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The LTTN Stewardship Policy & Operating Manual is one  
example of how a land trust can implement the Standards and Practices  

recommended by the Land Trust Alliance.  It may not be appropriate for all  
land trusts, and is no substitute for reading the LTA Standards and Practices. 

This information is provided as an example and not as a recommendation. 
The information provided herein does not necessar ily reflect LTTN s  

current Standards and Practices, policies or procedures.     
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A. BASELINE DOCUMENTATION REPORT 

For every land conservation project, LTTN completes a baseline documentation report (that 
includes a baseline map) prepared prior to closing.  See Appendix 2 for the Baseline 
Documentation Report template, Checklist and Photograph Inventory form.  

For conservation easements, the baseline documentation report is signed by the landowner and 
LTTN at closing. For fee simple acquisitions, the baseline documentation report is signed by the 
Director of Land Protection at or prior to closing.  The report documents the important 
conservation values of the subject property and the relevant conditions of the property as 
necessary to monitor and enforce the easement.  In the event that seasonal conditions prevent 
the completion of a full baseline documentation report by closing, a schedule for finalizing the 
full report and an acknowledgement of interim data is signed at closing.  For donations and 
bargain sales where a charitable tax deduction may be sought, the interim data must meet 
Treasury Regulation §1.170A-14(g)(5)(i).  

Documentation includes a paper document with maps, reports and photographs.  One original 
paper copy is stored off-site at the Security Archives, one is given to the landowner at closing and 
one is kept in LTTN s office for monitoring purposes.  

Baseline inventories and documentation require multiple steps, many of which include input 
from outside LTTN.  The following summary may include items that are not relevant for a 
specific property, and may not be inclusive for all data needs for all properties.    

Functions of the baseline documentation report include but are not limited to the following: 

 

An inventory and documentation process can be used to craft a more comprehensive and 
representative conservation easement by identifying rich or sensitive areas of biological, 
scenic, or historic values.   

 

In the event that a conflict arises related to the conservation values and the resources of 
the property, the baseline documentation report is one of the documents that may serve 
as the basis for resolving the dispute.   

 

The baseline document can further educate and inform the landowner of the property s 
conservation values, enhance their relationship with LTTN, and further LTTN s 
conservation mission.   

I. Title Page: 
A. Name of Property, City, County, State and date that easement will be signed. Also 

include the name of the person(s) who prepared the report at the bottom.  

II. Introductory materials  
A. List of contents of report 
B. Signatory Page- to be signed by LTTN and Landowner at closing 
C. Site Visit list; list all people that assisted in compiling baseline including their title; also 

list all site visits that took place on the property with the date and persons present.     
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III. Baseline Information 

A. Baseline Template- this form will walk you through all the information that is needed 
in the report. This document supports the conservation values that are noted in the 
conservation easement itself, and the rest of the book supports what is written on this 
form. This is the most important part of the baseline documentation report. 
This section includes: Property description, prominent features and land types, early 
regional history, brief summary as context, property ownership and use history, 
current resource uses, document current resource uses, including ongoing agricultural 
practices.  

B. Conservation Easement Summary with dates of Board Approval at the bottom  

IV. Appendices (to support the written baseline information above) 
A. Survey and site specific information- include a copy of the most current survey 

document provided to you by the landowner; also include legal descriptions that are 
used as exhibits in the conservation easement document- LTTN legal counsel can 
provide you with this before closing.  

B. Location- include a map of the property s location; this can be a copy from a 
Delorme Atlas or other street Atlas; use an arrow or star to mark the location of the 
property; also, include driving directions to the property so that people can get there 
in the future.  

C. Proximity to Protected Properties- include a map and list of all conserved properties 
within 30 miles of the subject property; this includes other properties protected by 
LTTN as well as those protected by other organizations; also note State or local Parks 
and historic sites; if the subject property is part of a corridor of resources, describe 
the other resources within the corridor.  

D. County Tax Map- Request from the county Tax Assessor s office. 
E. County zoning- Request from City or county planning department. 
F. Topographic Map- to document the topography of the subject property; can be made 

in LTTN s Nashville office or requested from an organization with developed GIS 
capabilities; remember to note that boundaries are approximate. 

G. Soils- Develop map and description of property s soil types.  Document soil features 
that effect vegetative productivity, habitat types and development potential; request 
this information from NRCS- check their website for who to contact for the area. 
Also in the section, note if the subject property is under Greenbelt status or not. 
Greenbelt status can be requested from the County s Property Assessor office.  

H. Vegetation- create a general list of plants and trees noted on the property- two visits 
is usually sufficient; if the project work is being done in the winter, you may want to 
return in the spring or summer to look for more species- the list can be added to the 
baseline after the easement is signed. Also, create a summary of vegetation-types 
report- request this from a professional if you do not have the capability.  

I. Habitat and species description- Describe wildlife habitat found on the property; 
create a list of species observed if possible; document all rare and endangered species 
found within three miles of the property from the TDEC Natural Heritage Database 

J. Aerial Photograph- Can be downloaded and formatted in the Nashville office; if a 
very current aerial is needed, request from a consultant. 
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K. Hydrology- Provide a map to display hydrologic resources and document water 

quality and quantity as far as known.  Also include the information on the watershed 
as found on the TDEC website.  

L. Miscellaneous section- This section can be used to display information about the local 
area, historical information or educational information for the landowner. This 
section will be based on the easement and the conservation values that need to be 
documented. 

M. Photo Documentation- Using black and white 35 mm, document all structures and 
other important features of the subject property. Also document the general 
landscape. Take GPS coordinates or compass readings and direction facing (with 
compass) for each picture that you take. All pictures will be labeled and signed by 
LTTN and the landowner. Create a map using the coordinates to display where the 
pictures were taken. (See Appendix 2 for the Baseline Photograph Inventory form.)   

Note: The information and methods pertaining to Baseline Documentation are constantly 
improving and being refined so keep an eye on the LTA website for changes. It is always helpful 
to research on Lta.net or with other land trusts for other ways to document the conservation 
values of the property.                              
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B. STEWARDSHIP PRINCIPLES FOR FEE SIMPLE LAND 

The stewardship of LTTN s fee-owned properties is guided by the following two principles: 
1. What is appropriate given the purpose of the fee acquisition? 
2. What is possible given the financial resources available?   

C. FEE SIMPLE LAND MANAGEMENT 
LTTN inventories the natural and cultural features of each property during the baseline 
documentation process.  This inventory is used to develop a management plan that identifies 
LTTN s conservation goals for the property and how it plans to achieve them.   Permitted 
activities are compatible with the conservation goals, stewardship principles and public benefit 
mission of the organization.  Permitted activities occur only when the activity poses no significant 
threat to the important conservation values, reduces threats or restores ecological processes, 
and/or advances learning and demonstration opportunities.  

An initial version of a management plan will be drafted by the land protection staff with support 
from relevant professionals.  This initial draft will then be presented to the Stewardship 
Committee for comments and discussion.  Upon the completion of any necessary changes, the 
plan will be presented to the Board of Directors for approval.  Management plans will be 
reviewed periodically and revised as needed.  See Appendix 3 for the Fee Simple Lands 
Management Plan template.   

D. FEE LAND STEWARDSHIP ADMINISTRATION 
LTTN performs all stewardship administrative duties in a timely and responsible manner.  This 
includes complying with all of LTTN s relevant policies and procedures, securing essential 
records, filing forms, paying insurance, paying any taxes and/ or securing appropriate tax 
exemptions, budgeting and maintaining files.    

LTTN ensures that its stewardship responsibilities are met through recordkeeping and 
administration.  Original deed(s) and other appropriate transaction documents are kept in a 
fireproof file box.   LTTN retains all correspondence related to its property, including letters to 
previous and adjacent landowners notifying them of monitoring or management activities, 
contracting with volunteer groups or professional consultants and writing press releases for local 
papers.    

For further detail on LTTN s policies and procedures for recordkeeping, see Standard II-D of 
LTTN s Standards & Practices Manual.  

The Finance and Administrative Director ensures that LTTN is current on all associated property 
taxes, applies for annual tax exemptions and files for abatements when incorrectly billed.  The 
Finance and Administrative Director also maintains a current liability insurance policy, reviews 
the policy annually for current needs, and informs LTTN s insurance agency of any new land 
acquisitions or the onset of construction of any structures on its property.  The Finance, Budget 
and Administration Committee annually reviews any associated leases and certifies that both 
LTTN s and any lessee s obligations are met. 
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E. NON-PERMANENT HOLDINGS 

If LTTN holds fee land with the intention to sell or transfer the land, LTTN is open about its 
plans with the public and manages and maintains the property in a manner that retains LTTN s 
public credibility.    

In order to make its bests efforts to care for the land and uphold its credibility in the community, 
there are a few simple steps LTTN follows in managing its nonpermanent holdings.  These 
include:  

 

Minimizing hazards.  Even if the property is not open to the public, LTTN strives to 
ensure that there are no obvious hazards that could expose LTTN to liability or cause public 
relations problems.  For example, collecting garbage, removing hazardous trees, covering old 
wells, and addressing any other evident liability concerns.      

 

Notifying community leaders and neighbors.  Often community leaders or neighbors 
may only hear that a land trust has acquired a property.  They may then be shocked upon 
learning that the land trust has sold or transferred the land to another owner.  Notifying the 
parties in advance that might be most affected by the subsequent sale or transfer of the land 
can help maintain favorable relationships.  

 

Reflecting the donor s intentions.  As public charitable organizations, land trusts need to 
uphold a donor s intent.  This means being clear upfront with a donor if LTTN plans to 
transfer a property to another owner, and including any appropriate protections prior to 
transfer.                    
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F. EASEMENT AND FEE SIMPLE MONITORING 

Monitoring is the regular and systematic gathering of information about a conserved property to 
detect changes and to ensure that the property is being used in accordance with the restrictions 
placed on it and/ or management plan.  Each property, whether protected by a conservation 
easement or owned by LTTN, will be monitored at least once annually in a manner appropriate 
to the size and restrictions of the property.  Monitors may include LTTN staff, Board or 
committee members, trained volunteers and relevant professionals.    

At the beginning of each calendar year, LTTN sends a letter to each landowner notifying them of 
the upcoming monitoring season. (Not necessary for land owned in fee by LTTN)  See Appendix 
4 for a sample Monitoring Season Notification Letter.  

The monitor follows the following basic steps for the monitoring visit: 
1. Contact the landowner to inform him/ her of the visit and to invite them to accompany the 

monitor.  (Not necessary when land owned in fee by LTTN) 
2. Prior to the visit, review the Baseline Documentation Report, past monitoring reports and 

the Conservation Easement or the Management Plan, whichever is applicable. 
3. Complete the Summary of Conservation Easement form in Appendix 5 and bring this on 

the site visit to use as a reference.   
4. Complete the Monitoring Pre-visit Checklist. See Appendix 6. 
5. If the monitor is a volunteer, complete the Stewardship Monitor Release Form in Appendix 

6. 
6. Inspect the conserved property, either from the air or on the ground.  While inspecting, 

take notes and photographs and complete the Baseline Photograph Inventory form in 
Appendix 2.  (See Appendix 6 for additional information on photographic documentation.) 

7. Fill out a Stewardship Site Visit Monitoring Form providing a written documentation of 
what was seen and file in the permanent stewardship file.  See Appendix 7. 

8. Complete the Stewarding Post-Visit Checklist.  See Appendix 7.  

If no activities that conflict with the conservation easement were found on the monitoring site 
visit, then a Land Protection Staff member sends the landowner a Monitoring Compliance Letter.  
See Appendix 8 for a sample letter.  If there is a suspected violation of the conservation 
easement, then follow the Enforcement of Easements procedures in Section H of this 
Stewardship Manual.             
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G. LANDOWNER RELATIONSHIPS & COMMUNITY OUTREACH 

LTTN maintains regular contact with its conservation easement landowners through annual 
monitoring visits and invitations to LTTN events and fundraisers and keeps them apprised of 
activities through regular mailings such as the quarterly newsletter.  When appropriate and 
possible, LTTN provides landowners with information on property management and/ or refers 
landowners to the relevant professional to address the land management issue.  

LTTN requires the landowner to notify the Land Protection Staff of any conservation easement 
property transfer as a term of the conservation easement.  Upon such notice, LTTN provides the 
landowner with the Transferring Property Ownership 

 

Next Steps general information sheet in 
Appendix 9. Where notice of such a transfer is not given, LTTN relies on its regular 
correspondence with the landowner to learn of any transfer of ownership of conservation 
easement property.   

Upon learning of an ownership transfer, LTTN sends a Succeeding Landowner Letter, General 
Information for Succeeding Landowners sheet and a Contact Information Sheet to the new 
landowner.   See Appendix 10 for sample documents.    

LTTN works to promptly build a positive working relationship with new owners of conservation 
easement property and arranges a face-to-face meeting with the new landowners as soon as 
possible.  At this meeting, LTTN does the following: 

 

Introduce the new owners to LTTN s mission and goals, including a description of other 
protected properties in the area when appropriate. 

 

Review the terms of the Easement with the new owners- highlighting the restrictions as 
well as the landowners Reserved Rights. 

 

Discuss the Stewardship process, including giving the landowner a copy of the baseline 
documentation. 

 

Encourage an open and friendly relationship with the new landowners.  

LTTN notifies NRCS, TWRA and other local or regional governments about new conservation 
easements in their area.  Additionally, LTTN notifies adjacent landowners of the new 
conservation easement.  For property owned in fee, LTTN keeps neighbors and community 
leaders informed about its ownership and management of the conservation properties.  See 
Appendix 11 for sample notification letters.  

As an additional means of community outreach and fostering landowner relationships, LTTN 
often does small celebrations, with the permission of the landowner, to announce the protection 
of the property through a conservation easement.  As a part of this community outreach, LTTN 
prepares a Project Summary for Press packet to distribute to interested correspondents.  See 
Appendix 12 for the Checklist for Announcements form and the template for the Project 
Summary for Press packet.     
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H. ENFORCEMENT OF EASEMENTS 

LTTN is committed to protecting the conservation values and purposes embodied in its 
conservation easements.  As a general rule, and at the discretion of the Board of Directors, 
LTTN will enforce the terms of its conservation easements and, consistent with such terms, seek 
to remedy violations thereof in order to, among other things, protect the conservation values of 
the land, maintain public confidence in LTTN s mission, support LTTN s legal authority to 
enforce the terms of other conservation easements, preserve the tax deductibility of donated 
easements, and maintain LTTN s tax-exempt status as a charitable organization.  

In connection with a steward's monitoring of a conservation easement, any suspected violation of 
the terms of a conservation easement should be recorded on the form in Appendix 13 and 
immediately reported to the Stewardship Coordinator.  Violations may also be reported by a 
random staff observation or by an unrelated third party, such as a neighbor, local government 
agency, or other community organization.     

Suspected Violation Response Procedure:  

1. Suspected violations, including a detailed description thereof, should be recorded by the 
monitoring steward or LTTN staff member receiving notice thereof.  The steward or staff 
member should, to the extent possible, discern and document whether the suspected 
violation has been caused by the landowner or some other person. The monitoring steward 
should refrain from discussing the suspected violation with the landowner.  

2. The monitoring steward or staff person should immediately report the suspected violation to 
the Stewardship Coordinator, who, in turn, should immediately inform the Executive 
Director and other appropriate members of LTTN staff.  

3. The Stewardship Coordinator or designated staff member then consults the original terms of 
the conservation easement and evaluates the documentation regarding the suspected 
violation.    In the case of a non-steward observer, the Stewardship Coordinator should 
schedule a monitoring visit with the landowner to inspect the site of the suspected violation 
and take photographs (If the only photographs taken are digital, then they may not be 
accepted in court.) This physical inspection should be performed by the Stewardship 
Coordinator, Land Protection Director, Executive Director, a Board member, or any 
combination thereof.  

4. All documentation of the suspected violation (including photographs, if any) should be 
recorded in LTTN's stewardship files relating to the affected conservation easement.    

5. Unless it is clear that no violation of the conservation easement has occurred, the 
Stewardship Coordinator will then discuss potential resolutions with other staff members.  In 
addition, the Land Protection Staff may discuss potential resolutions with the Stewardship 
Committee when appropriate.     
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6. The Stewardship Coordinator will contact the landowner by telephone to explain the 

problem and request a correction, replacement and/ or cessation of activity.   The landowner 
will be given an appropriate deadline for compliance and notified that a letter summarizing 
the conversation will be sent immediately.    

7. A follow-up letter is sent to the landowner reiterating oral explanations, requests and the 
compliance deadline.  All correspondence related to a suspected violation should be sent 
certified mail, return receipt requested with a copy sent to LTTN's attorney.  See Appendix 
13 for a sample letter.  

8. On the day of the compliance deadline, the site of the violation will be inspected for 
compliance by the Stewardship Coordinator or Executive Director.  If the violation has been 
corrected, then LTTN sends an official letter to the landowner stating that the compliance is 
recognized and thanking them for their cooperation.  See Appendix 14 for a sample letter.  If 
the violation has not been rectified, then a second letter is sent to the landowner restating the 
required correction and establishing a new compliance deadline date.  See Appendix 14 for a 
sample letter.  LTTN s attorney should be copied on this letter as well.  

9. On the second deadline date, the Stewardship Coordinator or Executive Director will re-
inspect the site of the violation.  If compliance is achieved then LTTN will send the official 
letter to the landowner stating that the compliance is recognized and thanking them for their 
cooperation.  If on the second deadline, the landowner remains non-compliant, then LTTN s 
legal counsel and the Stewardship Committee are contacted to discuss potential legal action.    

10. With the advice of LTTN s legal counsel and approval by the Stewardship Committee, LTTN 
may consider enforcement of the easement through mediation, arbitration, litigation, or other 
means consistent with the terms of the conservation easement.  LTTN s response to a 
violation should match the severity of the violation.  

11. Unless otherwise specified by the Board of Directors, LTTN s Executive Director will act as 
spokesperson with respect to the violation when and if the media is involved.  

The foregoing notwithstanding, any determination regarding whether and how to enforce 
a conservation easement is within the discretion of LTTN's Board of Directors, which 
discretion may be exercised on a case-by-case basis.           


