
Policy for Conservation Project and Stewardship Records
Adopted August 14, 2009
The Little Forks Conservancy’s (“Conservancy”) land conservation program requires sound management and storage of completed and existing land project files. The Conservancy’s Policy for Conservation Project and Stewardship Records is guided by the Conservancy’s Record Retention Policy and the Policies for Conservation Easement and Land Acquisition. 
Following the Conservancy’s Policy for Conservation Easement and Land Acquisition, staff shall create and maintain records for existing conservation easement projects. 

Permanent Files.
Permanent files are the Conservancy’s completed conservation projects. These files are safely stored in a way that ensures that they will last and be acceptable evidence in the event of a court proceeding. Permanent files will be placed in a secure off-site storage facility protected from natural disasters. Access to the off-site storage facility is limited to the Executive Director, Land Protection Specialist and Board President. Removal of documents from the off-site storage facility will be allowed only under special circumstances, such as when needed as evidence during legal proceedings.

Documentation stored at off-site storage facility shall include:

· Document Summary Checklist

· Conservation Easement, Easement Amendments

· Relevant Draft Conservation Easements

· Baseline Documentation Report 

· Property Appraisals
· Signed IRS Form 8283

· Annual conservation easement monitoring reports

· Critical correspondence between the Conservancy and landowner
· Reserved rights requests and related correspondence
· Management Plans

· Option Agreements, Leases, and other original documents related to interests in real property

· Gift Deeds, Warranty Deeds, Transfer Agreements, Right of Way Easements

· Promissory Notes, mortgages and other security instruments

· Real property contracts, such as rights of first refusal

· Environmental site assessment

· Surveys

· Title work and commitment
· Legal opinions and review

· Board resolutions

· Electronic data

As necessary, off-site storage files will need to be updated with relevant project information. Prior to transfer to off-site storage, all documents will be kept at the Conservancy office in a fireproof safe.  

Working Files. 
Working files will be created for each completed land conservation project and shall be stored at the Conservancy office. These files are copies of the permanent files that are used daily by conservancy staff. Working files may have additional information on the conservation project that would not need to be stored in off-site storage. These copies will be accessible to Conservancy board and staff. 
Active Land Projects. 
Active land project files will be maintained at the Conservancy office and will be accessible to board and staff members. All information in these files will be confidential. The Conservancy’s land protection staff will develop a land project file for all inquiries pursuant to the Policies for Conservation Easement and Land Acquisition.

These files will contain information such as:

· Landowner Questionnaire

· Correspondence
· Property Information such as aerial photographs, parcel maps, and topographic maps.

· Case Statement

· Land project form
· Project tracking form

· Notes

· Contact information

· Conservation easement project evaluation form

· Property tax Information

· Relevant project information

Conservation Easement Field Copy.
The Conservancy shall retain a field copy for each completed conservation easement project for the monitoring and enforcing of conservation easements. The conservation easement field copy will include a baseline document, annual monitoring reports, management plans, contact information and reserved rights requests. Conservation easement field copies will be stored in the land protection office and may be removed from the office by staff or volunteer monitors. 
Stewardship Records Audits.
The Conservancy will complete a file audit of the archives at least every five years to ensure records are complete, in order, and in the right location, and to be sure that documentary evidence, including photographic records and original documentation is not deteriorating beyond the point of usefulness. 

Electronic File Storage.
Land project electronic files will be stored on the Conservancy’s server and contain all relevant information for conservation projects. All electronic data will be backed up per the Conservancy’s Record Retention Policy.
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