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All images courtesy of accredited Scenic Hudson (NY). Background: Conserved farmland at Old Mudd Creek Farm in Livingston, NY/Robert Rodriguez, Jr., photographer. 
Banner images - left to right: Hudson River kayaker at Scenic Hudson’s Foundry Dock Park in Cold Spring, NY/Nick Zungoli, photographer; Flowerbeds at Scenic Hudson’s 
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INSPIRATION TOOLS ACTION

Learn about tools to 
help ensure 

success.

Be inspired to 
protect the great 
work of your land 

trust.

Leave with a jump 
start on your 

records and steps 
to help you take 

action.

Photos © Susan C. Morse



GOOD RECORD MANAGEMENT

• LEGAL DEFENSE

• DAILY OPERATIONS

• HISTORIC RECORD

• LEGAL OBLIGATIONS

• PUBLIC REPUTATION



EXAMPLES OF RECORDS

• Legal Agreements
• Appraisals
• Financial Records
• Donor Acknowledgement
• Tax Documents
• BDRs/Management Plans
• Monitoring Reports
• Maps/Surveys



CRITICAL RECORDS
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RECORDS STORAGE

• Fireproof cabinet/safe
• Separate location
• Electronic storage
• Make duplicates

EXAMPLES?



RECORD RETENTION
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RECORDS POLICY & PROCEDURES

• Land Trust Culture
• Age and Maturity of Organization
• Size (all volunteer/staff) & Budget
• Financial Complexity
• Portfolio of Conserved Land
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RETENTION & 
STORAGE

CREATION & 
COLLECTIONPHILOSOPHY RESPONSIBILITY
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RECORDS POLICY & PROCEDURES

• Key Documents
• Drafts/Notes
• Signatures
• Originals/Copies
• Paper/Electronic/Both
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RECORDS POLICY & PROCEDURES

• Organizing 
• Location
• Permanent Protection
• Accessibility
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RECORDS POLICY & PROCEDURES

• Designated staff/volunteers
• Create templates & procedures
• Clear assignments of responsibility
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RETENTION & 
STORAGE

CREATION & 
COLLECTIONPHILOSOPHY RESPONSIBILITY
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ADDITIONAL 
RESOURCES

• Land Trust Alliance Learning Center
• Standards and Practices Curriculum Guides  

• Nonprofit Law and Recordkeeping, Volume II
• Acquiring Land and Conservation Easements
• Managing Conservation Easements in 

Perpetuity
• IRS Publication 4221-PC
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What about
all of those 
boxes in my 

closet?



QUESTIONS
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REBECCA WASHBURN
LAND TRUST ALLIANCE
802.793.3432
RWASHBURN@LTA.ORG

mailto:RWASHBURN@LTA.ORG

	MA Land Conservation Conference�
	Keepers and Chuckers
	KEEPERS & CHUCKERS
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	QUESTIONS

