or fiscal quarter 
as your reporting date. Enter the “Date of Data” accordingly. The 
Commission requires that the SDRF data be no older than three 
months prior to the pre-application due date.  

2. Complete the following steps to enter each of your organization’s 
funds into the SDRF. 
	 Determine which category of fund it is (operating reserve or

Example 1
How to List Fee Projects or Preserves Made Up of Multiple Parcels

Column 
A B C D E F G H I J K

Last 5 years

Date 
Acquired

 Prop-
erty or 

Preserve 
Name

Grantor       Town/State Acres
Type

(D/B/P/
M/O)

Most Recent 
Date of 

Documented 
Inspection

Date of  
Management 

Plan

Form 
8283

Con- 
flicted 
Party

Notes

1990 -
2009

Smith 
Preserve

John 
Smith

Towns of 
Greenacre 

and 
Brownacre

1200 P, B, D 09/09 12/21/09 The Smith Preserve has 
more than 10 parcels 

acquired over 20 years.

http://www.landtrustaccreditation.org/storage/downloads/ScheduleofDedicatedandRestrictedFunds.xls
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 endowment, conservation easement stewardship, conservation 
 easement defense, land management, or other). Enter the  
 name of the fund into the appropriate category in Column A, 
 overwriting the template language (“Enter name of fund here”). 
	 Enter a brief description of the fund, the allowable uses of the
 principal (if any), and the allowable uses of the interest,dividends 
 or other income into the corresponding cells in Column C.  
	 In columns D-G enter the dollar value of the amount of the fund
 that is unrestricted and that has no board-designated restrictions 
 (UR/no BD), unrestricted but board designated (UR/BD), 
 temporarily restricted (TR) and permanently restricted (PR).  
 (The Commission relies on the Financial Accounting Standards 
 Board’s definitions of unrestricted, temporarily restricted and 
 permanently restricted.) Enter whole numbers only; the 
 spreadsheet will apply the formatting and will add the amounts 
 in the row to determine the total value of the fund. If the Total  
 in Column H does not match the total dollar value in the fund, 
 please adjust the dollar amounts in Columns D-G accordingly. 

3. Use the “Notes” column to add any explanations or additional 
notes such as whether the organization has combined conservation 
easement stewardship and defense funds, whether funds are held 
at a community foundation, whether the land management fund 
has property-specific subaccounts, etc. Attach a written statement if 
more space is needed.

Additional rows may be inserted into the SDRF to accommodate 
additional funds; insert three rows at a time to copy/paste the template  
rows as needed. 

Example 2
How to Complete the Schedule of Dedicated and Restricted Funds 

Conservation Easement 
Stewardship  

ABC Stewardship and Defense Fund Description: To cover the cost of permanently stewarding and 
defending our easements

 Use(s) of Principal: Can only be accessed for legal defense, and then only 
if paid back

 Use(s) of Interest/
Dividends:

Used to cover annual stewardship expenses, income in 
excess of 4% put back into fund

DOLLAR VALUE AND TYPE(S) OF RESTRICTIONS NOTES
UR/no BD UR/BD TR PR TOTAL  
0 25,000 40,000 100,000 165,000 Community Foundation manages 

temporarily restricted portion. This is a 
joint fund that covers both easement 
stewardship and defense.
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Data Entry Example: The ABC Land Trust Stewardship and Defense Fund 
The following example illustrates how the SDRF should be completed. 
The ABC Land Trust has a combined conservation easement stewardship 
and defense fund named ABC Stewardship and Defense Fund. The fund is 
comprised of many sources.

	 $25,000 of the fund was secured from unrestricted donations and 
the board has placed it in certificates of deposit and passed a board 
resolution dedicating these funds. 

	 $40,000 of the fund came from specific stewardship fund 
solicitations that are temporarily restricted and held by a community 
foundation. 

	 $100,000 of the fund came from donors who placed permanent 
restrictions on the allowable uses of principal and interest. 

Example 2 on page 22 shows how the ABC Land Trust would enter the 
information onto the SDRF for this fund.

5. Submitting Your Pre-Application
Your organization’s Pre-Application Questionnaire and all attachments must be 
received by the Commission no later than the due date. This is not a postmark 
deadline – please plan ahead to make sure your submission arrives in the 
Commission’s office by that date. Applicants must provide the Pre-Application 
Questionnaire, LCPL and SDRF on a clearly labeled CD/DVD/USB. Other 
attachments, including the map, may be provided either on the same CD/DVD/
USB or may be submitted in a paper format. All pre-application material must be 
sent together in one package. 

Send your organization’s pre-application materials to the Commission’s 
office (see address on page 41). When submitting your organization’s pre-
application, check to ensure that it includes the following.

 8  Pre-Application Questionnaire Format: Microsoft Word or PDF

 8  Land Conservation Project List(s) Format: Microsoft Excel 

 8  Schedule of Dedicated and Restricted Funds Format: Microsoft Excel 

 8  Other Required Attachments Format: PDF or Paper

 8  Map of Conserved properties Format: PDF or Paper

6. Commission Review of Pre-Application
The pre-application materials are used by the Commission to verify that 
an applicant meets specific program requirements before it is allowed to 
proceed and submit a complete application. Data from the pre-application is 
also used by the Commission to select projects for which the applicant will 
need to submit detailed documentation. 

Pre-Application Requirements
 A complete pre-application and all required attachments. 
  In addition, an applicant’s Land Conservation Project List must 

& Short and Sweet

If you are submitting your pre-

application or project documentation 

data electronically on CD, please 

note that we may not be able to 

open electronic files that have 

long file names. CD files can have 

path names of no more than 64 

characters, whereas files on hard 

drives and networks can have path 

names exceeding 200 characters! 

& Double Check

Before you submit your Land 

Conservation Project List (LCPL), 

check the data! Most of the pre-

applications that are rejected show 

the applicant did not consistently 

monitor its easements. Does your 

LCPL document that you meet the 

accreditation requirements? 
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demonstrate the following at the time of pre-application:
 That each conservation easement has a baseline 

documentation report.
 That each conservation easement has a record of 
 annual monitoring.
 That each fee property has a management plan or 

management summary.
 That each fee property has been inspected in the last year.

Pre-Application Review
The Commission reviews each pre-application for first-time accreditation. The 
review evaluates the pre-application with respect to the above requirements and 
is not predictive of future success in the application process. 

The Commission may decide that an applicant should not proceed if the 
Commission determines any of the following: the applicant does not meet the 
eligibility and registration requirements; the applicant does not meet the pre-
application requirements; the applicant is not primarily engaged in the active 
acquisition or stewardship of conservation land or conservation easements; the 
applicant would not be able to document compliance with the indicator practices 
and/or is not a strong candidate for accreditation; the pre-application documents 
are in unacceptable condition; or the pre-application is not otherwise able to be 
processed effectively. Applicants will be notified of this decision at least five 
weeks before the application due date. If the Commission determines that an 
applicant will not proceed, the organization will need to reregister when it is 
ready to apply. The registration fee is nonrefundable and nontransferable.

Pre-Application Acceptance and Project Documentation Request
Applicants are notified at least five weeks before the application due date that 
their application will proceed and will at that time receive a list of projects 
for which the Commission will need to see detailed documentation. The 
project documentation is submitted along with a complete application and all 
attachments. An invoice for the balance of the fee will also be sent at this time; 
fees are due at the same time as the application. 

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

7. Public Notice
As part of a complete application, applicants are required to provide evidence 
that they have notified key stakeholders that the organization is applying 
for accreditation. The notice to stakeholders must include information on 
how interested parties can comment, when comments are due and the 
requirement that comments must relate to the indicator practices. 

& Save paper! 

Double side your copies.

& Due Dates

Throughout the application and 

review process, your land trust will 

be asked to meet various deadlines 

(for example, submit additional 

documents, etc.). As with the 

pre-application and application due 

dates, the due date is the date the 

information is due in our office, 

not the date it is postmarked. Plan 

ahead to ensure your materials get 

in on time!
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The Commission posts applicants’ names on its website. The Commission 
accepts signed, written comments from the public on pending applications. 
Members of the review team may also reach out to potentially interested 
parties for written comments during the review process. The Commission 
may also receive and review newspaper articles, reports or other published 
material with information about the applicant. 

While comments received by the Commission must be attributed, the name 
of the commentator is not disclosed to the applicant. Comments are shared 
with the review team. If a comment indicates that a land trust may not be 
in compliance with the indicator practices, the substance of the comment 
is shared with the applicant and the applicant is given an opportunity 
to respond. Public comments are not the sole determining factor in an 
accreditation decision but may lead to a request for additional information 
and follow-up.

Applicant Requirement for Notifying Stakeholders
Applicants are required to notify key stakeholders that they are applying 
for accreditation and to include copies of the notices with their complete 
applications. Applicants may wait to issue the notice until the Commission 
has received the pre-application and notified the applicant of the projects 
it will review with the complete application, but notice must be completed 
by the time the complete application is submitted. The notices sent by 
applicants must include information on how interested parties can comment, 
a reminder that comments must relate to the indicator practices and a target 
due date – 45 days after the application due date. A sample is provided on 
the next page.  The complete application must include copies of the notices 

Example 3
Internal and External Stakeholders and Possible Outreach Methods

Internal Stakeholders Outreach Methods
Board and advisory committee members Broadcast email, printed newsletters, meetings, 

webpage item coupled with outreach directing 
readers to website, other methods that achieve 
the same outcome

Staff
Key volunteers
General members and/or donors

External Stakeholders Outreach Methods
Elected officials Press release to area newspapers, printed 

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

Public agencies
Area residents
Community organizations
Conservation groups
Land trust networks or coalitions
Abutters to actively managed or highly 
used land trust properties
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along with a short summary of who was notified and when. The Commission 
will review the notices to see that both internal and external stakeholders 
were notified. The application is not complete without copies of the notices.

Who Must Be Notified and How
Land trusts interact with a wide array of groups and individuals, and there is 
no one-size-fits-all list of stakeholders. Each land trust must determine who 
its most important internal and external stakeholders are and the best way 
to reach them. Consider people knowledgeable about your organization or its 
work who might have comments relevant to accreditation. See Example 3 on 
page 25 for a list of stakeholders and possible ways to reach them.

Below are some specific options your land trust might consider.
  Newsletter

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

	  Targeted letter to knowledgeable colleagues
 If you send a more targeted letter to a small group of stakeholders, 

we would like to see a copy of the letter and the list of names and/or 
 affiliations of the people it was sent to. 
	  Press releases or letters to the editor
 You may also consider sending a press release or letter to the editor 

to local or regional newspapers. You may send us a copy of the 
release and a list of newspapers it was sent to.

	  Website
 Many organizations have posted information on how to submit a 

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

The Commission will review the notice materials to determine that the 
applicant made a reasonable effort to inform stakeholders about their 
application for accreditation. Applicants do not need to go to great expense 
to meet this requirement. For example, paid notices and/or advertisements, 
special color-printed notifications, etc., are not required.

Sample Public Notification Text
On the next page is sample text your organization can use to announce its 
application for accreditation and the opportunity for the public to submit 
comments. You may edit the language, but the key components – how to 
comment, that comments must relate to national quality standards, and a 
target due date – must be included. Contact Commission staff if you have 
questions about drafting the notices.
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Sample Notification

The land trust accreditation program recognizes land conservation organizations that meet 
national quality standards for protecting important natural places and working lands forever. 
[LAND TRUST NAME] is pleased to announce it is applying for accreditation [or renewal of 
accreditation]. A public comment period is now open. 

The Land Trust Accreditation Commission, an independent program of the Land Trust Alliance, 
conducts an extensive review of each applicant’s policies and programs. [CONSIDER INCLUDING 
A QUOTE HERE ON WHAT ACCREDITATION MEANS TO YOUR ORGANIZATION OR WHY IT IS 
IMPORTANT.]

The Commission invites public input and accepts signed, written comments on pending 
applications. Comments must relate to how [LAND TRUST NAME] complies with national quality 
standards. These standards address the ethical and technical operation of a land trust. For the full 
list of standards see http://www.landtrustaccreditation.org/tips-and-tools/indicator-practices.

To learn more about the accreditation program and to submit a comment, visit 
www.landtrustaccreditation.org, or email your comment to info@landtrustaccreditation.org. 
Comments may also be faxed or mailed to the Land Trust Accreditation Commission, Attn: 
Public Comments: (fax) 518-587-3183; (mail) 36 Phila Street, Suite 2, Saratoga Springs, NY 
12866. Comments on [LAND TRUST NAME]’s application will be most useful by [45 DAYS FROM 
COMPLETE APPLICATION DUE DATE]. (For example, if your application is due May 1, this date 
would be June 14.)

http://www.landtrustaccreditation.org
info@landtrustaccreditation.org
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CHAPTER 4

Instructions for Registering and 
Completing the Pre-Application 

for Renewal Applicants

1. Introduction
The process for applying for renewal of accreditation is similar to the process 
used for first-time applicants. This chapter describes specific registration and 
pre-application requirements for renewal and links back to instructions for 
first-time applicants when the process is the same.

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

		To foster continued implementation of all of Standards and Practices 
(therefore there is a requirement for an assessment against the full 
set of standards within three years prior to applying for renewal).

	 To reflect evolving best practices in the field.
	 To confirm compliance with current accreditation indicator practices 

and program requirements. 
	 To verify an accredited land trust’s action on expectations for 

improvement.
	 To identify and evaluate major changes in accredited land trusts.

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

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

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

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

		The renewal process will use an online application and review 
system.
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3. Required Registration, Pre-Application and Application Dates
A complete application for renewal must be submitted prior to your 
organization’s accreditation expiration date; your organization will retain its 
accredited status until there is a final decision on your application. 
There will generally be two rounds for applications for renewal, spring and 
fall. Plan accordingly and make sure your organization registers for the 
appropriate round. 

Failure to register for an application round prior to the expiration of your 
organization’s accredited status or to submit the pre-application or application 
on the required due dates will result in your organization being unable 
to apply for accreditation before the end of your accredited term. Your 
organization’s license agreement to use the accreditation seal will expire and 
your organization’s name will no longer appear on the list of accredited land 
trusts. At that time, to be reconsidered for accreditation your organization 
will need to submit the application used by first-time applicants and pay all 
fees applicable to first-time applicants.

4. Registration
Registration confirms your organization’s intent to renew, provides your 
current contact information, and identifies any related corporations that will 
be part of your application. Your organization must register to secure its 
application date; registration for applications for renewal generally opens 
six months before the pre-application due date and closes two months 
before that time. See section 3 above for penalties for failure to register for 
an application round prior to the expiration of your organization’s 
accredited status.

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. 

5. Pre-Application Questionnaire and Attachments
Each applicant is required to complete a pre-application and submit the 
required attachments electronically. The pre-application is part of the online 
application system.

Pre-Application Questionnaire
The Pre-Application Questionnaire asks basic questions about your 
organization. An overview of the questions can be found on the 
Commission’s website. As noted in chapter 2, if a land trust operates 
under multiple corporate structures, the related corporations must apply 
concurrently. Each applicable entity must submit a pre-application 
and all attachments.

& If your accreditation expiration 

date is August – your application 

is due in the Spring Round.

If your accreditation expiration date 

is January – your application is due 

in the Fall Round of the previous 

year.  

http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
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Attachment List
The pre-application requires the following attachments: 

	 Most recent Form 990 (or Form 990-EZ, or Form 990-N) and, if 
applicable, most recent Form 990T.  This will allow us to determine 
the accreditation fee. Please include all completed Schedules, 
Statements and Attachments that accompanied your organization’s 
Form 990 (or Form 990-EZ) filed with the Internal Revenue Service 
(not the public inspection version).

  Land Conservation Project List(s). See more on page 18. 
  Map. See more below.
  Signed Accreditation Agreement. An example of the accreditation 

agreement can be found on the Commission’s website. See more 
below.

Map
A map showing approximate locations of your organization’s permanent 
conservation holdings is required as part of your pre-application. The map and 
project lists provide us with an overview of your land conservation work. The 
map (or maps) should show approximate locations of both fee lands and 
conservation easements. It should have been updated within the last 
year. The map must be in a format that can be uploaded to the online 
application system.

Accreditation Agreement
Your organization must download, sign and submit a scanned copy of the 
signed Accreditation Agreement as part of your pre-application. The 
Accreditation Agreement obligates the organization to abide by the terms 
and conditions of the accreditation program. It should be signed by an 
individual with the authority to enter into contracts on behalf of the 
organization. 
 
Land Conservation Project Lists 
The LCPL with information on all of the fee properties and conservation 
easements currently held by your organization must be submitted 
electronically as part of your pre-application. See the instructions on page 18. 
Applicants for renewal must provide conservation easement monitoring data 
for the last five years or each year since accreditation was last awarded.

6. Submitting Your Pre-Application
Details on how to submit a pre-application using the online system can 
be found in the user’s manual on the Commission’s website. (Available fall 
2012.)

Failure to submit a complete pre-application by the deadline will make your 
organization ineligible to participate in that accreditation round. See section 3 
above for information about penalties for failure to meet required due dates 
prior to the expiration of your organization’s accredited status.

http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
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7. Commission Review of Pre-Application
Data from the pre-application is used by the Commission to select projects 
for which the applicant will need to submit detailed documentation and to 
determine an applicant’s accreditation fee. Applicants are notified at least 
five weeks before the application due date of the list of projects for which 
the Commission will need to see detailed documentation. The project 
documentation is submitted along with a complete application and all 
attachments. An invoice for the balance of the fee will also be sent at this 
time; fees are due at the same time as the application. 

The Commission reserves the right to reject a pre-application for renewal 
for a number of reasons, including but not limited to the following: the 
materials or data are not complete or additional evidence shows the data 
are inaccurate; the applicant does not meet the eligibility and registration 
requirements; the pre-application documents are in unacceptable condition; 
or the pre-application is not otherwise able to be processed effectively. If the 
Commission rejects a pre-application the organization will need to reregister 
to submit the application used by first-time applicants and pay all fees 
applicable to first-time applicants. The registration fee is nonrefundable and 
nontransferable.

8. Public Notice
Applicants for renewal must notify key stakeholders that they are applying 
for renewal of accreditation and provide copies of the notice(s) with their 
complete application. See page 24 for more information on the public 
notice requirements.
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CHAPTER 5

Instructions for Completing 
the Application – General

1. Introduction
This chapter provides general information on completing both an application 
for first-time accreditation and an application for renewal. Separate 
chapters follow with more specific instructions for applications for first-time 
accreditation and applications for renewal. 

2. Completing the Application Questionnaire and Statements
Application Questionnaire
Application questions requiring a response are preceded by a 9 icon in the 
questionnaire for first-time application; the questionnaire is an Adobe Acrobat 
PDF form. The questionnaire for renewal of accreditation is part of the online 
system but questions can be previewed on the Commission’s website.

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

How Detailed an Answer?
Your statements and answers to the questions in the application should be 
clear and candid. You should do what you can to help a reader who does not 
know about your organization understand the work you are doing.  

Do not be concerned about getting the “right” answer. The Commission 
recognizes that there is a diversity of approaches in how each land 
trust implements the indicator practices. The key is that they are being 
implemented and you can show us how it is done in your land trust.

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

& Your application answers should 

help readers who do not know your 

organization understand the work 

you are doing.  

& Please note that all policies 

must be dated and must indicate if 

they were adopted by the full board 

(either on the policy itself or, if not 

noted on the policy, then attach the 

minutes of the board meeting when 

the policy was adopted). 

http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
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New Policies
If your organization recently adopted new policies, your application must include 
evidence that the policies are being implemented. You may either provide 
documentation that your practices were in place before being formalized in a 
policy or show documentation of how the new policy is implemented.

What if an Indicator Practice Does Not Apply to My Organization?
Each organization is expected to comply with each indicator practice. 
Answers in the application and statements should provide a clear explanation 
of how your land trust approaches the practice. 

Organizations that hold only conservation easements or only fee lands are 
only expected to comply with those practices that relate to the work they 
are engaged in at the time the application is submitted. The application notes 
which questions apply to which types of holding. Land trusts should be 
familiar with the practices that apply to projects they take on in the future. 

Compliance Confirmation
If an applicant subsequently engages in activities for which it was not 
required to demonstrate compliance in its application, it must notify the 
Commission of its additional activities. Depending on the project, the 
applicant may be asked to submit documentation of compliance once the 
project is complete. For example, if your organization currently holds only 
conservation easements, in the application you would only answer questions 
related to holding conservation easements. If, in the future, your organization 
were to start holding lands in fee, you would notify the Commission of the 
change and let us know when the first fee project is complete. Depending 
on the project and how close the organization is to renewal, we might ask for 
project documentation and other data to demonstrate compliance with the 
indicator practices related to holding fee land. 

3. Master Attachment Checklist Attachments
About the Attachments
The attachments provided as part of your application are a key part of 
demonstrating how your organization complies with the indicator practices. 
The Master Attachment Checklist shows the full set of attachments. Your 
organization should make sure that all required documents are included 
with the application as they are a critical part of the review process and 
incomplete applications will not be reviewed. 

In many places, the application provides you with the flexibility to choose 
the evidence that you think best shows how your organization implements 
a practice. That is because we know that each organization implements the 
practices differently. As with completing the statements and answering 
the questions in the application, do your best to show someone who is not 
familiar with your organization what it is doing to implement the practice.

& Direct the reader!

When you attach documents that 

include a small reference to the 

item requested in the application 

(for example, board meeting 

minutes, amended easements, 

etc.), please help the reviewers 

more quickly find the referenced 

information by highlighting the 

relevant text in some way (an 

arrow, highlighted text, stickers, 

etc.).

& Plan Ahead

If there are required documents 

you need to get from the state or 

federal government (for example, 

Certificate of Good Standing, final 

tax determination letter), do not wait 

to request copies as it may take a 

while to get what you need. 

A signed Board Resolution is 

required as part of a complete 

application. Plan now to have this 

item on a board agenda in advance 

of your application due date. 
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Naming Attachments and Dates
We know that there is great variability in how organizations document 
policies and procedures and organize documents. We know that land trusts 
do not all use the same names for their policies or procedures, and many 
have policies that combine several elements of the indicator practices. 

Attachments should include the name of your organization, a title and a 
date of creation and/or approval. With respect to formal policies adopted by 
the board, please indicate on the policy if it was adopted by the full board 
and when it was approved. If it is not clear from looking at the policy that 
it was adopted by the board, then also attach the minutes of the board 
meeting when the policy was adopted. Other attachments should include an 
indication of whether they were formally adopted or not, as applicable.

Selecting Which Attachments to Include
The Commission needs enough information to see evidence that the practice 
is carried out. If you have several different types of documents that show 
implementation, you should include all that apply. In other cases, you might 
provide an example of a typical document rather than every document of that 
type. For example, you might include a copy of a signed conflict of interest 
disclosure for one board member rather than all of them. You may also include 
additional documents that are not specifically requested in the application but 
are relevant; these additional documents must be clearly labeled.

No Blanks, No Drafts
In general, the attachments provided in your application should be copies 
of final documents, not templates or drafts. In some cases, this will mean 
providing copies of signed or recorded documents. In other cases, it will 
mean providing final board-adopted documents rather than drafts. The 
following are required:

	 Signed, recorded conservation easements or other deeds.
	 Final baseline documentation reports signed by all parties.
	 Signed stewardship solicitations and donation acknowledgement
 letters, not template letters.
	 Most recent board-adopted policies, not drafts.

Minutes
There are several places in the application where minutes are requested 
or where minutes may be an attachment you provide. Unless specifically 
requested, applicants do not need to provide the entire set of minutes from 
a meeting. When providing minutes as evidence, please submit the relevant 
section(s) of the minutes along with the date of the meeting and a list of 
those in attendance. For efficiency, you may wish to copy the first page of 
the minutes along with the relevant section. If you do include the full set of 
minutes, it helps reviewers if you highlight, circle or otherwise indicate the 
relevant section.

& When in doubt, call or email 

the Commission! Commission staff 

members are available to answer 

questions.

& When the Master Attachment 

Checklist includes “and” be sure you 

include all the required documents.

&  Common application 

completeness issues are missing 

attachments for items such as the 

donation acknowledgement letter 

that corresponds to the solicitation 

letter sent to a specific individual.
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4. Project Documentation
Introduction
The Commission will select conservation projects for which the applicant will 
submit documentation as part of its complete application. The project 
documentation is an important part of the accreditation review process. The 
documentation provides evidence that your organization implements its 
policies and Standards and Practices in your land conservation program. 
In some accreditation systems, this type of program verification is 
accomplished with costly site visits of every applicant. The project 
documentation review fills this essential program-verification function for 
land trust accreditation.

5. Attestation/Certification
Someone from your organization must sign the final Attestation page in 
the application (first-time applicants) or the Certification page (renewal 
applicants). The attestation/certification confirms that the individual has read 
the entire application and attests that it is an accurate reflection of the 
organization’s policies and operations. It should be completed by a person 
with the authority to make this statement. This is a paper document for first-
time applicants; applicants for renewal must download, sign and then upload 
a scanned, signed copy.

6. Board Resolution
The board of directors of the applicant organization must pass a Board 
Resolution endorsing the application and agreeing to the terms of 
accreditation. A template resolution is available for download for both first-
time applications and applications for renewal. This step ensures that the 
entire board understands the commitment the organization is making to the 
accreditation program.
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CHAPTER 6

Additional Instructions for 
Completing a  

First-Time Application
1. Introduction
This chapter provides more detailed information for first-time applicants and 
should be used in conjunction with chapter 5. Applicants should make sure 
their organizations can provide evidence of meeting all of the accreditation 
indicator practices and program requirements. From the period of 2008-2011, 
87 percent of organizations submitting a complete application for first-time 
accreditation met the requirements and were awarded accreditation.

2. Completing the Application Questionnaire and Statements 
Applicants must complete the Adobe PDF application form. Three copies 
of the application questionnaire, statements and attachments must be 
submitted on paper. The application does not need to be printed in color; 
color is used in the application simply for applicants’ benefit. 

Detailed information and tips on using the Adobe PDF form are available on 
the Commission’s website. The information below will help guide you as you 
prepare your responses to the application questions and statements.

About the Checklist
The Master Attachment Checklist is a guide for applicants. Like the 
application, the checklist is an Adobe PDF form and is available as a stand-
alone document on the Commission’s website. The checklist should be the 
first document in the binders you submit, and it will serve as the Table of 
Contents for your application. It is organized as your application binders 
should be organized, including tabs for the following:

	 Tab: Application Questionnaires
 This section has your completed questionnaires. Reviewers will
 repeatedly go back and forth between this section and the 

attachments. Being able to easily find the questionnaires helps the 
reviewer.

	 Tab: Preliminary Attachments
 These attachments provide introductory information about your land  

trust and its conservation work.
	 Tab: Master Policy Documents
 If your organization has master policy documents that you or the 

reviewers will need to refer to regularly, include them here.
	 Numbered Tabs 1–12 for Attachments for Standards 1–12
 These sections contain all of the material required to document  

compliance with the indicator practices, organized by standard.

http://www.landtrustaccreditation.org/storage/downloads/WorkingWithAdobeForms.doc
http://www.landtrustaccreditation.org/storage/downloads/MasterChecklistJan2010.pdf
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Completing the Checklist 
In the column labeled “Check,” applicants should check off those items that 
are included in their application. In the column labeled “Location,” applicants 
should note the tab where the attachment is located. If the title of the actual 
document is different from the one on the checklist, there is space for you to 
indicate the proper title on the checklist under “Document Name.”

Unless noted as if applicable, all documents on the checklist are required, unless 
it would be clear to a reviewer that they do not apply to your organization. 

Numbering and Labeling Attachments
Each attachment has been assigned a standard number by the Commission. 
Please do not change the numbering system! The document number on the 
Master Attachment Checklist should appear on your corresponding attachment. 

There are a number of ways applicants can label the attachments. 
Pre-formatted and numbered labels are available for download from the 
Commission’s website. Applicants may type or hand-write the name and 
date of the document and the relevant practice(s) on a sheet of paper just 
before the attachment. (This may also serve as a divider; see below.)
You may simply hand-write on the top of the attachment the name and 
relevant practice(s).

Separating Attachments
Materials related to each standard should be separated by numbered  
tabs 1-12. Within each standard, applicants should signal to reviewers 
that an attachment is in response to a new question or the next practice. 
The simplest way to do this is to use colored sheets of paper as dividers. 
Applicants may wish to use numbered mini-tabs to separate practices, but 
this can increase expenses.

While not required, it is preferred that attachments not be stapled as staples 
make it more difficult for reviewers to flip between documents.

Documents That Apply to More than One Practice
Your organization may have some policies, procedures or checklists that 
contain information that applies to more than one question in the application 
or indicator practice. There is no need to attach them twice. For subsequent 
references to the same document, simply note the tab location and title 
of the document in the appropriate location of the Master Attachment 
Checklist. This is helpful, for instance, if a document in Tab 3 is also used 
by your organization to demonstrate implementation of standards 6 and 11. 
You only need to attach it once in Tab 3; in standards 6 and 11 you would 
refer back to Tab 3. (See Example 4 on page 38 for an example of a document 
requested in Standard 11 that was already provided as an attachment in tab 8.)

If your organization has a large policy manual, such as a board manual or land 
protection manual, that you refer to often throughout the application, it will 

http://www.landtrustaccreditation.org/storage/downloads/ApplicationAttachmentLabels.doc
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help reviewers if this is included as its own tab. It will also make it easier for 
you to refer back to the document’s location in your written answers. 

Electronic Option for Large Appraisal Documents
The application requests copies of appraisals for practices 9J and 10B. To 
reduce copying expenses, you may include the appraisal summary in the 
application itself and provide the full appraisal on a CD/DVD/USB. For more 
information on formatting electronic submissions, see example 5 
on page 40.

Social Security Numbers Redacted
Documentation for practice 10B also includes Forms 8283. The Forms must 
include the landowner’s name, but the Commission encourages you to redact 
the social security or tax identification number. If the land trust has a copy of the 
supplemental statement filed with the Form 8283, please include it as well.

Project Selection
We will generally select at least one newer project from both your fee and 
easement project lists (if applicable). We expect that newer projects will 
show how your organization implements each of the appropriate indicator 
practices. We will also select at least one older project. We know that older 
projects might not contain all of the documentation that newer projects do. 
At a minimum we will look at the older projects to see how prepared your 
organization is to meet its stewardship obligations. In reviewing this range 
of projects, we will be able to see how your organization’s practices have 
evolved over time. 

The number of projects selected depends on how many projects in each 
category – conservation easements or fee properties – you have completed. 
Generally, we will not select more than six projects (see below for exceptions) 
and will use the following to guide the number of projects selected.

≤ 25 projects in a category =  up to two projects in the category
≤ 50 projects in a category = up to three projects in the category
≤ 100 projects in a category = up to four projects in the category
≤ 200 projects in a category = up to five projects in the category
≤ 200 projects in a category = as determined by the Commission

Example 4
How to List Documents in Master Attachment Checklist

 Tab 11: Standard 11 (for organizations that hold easements)
Check Location Number Document Name (include actual document title)

Tab 11 11A1  
Statement 11A1
Title: Green Acres Land Trust Easement Stewardship 
Cost Estimate

Tab 8 11A2
Evidence of how your organization determined the 
long-term stewardship and enforcement expenses
Title: Green Acres Land Policies and Procedures





X

X
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The Commission may select more than six projects for a variety of reasons, 
such as when organizations have completed a large number of projects, have 
a variety of unique projects or have multiple interlocking corporations holding 
land. The review team may also request documentation for more projects 
if it believes this information is needed to make an accreditation decision.
Additional fees may apply for the review of more than six projects. See the 
current fee schedule on our website for more information.

We realize that not every project will have every document, particularly the 
older ones; however we would expect newer projects to have all of the 
requested documents. Knowing how your projects have changed over time 
is helpful. Please provide documents that exist for the property at the time 
of your application. Your organization should not create new documents for 
the purposes of augmenting the application! Falsification of documents will 
result in accreditation not being awarded.

If your organization does not currently hold any fee properties or 
conservation easements, but meets the eligibility requirements for 
accreditation because it has been in the chain of title on at least two 
projects, see page 19 for more information.

Project Documentation Checklist
The documents requested for each project are listed in the Project 
Documentation Checklist, available as a stand-alone form on the 
Commission’s website. The checklist serves as the table of contents for 
each set of project documentation and should be duplicated for each project. 
To compile your project documentation, check off the documents on the 
checklist that you do have. Mark each document with the corresponding 
indicator practice number and note on the checklist any comments that will 
help reviewers understand the project.

Assembling the Project Documentation
The Commission strongly encourages applicants to submit project 
documentation electronically on three well-organized CD/DVD/USB (see 
Example 5 on the following page).

Assemble three sets of the documents in the order in which they appear on 
the checklist and place the checklist at the front of the set of documents. 

You may use your discretion in selecting the method for compiling/binding 
paper documents if you do not submit on CD/DVD/USB, as long as the 
presentation is professional and will allow review team members to look  
at the documents efficiently. Files with limited contents might be suited 
for a plain manila file folder, while others may be organized more logically 
in an accordion folder with separate manila folders for each standard and/
or practice or groups of practices. You might also use a binder with tabs for 
each standard and/or practice. It helps readers if you use the same labeling 
or tabbing system for every set of project documents. Clearly label each file 
with your organization’s name, state, and the project name. 

Project Documentation Tips

& The Commission prefers to 

receive project documentation 

electronically on three well-

organized CDs, DVDs or USB keys. 

Organize the electronic contents 

just as you would a binder: by 

project, standard, and practice. See 

Example 5 on page 40.

& Your project documents may 

include color photos and maps. 

Black and white copies of color 

documents are acceptable as long 

as the images are discernible. 

http://www.landtrustaccreditation.org/the-process/fees
http://www.landtrustaccreditation.org/storage/downloads/ProjectChecklistJan2010.pdf
http://www.landtrustaccreditation.org/storage/downloads/ProjectChecklistJan2010.pdf
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3. Assembling and Submitting Your Application 
Contents of a Complete Application
Check to make sure your application is complete! Previous applicants 
recommend having a non-team member review the entire application and all 
attachments once it is ready for submission to the Commission.

Please use the following guidelines when assembling your completed 
applications. 
	  Submit three copies of the complete application and all attachments,  

 assembled in three clearly tabbed, three-ring binders. Project   
 documents should be in their own folders, binders or CD/DVD/USB.  
 A complete application includes the following:

  8 Complete application. 

  8  All attachments.

  8 Project documentation. 
	  Label the cover and spine of each binder with the organization’s 
  name and state, and date of submission (month and year). 
  See Example 6.
  Use tabs labeled as described in Example 7 on page 41 to separate  

 the major parts of your application. Use tabs numbered 1-12 to   
 organize the attachments required for each standard (i.e.,   
 Tab 1: documents required under Standard 1; Tab 2: documents   
 required under Standard 2; etc.). Please separate the attachments  
 under each tab as described on page 37.

Maximum Binder Size
When it comes to binders, commissioners and staff have learned that bigger 
is not necessarily better! Large binders often become unwieldy and are more 

Organize your CD/DVD/USB just as you would organize a 
binder: by project, then by standard number, then by practice 
number (for example, Smith Project/Standard 11/Practice 11C/
SmithMonitoring08.doc). All your projects should fit on one  
CD/DVD/USB, but the Commission needs three copies. 

Please save files in formats that are easily opened by different 
users, such as text and PDF. Be sure to keep filenames to a 
reasonable length as reviewers may not be able to open files 
with long names.

Please contact the Commission if you need further guidance.

Example 6
How to Label Your 
Application Binder

GreenAcres 
Land Trust 

(State)
May 2010

GreenAcres Land Trust 
(State)

May 2010

=

9

Example 5
How to Organize Project Documentation on CD/DVD/USB
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likely to break. As a result, the Commission has set the maximum allowed 
binder size (ring size) at three inches. Please do not overstuff binders.

Electronic Submissions
Unless otherwise noted, all material submitted to the Commission must 
be submitted on paper. In those cases when the Commission encourages 
electronic submissions (the pre-application, appraisals for 9J and 10B in the 
application, project documentation and follow-up materials), applicants may 
submit the requisite number of copies on a CD/DVD/USB. We generally do 
not accept material via email. 

Shipping
Complete applications must be delivered to the following address:

Land Trust Accreditation Commission 
36 Phila Street, Suite 2
Saratoga Springs, NY 12866

You may send your application using whichever method of shipping is most 
economical and convenient for your organization. Plan ahead to ensure that 
your application arrives at the Commission office by the application due 
date. It is strongly recommended that you select packaging that is sturdy 
and secure and use a shipping method that allows you to track the package. 
You should keep a copy of the entire application for your reference.

Fees
The accreditation fee is also due at this time but will be invoiced separately. 
See the Commission’s website for the current fee schedule.

Submitting the Application

8 Check to see if everything is 

complete.

8 Make four copies of materials. 

8 Keep one copy. 

8 Send three sets of complete 

materials to the Commission.

& Did You Check?

Did you copy all the pages of your 

attachments? For example, make 

sure you do not submit just the 

odd-numbered pages of your 

bylaws!

& The maximum binder size 

allowed by the Commission is three 

inches.

Example 7
How to Organize Your Binder

Before the NumBered taB 
Master Attachment Checklist
Tab: applicatioN QuestioNNaires

Pre-Application Questionnaire
Application Questionnaire
Tab: prelimiNary attachmeNts

 Schedule of Dedicated and Restricted Funds 
 Land Conservation Project Lists
 Map (only two binders need the map)
 Documentation of stakeholder notification of public comment period 
 Most recent newsletter
 List of current board members and board member biographies
 List of staff members, if applicable
Tab: master policy documeNts

Master policy documents, labeled and numbered sequentially, if applicable
NumBered taBs 1 – 12 for attachmeNts for staNdards 1-12

http://www.landtrustaccreditation.org/the-process/fees
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CHAPTER 7

Additional Instructions 
for Completing an 

Application for Renewal 
1. Introduction
This chapter provides more detailed information on completing the 
application for renewal and should be used in conjunction with chapter 5. 
See earlier chapters for registration and pre-application information.

2. Completing the Application
Applicants for renewal use an online application system to complete and 
submit an application. Details on how to use the online application system 
can be found in the user’s manual on the Commission’s website. (Available 
fall 2012.)

It may be helpful to review the application and list of attachments in advance 
of logging on to the system. You can access a PDF version of the renewal 
application questionnaire and master attachment checklist of required 
documents on the Commission’s website.

Please note that you may begin working on your online application as soon 
has your organization has registered for renewal. However, the Commission 
requires that the responses to your application be no older than 90 days 
prior to submission so plan to review your responses and uploaded 
attachments accordingly. 

3. Attestations and Verification 
Introduction
The renewal application and review process utilizes attestations and 
corresponding verification to evaluate several required elements of 
straightforward indicator practices. Attestations help reduce the amount 
of documents an applicant must submit with the application and are used 
when statements are readily verifiable and few first-time applicants received 
expectations for improvement related to the required documentation. 

Attestations 
The applicant must attest to the item by checking one or more boxes 
affirming the accuracy of the statement (see example below). The person 
confirming the attestation must be someone familiar with the subject matter, 
who has authority to make the attestation on behalf of the organization, and 
who has investigated the subject of the attestation and has reason to verify 
that it is true. Each attestation must include the name and title of the person 
making the attestation.

& Since there is not going to be an 

applicant phone call at renewal, the 

responses in the application should 

be as clear as possible. Please give 

enough detail for someone who 

does not know your organization to 

understand the answer.

http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
http://www.landtrustaccreditation.org/storage/downloads/RenewalMasterAttachmentChecklist.pdf
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Verification
In order to evaluate whether the attestation approach yields reliable results, 
the Commission will select one or more attestations for verification in each 
round of applications and will request additional documentation or evidence 
to confirm the attestation from each applicant in the round.

At the time attestation verification information is requested, applicants who 
hold conservation easements will also be required to submit easement 
monitoring reports and a baseline document report for a project(s) selected 
by the Commission for which there are at least five years of monitoring data 
available. This information verifies data in the LCPL.

Applicants will be informed within two weeks after the application due date 
of the required attestation verification material and will have two weeks to 
supply the requested documentation.  

The Commission will evaluate the information to both verify the accuracy of 
the attestation for the individual applicant and to confirm if the attestation 
approach for renewal is a reliable system. 

Example of An Attestation
By checking “yes,” our organization attests that our organization has reviewed its conflict of interest 
policy (or policies) against the Commission’s requirements for practice 4A and confirms that the 
following required elements are included.

 Yes, [NAME AND TITLE] attests that our organization’s conflict of interest policy (or policies)  

 contains the following required elements. Please enter additional information below. 

	 •       Name(s) of policy(ies): _______ 

	 •	 Policy	is	dated:	_______

         Date(s) of board adoption: _______

         Date(s) of most recent revision, if applicable: _______

	 •	 Policy	applies	to	all	of	the	following	insiders:

         Board members,

         Staff members (if organization has staff),

         Substantial contributors,

         Parties related to board, staff and substantial contributors,

         Those who have an ability to influence decisions of the organization, and

         Those with access to information not available to the general public.

 •	 Policy requires that a conflicted party not be present during the discussion (unless   
  asked to provide information) of an issue when he/she is conflicted. 

 •	 Policy requires that a conflicted party not be present during the vote on an issue   
  when he/she is conflicted.
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If an applicant’s documents do not verify the attestation, the Commission 
will evaluate the degree of the inconsistency and may make a decision not 
to award accreditation. If the Commission finds that an applicant knowingly 
falsified data, accreditation will not be awarded. If the verification process 
indicates widespread issues with the attestation approach, the Commission 
may evaluate or change its use of attestations for later renewal applications.

4.    Expectations for Improvement 
Expectations for improvement may be provided to an accredited land trust 
as part of the accreditation award letter or through the compliance 
confirmation process. Expectations for improvement are used to foster 
continuous learning and quality improvement when the Commission 
determines that an organization needs to do additional work to fully comply 
with one or more elements of an indicator practice. At the time the 
organization applies for renewal of accreditation, it must document how it 
met each expectation for improvement. 

How can I show documentation? 
Applicants for renewal must provide a written statement of how the 
organization addressed any expectations for improvement along with 
documentation of implementation for each one. The appropriate type of 
documentation will depend on the specific details of the expectation
for improvement. Examples of types of documentation that can be provided 
in a renewal application include the following. 

 Board Minutes Demonstrate Compliance (for situations where the 
board needed to take action)

 Board Resolution Certifying Compliance (for situations where board 
minutes or other documentation would not be informative)

 Corporate Documents Demonstrate Compliance (for changes to 
bylaws, articles of incorporation, etc.)

 Current Board-Approved Policy Demonstrates Compliance (for 
required changes to organizational policies)

 Current Policies, Procedures or Materials Demonstrate Compliance 
(for special items that are specific to the expectation)

 Financial Reports Demonstrate Compliance (including audits and 
Forms 990)

 Governmental Filings Demonstrate Compliance (including 
Forms 990, charitable registration documentation and similar 
requirements)

 Recent Fundraising Materials Demonstrate Compliance (including 
solicitation materials and gift acknowledgement letters)

 Recent Project Documentation Demonstrates Compliance (for 
items pertaining to transaction processes and records)

 Third-Party Certifies Compliance (for when the land trust was 
required to consult auditors, attorneys, etc.)
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What about practices from Standards and Practices that are no longer 
indicator practices?
The Alliance, in coordination with the Commission, made changes 
to the indicator practices after the pilot accreditation program in 2008 and 
again after a thorough program evaluation in 2009/2010. The intent of these 
changes was to reduce redundancy in the accreditation application. Many 
of the indicator practices that were removed from the list are evaluated 
under other practices. The charts below show how these practices are 
evaluated today.

Indicator Practices Removed 
From List

Now Evaluated Under Indicator Practice

2D.  Records Policy 9G. Recordkeeping

5B. Accountability to Donors 5A. Legal and Ethical Practices

8E. Site Inspection Documentation of site inspection not required
9L. Transfers and Exchanges of 
Land

If with a conflicted party, evaluated under practice 4A. Dealing 
with Conflicts of Interest

12E. Land Stewardship 
Administration

Documentation under this practice not required

                                                 Indicator Practices Changes – Effective 2010

Indicator Practices Removed 
From List

Now Evaluated Under Indicator Practice

1A. Mission Evaluated from Form 990 and land trust’s website
1B. Planning and Evaluation 7A. Capacity

3B. Board Composition 3C. Board Governance

4C. Transactions with Insiders 4A. Dealing with Conflicts of Interest

6A. Annual Budget 6B. Financial Records

6F. Investment and Management 
of Financial Assets

Investment policies not required, management of restricted 
funds evaluated in 6B. Financial Records

8G. Project Planning 3F. Board Approval of Land Transactions and 8B. Project Selec-
tion and Criteria

9A. Legal Review and Technical 
Expertise

Documentation of legal review not required, drafting process 
reviewed in 9E. Easement Drafting

9K. Selling Land or Easements If with a conflicted party, evaluated under practice 4A. Dealing 
with Conflicts of Interest

10A. Tax Code Requirements 10B. Appraisals

11D. Landowner Relationships Documentation of landowner contact not required, related 
questions under 11C. Easement Monitoring

Indicator Practices Changes After Pilot Program – Effective 2008
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5. Schedule of Dedicated and Restricted Funds (SDRF)
The application requires a SDRF.  See page 21 for instructions on how to 
complete this document.

6. Project Selection and Documentation
Project Selection
The number of projects selected at renewal depends on how many projects 
in each category – conservation easements or fee properties – your 
organization completed during its accredited term. 

As many requirements at renewal are verified with project documentation, 
the Commission may select a larger number of projects to review at the time 
of application for renewal than it did for first-time accreditation. However, 
generally we will not select more than six projects (see below for exceptions) 
and will use the following to guide the number of projects selected. Projects 
will be chosen from those completed, or for which there were amendments 
or violations acted on, during your land trust’s accredited term.

Statement 6D5

The application at statement 6D5 asks for annotations to the applicant’s audit or financial 

statement if notes in the audit or financial statement do not provide the requested information. 

This information enables the Commission to understand how the consolidated numbers in the 

financial statement correspond to the accounts listed in the SDRF. For an example see below.

Your financial statement reports the following as net assets on its Statement of Financial Position
Unrestricted  $ 1,000,000
Temporarily Restricted $ 500,000
Permanently Restricted            $ 100,000  

The annotations under 6D5 would show the following.
Unrestricted  $ 1,000,000 Total
Undesignated $ 800,000
Board designated Stewardship Fund*  $ 200,000

Temporarily Restricted $ 500,000 Total
Grant obligations $ 200,000
Conservation easement defense* $ 100,000
Land acquisition $ 200,000

Permanently Restricted               $100,000  Total
Endowment for Smith Preserve* $100,000

*These accounts would also be listed on the SDRF, the SDRF may have different dollar values for 

these accounts as the financial statement may pre-date the data provided in the SDRF.
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The Commission may select more than six projects for a variety of reasons, 
such as when organizations have completed a large number of projects over 
their accredited term, have a variety of unique projects or have multiple 
interlocking corporations holding land. The review team may also request 
documentation for more projects if it believes this information is needed 
to make an accreditation decision. Additional fees may apply for the review 
of more than six projects. See the fee schedule on our website for more 
information.

If Your Organization Did Not Complete Any Transactions During Its 
Accredited Term
If your organization did not complete any transactions during its accredited 
term, the Commission will not review project documentation as part of 
your application for renewal. It may, however, confirm stewardship of older 
projects through selection of monitoring reports and baseline documentation 
reports. Should your organization be awarded accreditation for a subsequent 
term, you will be required to notify the Commission if you complete a 
transaction. The Commission may review project documentation from the 
transaction under its compliance confirmation process.

Project Documentation Checklist
The documents requested for each project are listed in the Project 
Documentation Checklist. Please provide the documents that exist for the 
property at the time of your application. Your organization should not create 
new documents for the purposes of augmenting the application! Falsification 
of documents will result in accreditation not being awarded.

Social Security Numbers Redacted
Documentation for practice 10B includes Forms 8283. The Forms must 
include the landowner’s name, but the Commission encourages you to 
redact the social security or tax identification number. If the land trust has a 
copy of the supplemental statement filed with the Form 8283, please include 
it as well.

7.    Comparison of First-Time Accreditation and Renewal
There are some differences in accreditation requirements for applicants for 
first-time accreditation and for renewal. For instance, accredited land trusts 
applying for renewal of accreditation will be expected to be able to document 
implementation of the standards from Standards and Practices and the 
indicator practices throughout their accredited term, as agreed to in the 

The number of projects selected for an application for renewal will be as follows

≤ 25 projects completed during the accredited term in a category =  up to three projects in the category
≤ 50 projects completed during the accredited term in a category = up to four projects in the category
≤ 100 projects completed during the accredited term in a category = up to five projects in the category
≤ 200 projects completed during the accredited term in a category = up to six projects in the category
> 200 projects completed during the accredited term in a category = as determined by the Commission

http://www.landtrustaccreditation.org/the-process/fees
http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
http://www.landtrustaccreditation.org/storage/downloads/RenewalApplication.pdf
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Accreditation Agreement. Accredited land trusts applying for renewal also 
must be able to document how they met any expectations for improvement. 
In addition, the Requirements Manual indicates several practices for which 
there are elements that are required to be in place at first-time accreditation 
and elements that are required at renewal.

8.    Demonstrating Compliance at Renewal
Accredited land trusts commit to implementing the accreditation indicator 
practices during their accredited term. The Commission a) expects 
compliance with the express parameters of clearly worded indicator 
practices throughout the accredited term; and, b) expects compliance at 
least by the time of renewal with the Commission’s published requirements 
in effect at renewal. See examples below. 

The Commission expects that an applicant will have met any expectations 
for improvement received during its initial accreditation or through 
the compliance confirmation process. If an applicant failed to meet 
an expectation for improvement, the Commission may decide not to 
award accreditation at renewal, particularly if the expectation was clearly 
articulated, the failure to meet it was not isolated, and/or the failure to meet 
it would put the applicant or the accreditation program at risk.

If an applicant failed to implement an item identified in the Commission’s 
current published requirements as being required “at renewal,” depending 
on the severity of the failure and ability to take corrective action promptly, 
the Commission may allow an applicant a limited opportunity to correct 
the noncompliance during the review process. If the applicant has failed 
to consistently maintain the “at initial accreditation and thereafter” 
requirements, the Commission may make a decision not to award 
accreditation. 

In other situations where an accredited land trust cannot demonstrate 
compliance with the indicator practices or the Commission’s current 
published requirements, depending on the severity of the failure and the risk 
to the applicant and accreditation program, the Commission may issue an 
expectation for improvement at renewal.

Examples
11B. Baseline Documentation Report (as excerpted from Standards and 
Practices) 
“For every easement, the land trust has a baseline documentation report 
(that includes a baseline map) prepared prior to closing and signed by the 
landowner at closing.  The report documents the important conservation 
values protected by the easement and the relevant conditions of the 
property as necessary to monitor and enforce the easement.  In the 
event that seasonal conditions prevent the completion of a full baseline 
documentation report by closing, a schedule for finalizing the full report and 
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an acknowledgement of interim data [that for donations and bargain sales 
meets Treasury Regulations §1.170A-14(g)(5)(i)] are signed by the landowner 
at closing.”

	 The Commission expects compliance with the indicator practice 
during the entire accredited term; i.e. a baseline (or interim data) 
at closing for every easement. (In evaluating this practice, the 
Commission may determine that an isolated or rare instance of 
noncompliance that has a reasoned and reasonable justification and 
that does not jeopardize the applicant or the accreditation program 
will not preclude renewal of accreditation.) 

	 As to the contents of the baseline documentation report, the 
Commission expects current baseline document reports to contain 
“at renewal” requirements at least by the time of renewal.

9H. Title Investigation (as excerpted from Standards and Practices)
“The land trust investigates title to each property for which it intends to 
acquire title or an easement to be sure that it is negotiating with the legal 
owner(s) and to uncover liens, mortgages, mineral or other leases, water 
rights and/or other encumbrances or matters of record that may affect the 
transaction.  Mortgages, liens and other encumbrances that could result in 
extinguishment of the easement or significantly undermine the important 
conservation values on the property are discharged or properly subordinated 
to the easement.” 

	 The Commission expects compliance with the indicator practice 
during the entire accredited term; i.e. title investigation for each fee 
and conservation easement acquisition. (In evaluating this practice, 
the Commission may determine that an isolated or rare instance of 
noncompliance that has a reasoned and reasonable justification and 
that does not jeopardize the applicant or the accreditation program 
will not preclude renewal of accreditation.) 

	 As to who performs the title investigation, the Commission expects 
current title investigations to meet the “at renewal” requirement of 
being completed by a title company or through a law firm to be in 
place by the time of renewal.

9. Noncompliances Not Discovered at Initial Accreditation
Land trust accreditation is based on best practices in the evolving field of 
land conservation. It is also a sampling process. Renewal of accreditation 
is designed to confirm that a land trust continues to comply with Standards 
and Practices and accreditation requirements. As such, it is possible that 
noncompliances will be identified at renewal that were not discovered in the 
initial application review. This may mean that accredited land trusts will be 
asked to respond to questions or take corrective action during the renewal 
process on items that were not discussed during the initial review. In addition, 
similar to the initial accreditation process, the Commission may issue 
expectations for improvement for an organization to focus on during its next 
accredited term. These are offered to foster continuous learning and quality 
improvement and to ensure continued compliance with the indicator practices.
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10.   Assembling and Submitting Your Application and Application Fees
Unless otherwise noted, all material submitted to the Commission at renewal 
must be submitted electronically using the online application system. Make sure 
to plan ahead to ensure that your application can be submitted electronically by 
the application due date. See chapter 4, section 3, for information about penalties 
for failure to meet required due dates prior to the expiration of your organization’s 
accredited status. 

The accreditation fee is also due at this time. It is invoiced separately. See 
the Commission’s current fee schedule for details.

http://www.landtrustaccreditation.org/the-process/fees
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CHAPTER 8

Commission Review
1. Commission Review of Application
Completeness and Acceptance
Applicants must submit their complete application by their assigned due 
date. The Commission will confirm receipt with the applicant. The next step 
is to determine whether or not the application is complete. If an organization 
submits an application that is inadvertently missing an attachment, the 
Commission may provide the land trust a limited opportunity to supply the 
missing information by a specific date. At renewal, the online application 
system will verify that all required documents are uploaded and the 
application is complete before the application can be submitted.

The Commission may decide that an application will not be accepted if it 
determines any of the following: the applicant does not meet the program 
requirements; the applicant is not primarily engaged in the active acquisition 
or stewardship of conservation land or conservation easements; the 
applicant would not be able to document compliance with the indicator 
practices and is not a strong candidate for accreditation; the application 
documents are substantially incomplete and/or in unacceptable condition; or 
the application is not otherwise able to be effectively processed.   

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

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

Review Approach
The review team examines all of the information it has to determine if 
the applicant is implementing Standards and Practices and meeting each 
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indicator practice. The review team not only examines an applicant’s written 
policies (for example, a conflict of interest policy or attestation thereof at 
renewal), but also looks for evidence that the policy and indicator practice are 
actually followed (such as by reviewing board meeting minutes from the last 
time the applicant managed a conflict of interest).

The review team may find the applicant is meeting each indicator practice, or 
it may find that it needs more information or that the applicant would need 
to take corrective action to be in compliance. Renewal applicants should also 
see the “Demonstrating Compliance” section in chapter 7, section 8.

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

The Commission uses a variety of systems to ensure consistency in the 
review process including having staff and commissioners serve on a variety 
of review teams, using the Requirements Manual as a reference, and having 
feedback systems between staff, commissioners, Commission committees 
and the full Commission. For more information see the Consistency Checks 
diagram on the Commission’s website. 

2. Review Process for First-Time Applicants
Applicant Conference Call
The review team generally will hold one phone call with the applicant to provide 
for an opportunity to discuss the application and so that the organization can 
answer questions the review team may have about the application. Applicants 
will receive an agenda approximately one week prior to the call detailing the 
questions the review team would like to discuss. While the review team may 
have questions related to a particular practice, it does not necessarily mean 
that the applicant needs to provide additional information or take further action. 
In many cases, only verbal clarification of information submitted is needed. 
Applicants should plan to have people on the call who can respond to the 
questions; participation from board members is strongly encouraged. 

Site Visit
Some organizations may be selected to receive a site visit. The Commission 
uses site visits as a check on the document-based process and to verify 
organizational practices or land conservation work on the ground. The site 
visit may replace the applicant conference call.

http://www.landtrustaccreditation.org/storage/downloads/ConsistencyChecks.pdf
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Additional Information Request
After the conference call or site visit, the review team will likely follow up 
with the applicant in writing. The additional information request or follow-up 
letter provides applicants with a limited opportunity (generally one to three 
months) to provide additional information or to take corrective action to 
confirm compliance.

Once the review team has completed its review, it will make a final 
recommendation on the application to the full Commission. 

3. Review Process for Renewal Applicants
No Additional Information Needed
If the applicant meets all of the requirements for awarding accreditation at 
renewal, the review team may recommend that the application proceed to a 
decision to accredit (with or without expectations for improvement) without 
additional review steps.

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

If the accredited land trust would like clarification of the additional 
information request, it may request a conference call with the review 
team. The Commission will do its best to accommodate the request for 
a call in a timely manner; applicants should plan accordingly as it may 
take up to several weeks to arrange an acceptable date for the call. On 
limited occasions the review team may require the applicant to participate 
in a conference call, in such instances the call record may be part of the 
response to the additional information request.

In extraordinary circumstances, if the applicant has a specific action to 
complete or specific information cannot be completed or obtained within the 
standard three-month period, the review team, in its sole discretion, may 
request that the Commission’s executive committee extend the response 
period to six months. If the action/information cannot be completed or 
obtained in that period the Commission may not award accreditation.

Site Visit
Some organizations may be selected to receive a site visit. The Commission 
uses site visits as a check on the document-based process and to verify 
organizational practices or land conservation work on the ground.
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4. Commission Decision
The Commission makes final decisions on each complete application 
(for first time accreditation renewal, etc.) based on the review team’s 
evaluation of the applicant’s compliance with Standards and Practices 
and each of the indicator practices. The Commission may also consider 
an applicant’s willful disregard of a non-indicator practice if breach of the 
practice could put the applicant organization at risk or threaten the credibility 
of the accreditation program.

Accredit
Organizations that demonstrate acceptable compliance with all of the 
indicator practices and program requirements are awarded accreditation for 
a period of five years. Decisions to award accreditation may be accompanied 
by expectations for improvement when the Commission determines that the 
land trust must take action over its accredited term to improve compliance 
with certain practices. 

Accreditation Not Awarded 
The Commission may make a decision to not award or not renew 
accreditation in the following circumstances: 

	 The applicant does not comply with, has not complied during 
its accreditation term with, refuses to comply with, or has 

The Review Process Comparison

Renewal Applicants

Commission RT reviews application

Additional information request

Clari�cation call (if needed)

RT reviews additional information

Final recommendation to full Commission

First-Time Applicants

Commission Review Team (RT)
reviews application

RT sends applicant call agenda

Additional information request

RT reviews additional information

Applicant call or site visit

Final recommendation to full Commission
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demonstrated the intent not to comply with all of the indicator 
practices or standards from Land Trust Standards and Practices; 

	 The applicant has falsified documents; 
	 The applicant has not provided sufficient evidence of its compliance 

with Standards and Practices and program requirements (as 
identified in the Commission’s Applicant Handbook, Requirements 
Manual, and other published material) at the time of application and 
would need substantial additional time or resources to correct areas 
of noncompliance identified during the accreditation process; 

	 An accredited land trust that received an expectation for 
improvement has not demonstrated at time of renewal that it met 
the expectation, the failure is not isolated, and/or the failure would 
put the applicant at risk; 

	 The applicant shows willful disregard for a non-indicator practice 
that could put the applicant at risk or threaten the credibility of the 
accreditation program; 

	 The Commission can document other compliance failures that would 
put the applicant at risk or would threaten the credibility of the 
accreditation program; or, 

	 A decision to accredit would jeopardize the Commission’s integrity. 

Table
The Commission may table an application for first-time accreditation when it 
needs an applicant to provide specific information or to take a specific action 
before the Commission can make a final decision. The decision to table is 
at the discretion of the Commission. If tabled, the applicant must provide 
information or take action within a timeframe specified by the Commission. 
The Commission will establish a timeframe specific to the information or 
action required, but in no case will the timeframe exceed 12 months. (Table 
is not a decision option at renewal as accredited land trusts are expected to 
demonstrate compliance without a table period.)

Applicant Notification and Publication
Each applicant will be notified of the Commission’s decision before it is 
made public. Accredited organizations will be granted a license to use the 
trademarked accreditation seal. Commission staff will work with accredited 
organizations to promote their accredited status. The Commission publishes 
a list of organizations that have been awarded the accreditation seal. It also 
publishes aggregate data about application success rates. It does not release 
the names of, or individual information about, organizations that apply but 
that are not awarded accreditation.

Applicants that are not awarded accreditation are provided with information 
on the reason(s) for the decision. If accreditation is not awarded, the 
Commission may establish a waiting period before the applicant can 
reapply. If an accredited land trust applies for renewal and is not awarded 
accreditation, its license to use the trademarked accreditation seal will be 
terminated. To reapply, it must complete the application used by first-time 
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applicants and pay all fees applicable to first-time applicants. Accreditation 
fees are not refundable. A Commission decision to not award accreditation 
may be appealed by the applicant. For more information about the appeals 
process, see the Commission’s Appeals Policy and Procedures. 

5. Deadlines and Exceptions for Catastrophes
The Land Trust Accreditation Commission requires applicants to register, 
submit documents, and make payments on time in order to remain an 
applicant or accredited land trust. These requirements help ensure that 
the accreditation program is administered fairly. However, there may be 
limited extraordinary and unforeseen circumstances outside of the control 
of the land trust that would prevent it from meeting deadlines and where an 
extension of a deadline may be appropriate. 

An extension of a deadline may be granted by the Commission’s executive 
director only if one or both of the following criteria are met: 

	 A disaster or other event destroys land trust property or records. 
	 A key individual dies or has a serious illness.

Exceptions are considered rare and will not be considered for routine 
changes in business structures, staff turnover, economic downturns, or 
other events that can occur in the normal course of operating a nonprofit 
organization. 

If a circumstance is not addressed by this policy and/or would prevent the 
Commission from effectively reviewing an application, the executive director 
may bring the matter to the Commission’s executive committee to make a 
determination on a case-by-case basis.
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CHAPTER 9

Once Your Organization 
Is Accredited

1.    Length of Accreditation/Renewal
Accreditation is awarded for a five-year period, after which organizations may 
apply for renewal. 

2. Accreditation Seal
Organizations that are accredited are licensed to use the trademarked 
accreditation seal. This enables members, donors, regulators and others to 
know that your organization is accredited. The license agreement spells out 
the terms and conditions for using the seal and the Commission provides the 
style guide for reproducing and displaying it. 

3. Celebrating Your Accreditation
Your organization worked hard to earn its accredited status. Once you are 
accredited, it will be time to celebrate and publicize your success. Once 
your organization returns the license agreement, an accreditation award 
kit will be mailed to you. Organizations are encouraged to use the tools 
in the kit to help publicize this achievement. The award kit contains things 
such as a sample press release, copies of the accreditation seal and 
suggestions on how to use it, a brochure, and information on the section of 
the Commission’s website just for accredited land trusts. This section of our 
website contains electronic versions of the seal, a sample press release, 
and other tools to help your organization make the most of its status as an 
accredited land trust.
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CHAPTER 10

Conditions for Maintaining 
Accreditation, Discipline 

and Appeals
1. Conditions for Maintaining Accreditation
Land trusts applying for accreditation are required to sign a formal agreement 
accepting the following conditions for maintaining accreditation.

Terms 
The maximum period of accreditation is five years. In order to maintain 
accreditation, once granted, the land trust must continually comply with the 
following:

 Standards and Practices, the accreditation indicator practices and 
program requirements. 

 The license agreement and the terms and conditions that govern 
the use of the accreditation seal and the representation of the land 
trust’s accredited status.  

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

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

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

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

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

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

implementing Standards and Practices and program requirements.

We also request that accredited land trusts notify the Commission of any 
changes to the land trust’s contact information.
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Continuous Improvement
Accredited organizations are expected to implement Standards and Practices 
and to be aware of any changes to them. Accredited organizations are also 
expected to stay current in the field of land conservation, to review annual 
updates to the Requirements Manual and to continually learn and refine their 
programs to implement Standards and Practices.

Requests for Information
An accredited land trust must provide the Commission with information that 
it requests regarding a land trust’s compliance with Standards and Practices 
and program requirements. The Commission may revisit accreditation 
decisions as described in more detail below in order to be assured that 
the land trust continues to implement Standards and Practices, to meet 
all indicator practices and program requirements during the term of 
accreditation, and to uphold the credibility of the accreditation program. 

2. Compliance Confirmation 
The Commission requires that accredited land trusts continually conform 
to Standards and Practices and program requirements. The Commission 
may receive information about an accredited land trust’s compliance with 
Standards and Practices and program requirements in several ways. 

	 Accredited land trusts are required to notify the Commission in 
writing of any major changes in their structure or operation that could 
potentially affect their intent and ability to comply with Standards 
and Practices and program requirements (see Notification section 
above).  

	 The public may have information regarding this important issue 
and the Commission will evaluate signed, written complaints that 
document that an accredited land trust may not be in compliance 
with Standards and Practices or program requirements. 

	 The Commission may ask land trusts for additional data on their 
activities at any time during the term of their accredited status and 
may also receive information from other sources.

A copy of the detailed compliance confirmation procedures the 
Commission uses to evaluate information regarding an accredited land 
trust’s implementation of Standards and Practices and compliance with the 
accreditation program requirements can be found on the Commission’s 
website. Decisions made in accordance with the Compliance Confirmation 
Policy and Procedures are made solely at the discretion of the Commission.

3. Disciplinary Action: Probation and Termination of Accreditation 
In order to maintain the integrity of the accreditation program the 
Commission may take disciplinary action against an accredited land trust 
during its accredited term when there is evidence that the land trust no 
longer conforms to Standards and Practices or program requirements. 
As indicated in the Commission’s Compliance Confirmation Policy and 
Procedures, an accredited land trust will have the opportunity to respond 

http://www.landtrustaccreditation.org/about-the-commission/policies/131-compliance-confirmation-policy-and-procedures
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to information regarding its compliance with Standards and Practices or 
program requirements. If the Commission makes a determination to move 
forward with probation or revocation of accredited status after following its 
Compliance Confirmation Policy and Procedures, the following Disciplinary 
Action Policy and Procedures will apply. 

The Commission may place an organization on probation during its 
accredited term or revoke its accredited status. Probation requires an 
accredited organization to take specific actions within a specified timeframe 
to remain accredited. Revocation is the termination of accreditation. The land 
trust has the right to appeal a decision to place the organization on probation 
or revoke its accredited status according to the Commission’s Appeals Policy 
and Procedures. Disciplinary action is probation or revocation of accredited 
status. Disciplinary action begins with the first notice to the land trust that 
the Commission is investigating it for probation or revocation. 

A land trust’s accredited status may be placed on probation when the area of 
noncompliance is readily resolvable and specific steps can be taken to allow 
the accredited land trust to fix a problem before revocation is considered. 
The term of probation will be specified in advance and will be generally the 
amount of time reasonably required to resolve the issue. 

Revocation without a probationary period may occur if the Commission has 
determined that situations such as, but not limited to, the following exist: 
liquidation or dissolution of the land trust; federal or legal action against the 
land trust that results in loss of tax status or conviction of a crime or felony; 
willful misuse of the accreditation seal; revelation that the information 
contained in the application for accreditation or a subsequent report is 
fraudulent; willful disregard for the integrity of Standards and Practices, 
indicator practices, or program requirements; or, action, omission or 
fabrication that jeopardizes the integrity of the accreditation program. 

If a land trust’s accredited status is revoked, to be reconsidered for 
accreditation the land trust must complete the application used by those 
seeking first-time accreditation and pay all accreditation fees applicable to 
first-time applicants. The Commission may establish a waiting period for any 
subsequent application.  

The Commission may revoke accreditation by administrative action for 
failure to pay required accreditation fees (if the applicant has chosen to 
pay the fees over time.) The Commission will provide written notice of 
the intent to revoke accreditation and provide the accredited organization 
up to 30 days to provide the balance due; no formal probationary period 
applies. Administrative revocation is not subject to the Appeals Policy and 
Procedures. Upon administrative revocation, all unpaid installments are 
accelerated and become due and payable immediately. Accreditation may 
be reinstated following administrative revocation, for the remainder of the 
accreditation term, upon payment of the full balance due and applicable fees 

http://www.landtrustaccreditation.org/about-the-commission/policies/313-disciplinary-action-policy-and-procedures
http://www.landtrustaccreditation.org/about-the-commission/policies/313-disciplinary-action-policy-and-procedures


Conditions for maintaining accreditation, discipline and appeals      61

and penalties as described in the Commission’s fees fact sheet and other 
documents provided to the accredited land trust. Any subsequent application will 
be accepted only if outstanding balances and applicable charges are paid in full; 
subsequent applications are subject to the provisions in the paragraph above. 

The Commission’s Disciplinary Action Policy and Procedures can be found on 
the Commission’s website.

4. Appealing a Decision of the Land Trust Accreditation Commission 
The Commission uses multiple sources of information in making decisions 
on accreditation and taking actions to ensure the credibility of the 
accreditation program. However, there may be instances when an applicant 
or accredited land trust disagrees with a Commission decision to not award 
accreditation, assign probationary status or revoke accreditation. Accordingly, 
the Commission provides applicants for accreditation and accredited land 
trusts the opportunity to appeal decisions to not award accreditation, 
assign probationary status or revoke accreditation. (Other actions by the 
Commission, including but not limited to rejecting a pre-application or 
administrative revocation for failure to pay accreditation fees, are not subject 
to appeal.) 

Grounds for appeal are limited to allegations that the Commission made an 
erroneous decision by arbitrarily failing to follow its stated procedures and/or 
failing to consider all the evidence and documentation presented on behalf 
of the applicant. Appeals are limited to the time and circumstances that 
triggered the Commission decision and to a review of facts available at that 
time. Descriptions of changes made by the appellant since the Commission 
decision will not be considered as part of the appeal. 

If the Commission finds that a land trust has not complied with or has 
failed to continue to comply with Standards and Practices or program 
requirements, the Commission may decide not to award accreditation or 
may take disciplinary action to put the land trust on probation or revoke its 
accredited status. The land trust shall be promptly notified of such a decision 
and of its ability to appeal the decision following the procedures outline in 
the Appeals Policy and Procedures. 

An accredited land trust that has not been awarded accreditation upon 
application for renewal, or that is subject to disciplinary action, will 
remain on the list of accredited land trusts and may continue to display 
the accreditation seal until either the appeal period has expired or the 
Commission has taken final action. 

Notwithstanding the above, in cases where the organization subject to 
the Commission decision has knowingly or willfully violated Standards 
and Practices or program requirements, has put its organization at risk or 
threatened the credibility of the accreditation program, and/or has obstructed 
the accreditation process, the Commission at its sole discretion may require 

http://www.landtrustaccreditation.org/about-the-commission/policies/313-disciplinary-action-policy-and-procedures
http://www.landtrustaccreditation.org/about-the-commission/policies/311-appeals-policy-and-procedures
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that the organization immediately cease using the accreditation seal. In this 
circumstance, the Commission may remove the name of the organization 
from the accredited land trust list immediately, before the appeal period has 
expired, so long as it reinstates the organization’s name if an appeal is successful.

Information about appeal fees and the procedures to follow for an appeal are 
found in the Appeals Policy and Procedures on the Commission’s website.

http://www.landtrustaccreditation.org/about-the-commission/policies/311-appeals-policy-and-procedures
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CHAPTER 11

The Role of the Public 
in Accreditation

1.     Introduction
Nonprofit organizations across the nation, including land trusts, are 
frequently asked to demonstrate their accountability to the public. The 
Commission recognizes the need for public accountability for accredited 
land trusts and the need to rely on multiple data sources when making 
accreditation decisions and the role of the public in the accreditation process 
is designed accordingly. 

2.     Public Comments on Applicants and Accredited Land Trusts
As part of the accreditation process, the Commission accepts signed, 
written comments from the public. There are several guidelines for the public 
comment process. 

	 Only written comments are accepted. 
	 All comments must be attributed, but the name of the commentator 

will be kept confidential upon request. 
	 Comments must relate to the applicant’s implementation of 

Standards and Practices. Accreditation applicants are evaluated 
against specific indicator practices within these standards that 
address the ethical and technical operation of a land trust.

A simple form for submitting comments is on the Commission’s website. 
Comments may also be sent to the Commission’s office. See page 24 for 
more on the public comment process.

3.     Public Notice of Accreditation Status Decisions 
The Commission’s website indicates if an organization is registered to 
apply or is a current applicant. The Commission also publishes a list of 
organizations that have been awarded the accreditation seal.

The Commission publishes aggregate data about application success rates. 
It does not release to the public the names of, or individual information 
about, organizations that apply but that are not awarded accreditation. No 
other information about a specific applicant, such as where the organization 
is in the review process or who is on the review team, or reasons for 
not awarding accreditation or taking disciplinary action, is made public. If 
appropriate, the Commission may direct inquiries to the publicly posted 
contact information for the land trust. 

Commissioners and Commission staff keep the details of decisions in 
strictest confidence. Any and all data submitted by the applicant during the 

http://www.landtrustaccreditation.org/submit-a-comment-on-a-land-trust
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accreditation process is strictly maintained according to the Commission’s 
confidentiality policy available the Commission’s website.

4.     Land Trust Accreditation Commission: Complaints Regarding  
        the Land Trust Accreditation Commission 
The Commission values include integrity, accountability and service. In 
keeping with these values, the Commission is committed to operating 
a credible accreditation program that fosters public accountability for 
accredited land trusts and the Commission. In order to continually improve 
its programs, the Commission values feedback on its operations. Written 
comments or complaints about the Commission and its operations may be 
submitted to the Commission and will be reviewed by the vice-chair of the 
Commission (or other Commission designee if the vice-chair is conflicted on 
the matter or unavailable.)

The vice-chair will review the complaint and determine if action is required.
Whether or not action is required and at what level will depend on whether 
the complaint is about office operations or technical issues, about Standards 
and Practices or program requirements, and/or if it speaks directly to the 
criteria used to interpret Standards and Practices or the procedures used in 
Commission decision-making. If action is required, a recommendation will 
be made to the Commission’s executive committee. The executive 
committee may take a variety of actions, for more information see the 
Commission’s website.

http://www.landtrustaccreditation.org/component/content/article/292
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APPENDIX A

Definitions
Accreditation:  a systematic and objective verification process utilized by 
an authoritative body that results in public recognition of those organizations 
demonstrating compliance with established quality standards.

Accredited Land Trust:  a land trust that has been granted accreditation by 
the Land Trust Accreditation Commission after the Commission has verified 
that the organization complies with the accreditation indicator practices from 
Land Trust Standards and Practices.

Accreditation Seal:  a registered trademark of the Land Trust Accreditation 
Commission, licensed by the Commission to accredited land trusts to 
indicate their accredited status.

Assessment:  a benchmarking process that involves an evaluation of how an 
organization is implementing each of the 88 practices in Land Trust Standards 
and Practices. 

Capacity:  the ability to perform all the actions required to acquire and 
manage conservation land and easements and manage other programs by 
having adequate human and financial resources and organizational systems 
in place.

Certificate of Good Standing (also known as a “Certificate of Existence” 
or “Certificate of Status”):  a certificate issued by a state official as 
conclusive evidence that a corporation or limited liability company (LLC) 
is in existence and is authorized to transact business within that state. A 
Certificate of Good Standing demonstrates that all fees, taxes and penalties 
owed to that state have been paid, that a corporation’s or LLC’s most 
recent annual report has been filed, and that it has not yet filed Articles of 
Dissolution. Note this is not the same as a “Certificate of Registration.”

Commission-based Fundraising:  a contractual agreement with a hired 
professional fundraiser where the compensation is based on a percentage of 
funds raised.

Commissioner:  a volunteer board member of the Land Trust Accreditation 
Commission. 

Conflict of Interest:  a conflict of interest arises when “insiders” are in a 
position, or perceived to be in a position, to benefit financially (or create 
a benefit to a family member or other organization with which they are 
associated) by virtue of their position within the nonprofit organization.  
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Conservation Easement Monitoring:  annual documented visual inspection 
of a conservation easement-protected property to ensure that the terms of 
the easement are being upheld, with on-the-ground physical inspections as 
the site warrants.

Conservation Easement Stewardship:  includes the full range of 
stewardship activities, including but not limited to responding to landowner 
notice and approval requests, meeting with new owners of easement-
protected property, conducting and documenting annual monitoring, tracking 
the exercise of reserved rights, managing amendment requests, etc.

Conservation Easement Stewardship Fund:  money the land trust has 
set aside, in either an endowment or an internally designated fund, to cover 
the costs of stewarding its conservation easements. In some organizations, 
the stewardship fund may include funds for legal defense, or these may be 
separated by the organization into a legal defense fund.

Direct Land or Easement Acquisition Project:  a land or conservation 
easement project where the applicant for accreditation is included in the 
chain of title on a fee parcel or is the grantee of a conservation easement.

Expectation for Improvement:  expectations for improvement may be 
provided to an accredited land trust as part of the accreditation award 
letter or through the compliance confirmation process. Expectations 
for improvement are used to foster continuous learning and quality 
improvement when the Commission determines that an organization needs 
to do additional work to fully comply with one or more elements of an 
indicator practice.

Fiscal Sponsor:  refers to the practice of a non-profit, tax-exempt, 
organization offering its legal and tax-exempt status to a project or group 
engaged in activities related to the organization’s mission. It typically involves 
a formal agreement between the group or project and the established tax-
exempt organization.

GAAP:  the Federal Accounting Standards Board (FASB) issues Generally 
Accepted Accounting Principles (GAAP). FASB provides standards for 
financial statements for nonprofit organizations.  

Guidance Document:  documents previously published by the Commission. 
This information is now incorporated into the Requirements Manual.

Internally Designated Fund:  money set aside by an organization for specific 
purposes, for which the organization retains the ability to undesignate or 
redesignate funds, where income is used to support a specific purpose and 
the principal may be expended under certain circumstances. May also be 
called a board-restricted fund.
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Important Conservation Values:  these are the key values on a site 
that are the focus of protection efforts. Important conservation values 
are determined during property evaluation and project planning. [For 
conservation easement projects, these are documented in the easement 
and in the baseline documentation report.]

Insiders:  board and staff members, substantial contributors, parties 
related to the above, those who have an ability to influence decisions of 
the organization and those with access to information not available to the 
general public.  

The IRS generally considers “insiders” or disqualified persons under IRC 
§4958 to be persons who, at any time during the five-year period ending 
on the date of the transaction in question, were in a position to exercise 
substantial influence over the affairs of the organization. “Insiders” generally 
include board members, key staff, substantial contributors [see IRC Section 
507(d)(2)], parties related to the above and 35-percent controlled entities.  
While these are strict definitions within the tax code, land trusts are 
advised to take an even more proactive approach to the potential damage 
that conflicts of interest may cause an organization and also include in 
the definition of “insiders” all staff members and those with access to 
information not available to the general public (such as certain volunteers).  

“Related parties” is defined by the IRS to include spouse, brothers and 
sisters, spouses of brothers and sisters, ancestors, children, grandchildren, 
great-grandchildren and spouses of children, grandchildren and great-
grandchildren.

IRC:  Internal Revenue Code.

IRS:  Internal Revenue Service.

LCPL:  the Land Conservation Project List (LCPL) is used by accreditation 
applicants to provide information on conservation easements and fee 
properties held by their organization.

Land Management Fund:  money the land trust has set aside, in either 
an endowment or an internally designated fund, to cover the costs of 
administering and managing its fee holdings. The land management fund 
may include funds for legal defense, or these may be separated by the 
organization into a legal defense fund.  

Land  Trust:  a nonprofit organization that, as all or part of its mission, actively 
works to conserve land by undertaking or assisting in land or conservation 
easement acquisitions, or by engaging in the stewardship of such land or 
conservation easements.
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Land  Trust  Accreditation Commission:  the nonprofit corporation 
that operates the land trust accreditation program. The Commission, an 
independent program of the Land Trust Alliance created in 2006, recognizes 
community institutions that meet national quality standards for protecting 
important natural places and working lands forever. 

Land  Trust  Alliance:  a 501(c)(3) nonprofit corporation that is working to 
save the places people love by strengthening land conservation throughout 
America. The Alliance leads and serves a national network of roughly 1,700 
community-based, nonprofit land conservation organizations working to 
safeguard land for present and future generations. The Alliance focuses its 
work on increasing the pace, quality and permanence of land conservation 
across America through advocacy, education, communications, and legal 
defense programs, and financial support for the Land Trust Accreditation 
Commission.

Legal Defense Fund:  money the land trust has set aside, in either an 
endowment or an internally designated fund, to cover the costs of defending 
and enforcing the conservation easements it holds or of taking legal action 
to protect its fee holdings. In some organizations, the legal defense fund 
may be combined with a conservation easement stewardship fund or land 
management fund.

Letter of Opinion:  a written estimation of a property’s value, most often 
prepared by a qualified appraiser and occasionally prepared by a highly 
experienced real estate professional.  

A letter of opinion may be used instead of a qualified independent appraisal 
when the economic value of the property is so low as to negate concerns 
about private inurement or private benefit or when a full appraisal is not 
feasible before a public auction. (A letter of opinion is not sufficient in the 
case of transactions with insiders.) An appraiser may call this document a 
Restricted Use Appraisal Report.

Lobbying:  attempting to influence legislation as defined in IRC §4911(d). 

Operating Budget:  shows the annual expenditures for the land trust’s 
general operations (excluding capital purchases) and the income supporting 
these expenditures for a given fiscal year. Operating expenses include all 
administration, management, fundraising, general conservation and other 
program expenses. Operating expenses do not include capital purchases, 
such as land acquisition projects.

Operating Reserve:  money the land trust has available, that is not part 
of the operating income or otherwise dedicated to other uses, to cover 
operating expenses in the event that the organization has unanticipated 
shifts in income or expense.
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Policy:  a specific course of action to guide and determine present and 
future decisions. In this context, refers to a written, board-adopted policy.

Practice:  the land trust’s customary action; it may or may not be written.  
Also refers to an element of Land Trust Standards and Practices.

Primary Contact:  the person designated by the applicant organization 
to receive information and inquiries from the Commission. It is not 
necessarily the board president or executive director.  This person should 
be able to route information and inquiries to the appropriate person within 
the organization. Because email is a key component of Commission 
communications, the primary contact should have an email account that is 
checked regularly.

Primary Corporation:  the corporation that has the legal authority, legal 
liability and fiduciary responsibility for the decisions made by the applicant 
organization.  

Private Inurement:  when the net earnings of a tax-exempt organization 
come to the benefit of any private shareholder or individual.  

Federal tax-exempt law requires that “no part of . . . [a tax-exempt 
organization’s] net earnings [may] inure to the benefit of any private 
shareholder or individual.” Generally this means that the financial assets 
of the organization may not be transferred to a private individual (without 
the organization receiving adequate compensation) solely by virtue of 
the individual’s relationship with the organization. The IRS prohibition on 
inurement is absolute. The IRS also imposes penalties on directors, officers, 
key employees and other disqualified persons who engage in excess benefit 
transactions.

Procedure:  a series of steps followed in a regular order. As used in 
accreditation, procedures are written steps for the board, staff and/or 
volunteers to follow and may or may not be approved by the board. This 
written series of steps may go by various names in different organizations 
but all are considered procedures for the purposes of accreditation.

Project Documentation:  the Commission selects projects for which project 
documentation is required as part of the application. A Project Document 
Checklist indicates what information is required for selected projects.

Public Benefit:  the benefits that achieve the organization’s public, charitable 
purpose. Also includes the IRS definition of public benefit for determining the 
deductibility of conservation easements.

Public Support Test:  one of the ways an organization can qualify as a 
public charity rather than a private foundation under IRS rules is if the group 
receives at least one-third of its financial support from a combination of the 
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general public, other public charities and government. For more, see Treasury 
Regulation sec. 1.170A-9(e).

Qualified Independent Appraisal:  an independent appraisal prepared in 
compliance with the Uniform Standards of Professional Appraisal Practice by 
a state-licensed or state-certified appraiser who has verifiable conservation 
easement or conservation real estate experience. Also see the Commission’s 
Requirements Manual section on practice 9J.

Quasi-governmental Organization:  an organization that has a primary 
mission of land conservation; has a government structure that provides 
oversight with a board independent of government; is a unit of government, 
rather than a private corporation, and is not recognized by the Internal 
Revenue Service as a 501(c)(3).

Recusal:  in the context of conflict of interest management for accreditation, 
recusal indicates that a conflicted party was not present during the 
discussion (unless asked to provide information) and vote on an issue where 
he/she was conflicted.

Registration:  registration to secure an application slot is the first formal 
step in the accreditation process.

Requirements Manual:  the Commission’s comprehensive guide to the 
elements it evaluates during the application review process.

Review Team:  one or more commissioners and a Commission staff 
member that evaluates applications and makes a recommendation to the 
Commission. 

SDRF:  the Schedule of Dedicated and Restricted Funds (SRDF) provides 
information on an applicant’s financial reserves and restricted funds for 
specific purposes.

Stakeholder:  a person or organization that has a legitimate interest in 
the applicant for accreditation. For the purposes of accreditation and the 
public notice portion of the review process, a land trust’s stakeholders are 
described in more detail on page 25.

Transaction:  an agreement between two or more parties with respect to 
the purchase, sale, transfer, amendment, condemnation or other exchange 
related to conservation easements or land.

Total Expenses:  the total of all functional expenses (program services, 
management and general, and fundraising); the sum of all costs of doing 
business. Should correspond to information reported on the Form 990 and 
Statement of Activities.
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Total Support and Revenue:  includes cash and noncash amounts 
received as voluntary contributions, gifts, grants or other similar amounts 
from the general public, governmental units, foundations, and other 
exempt organizations. For the purposes of accreditation, the value of 
donated conservation easements and conservation fee properties can be 
deducted from total revenue and support when reporting this number in the 
application.

Violation:  the breach of the terms of a conservation easement. A violation 
may be technical in nature or be minor, moderate or major in relation to the 
terms of the easement and/or the actions required by the land trust. For the 
purposes of accreditation, a land trust does not need to report on strictly 
technical violations (such as failure by the landowner to give notice for an 
activity that requires notice but is otherwise consistent with the easement).

Volunteer:  a person who donates time on a regular basis to help carry 
out the work of the applicant organization. Board members can be the 
most important volunteers, but some questions in the application ask the 
land trust to report on board member activity separately from non-board 
volunteers.

Widely Markets:  announces the availability of a property for sale to lists of 
prospective buyers, through webpages, mailings, and listings in newsletters 
and other publications or media. “Widely markets” does not require public 
listing with a real estate agent.
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APPENDIX B

Standards and Practices  
Curriculum Key to the 

Indicator Practices
The Land Trust Alliance’s Standards and Practices Curriculum is designed 
for all land trust board members, volunteers and staff who want to 
improve their land trust’s operations and land conservation activities. 
Curriculum materials are available electronically via  The Learning Center
and in print via the public website. This chart shows the curriculum course 
that provides information on the corresponding indicator practice.

Practice Course(s)
1D: Ethics Avoiding Conflicts of Interest and 

Running an Ethical Land Trust

2A: Compliance with Laws Nonprofit Law and Recordkeeping 
for Land Trusts Volume I

2B: Nonprofit Incorporation 
and Bylaws

Nonprofit Law and Recordkeeping 
for Land Trusts Volume I; 
Land Trust Boards: 
Preparing for Perpetuity

2C: Tax Exemption Nonprofit Law and 
Recordkeeping for Land Trusts 
Volume I

3C: Board Governance Land Trust Boards: 
Preparing for Perpetuity

3F: Board Approval of
Land Transactions

Land Trust Boards: 
Preparing for Perpetuity

4A: Dealing with Conflicts 
of Interest

Avoiding Conflicts of Interest and 
Running an Ethical Land Trust

5A: Legal and Ethical Practices Building the Foundation for 
Fundraising Success

6B: Financial Records Financial Management of Land 
Trusts; Nonprofit Law and 
Recordkeeping for Land Trusts 
Volume II 

6D: Financial Review or Audit Financial Management of Land 
Trusts 

http://tlc.lta.org
http://www.landtrustalliance.org/training/publications/publications-1
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7A: Capacity Mission, Planning and Capacity

8B: Project Selection and Criteria Evaluating and Selecting 
Conservation Projects

8D: Public Benefit of Transactions Evaluating and Selecting 
Conservation Projects

9E: Easement Drafting Conservation Easement 
Drafting and Documentation

9G: Recordkeeping Acquiring Land and Conservation 
Easements; Nonprofit Law and 
Recordkeeping for 
Land Trusts Volume II

9H: Title Investigation and 
Subordination

Acquiring Land and 
Conservation Easements

9J: Purchasing Land Acquiring Land and 
Conservation Easements

10B: Appraisals Tax Benefits and Appraisals of 
Conservation Projects

11A: Funding Easement 
Stewardship

Determining Stewardship Costs 
and Raising and 
Managing Dedicated Funds

11B: Baseline Documentation 
Report

Conservation Easement 
Drafting and Documentation; 
Conservation Easement 
Stewardship

11C: Easement Monitoring Conservation Easement 
Stewardship

11E: Enforcement of 
Easements

Managing Conservation 
Easements in Perpetuity

11I: Amendments Managing Conservation 
Easements in Perpetuity

12A: Funding Land 
Stewardship

Determining Stewardship Costs 
and Raising and 
Managing Dedicated Funds

12C: Land Management Caring for Land Trust Properties

12D: Monitoring Land Trust Prop-
erties

Caring for Land Trust Properties
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