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Baseline Documentation Policy
Guiding Principles
The Monadnock Conservancy is dedicated to upholding its legal and community obligations to safeguard the conservation easements it accepts for as long as such easements exist. In recognition of the fact that the Conservancy’s conservation easements are perpetual in duration, the Conservancy understands that one of the keys to upholding these easements is its commitment to manage, defend and enforce the terms of each conservation easement on a consistent basis. In order to meet this obligation, the Conservancy requires a complete and thorough Baseline Documentation Report as it relates to the terms of each individual conservation easement and therefore describes the conserved land and its particular conservation attributes (at the time of the easement conveyance) that will be protected in both words, maps and photographs. This Baseline Documentation Report and its attachments are kept in a Baseline Documentation File. This Baseline Documentation File will meet the current standards as recognized by land conservation professionals and the Land Trust Alliance (LTA). 
The Baseline Documentation Report will serve as a standard against which to gauge whether uses of the conserved property are in accordance with the terms of the property’s conservation easement. Arising from Conservancy belief in the importance of Baseline Documentation, the Conservancy requires that a file be prepared for every conservation easement it accepts, whether or not the landowner conveying such easement seeks federal tax benefits for its conveyance. Conservancy staff shall abide by this Policy as amended from time to time by the Conservancy’s Board of Trustees. 
Staff shall adhere to and adopt procedures to implement this Policy as necessary and advisable in the course of the day-to-day work for the organization, and will comply with such procedures except in the event of extraordinary or unforeseeable circumstances. Baseline Documentation Reports shall be prepared and presented at the time of the easement closing, at which time the landowner’s signature shall be secured, confirming the accuracy of the Baseline Documentation Report. The Baseline Documentation Report and associated file shall be preserved in perpetuity to the greatest extent possible. 
Contents of Baseline Documentation Report and File
Every Conservancy Baseline Documentation File shall, at a minimum, meet the Internal Revenue Service and U.S. Treasury Regulation requirements for baseline contents. Staff shall add such contents as necessary to reflect the current national standards set by the LTA or other such organization for the preparation of Baseline Documentation, along with those items that the Conservancy’s counsel advises should be included in the file in order to defend a conservation easement over time. Such items may include survey plans, topographic and aerial photograph maps, natural resource maps, due diligence documents, and photographs. Please see Appendix I for a list of specific contents of the Baseline Documentation Report and File. 
Preparation of Baseline Documentation Report 
Staff time spent on the creation of the Baseline Documentation Report and File shall be billed as part of project expenses. The Baseline should be prepared by a qualified preparer, meaning a stewardship or land protection specialist with a background in environmental science, biology, ecology, or other physical sciences, and training in the preparation of Baseline Documentation to meet LTA and US Treasury standards. 
Date of Baseline Documentation Report 

Pursuant to IRS regulations, the Conservancy completes every Baseline Documentation File by the date of the closing of a conservation easement. Ideally, Baseline Documentation Reports should be signed and notarized at the easement closing. The Conservancy recognizes that on occasion, baseline completion before an easement closing date is impossible due to snow cover or other factors. In such case, an Interim Baseline Documentation Report and completion schedule should be signed at closing, and the full baseline should be completed within nine months.  

Storage of Baseline Documentation 

Staff shall implement all feasible techniques to preserve the Baseline File and updated documentation materials in perpetuity. Such techniques may include the use of acid-free paper, archival plastic sheets, compact discs of original digital photograph files, etc. Staff shall archive the original Baseline Documentation File in accordance with the Conservancy’s Stewardship Record-keeping Policy and shall only use copies of the original file for office use if at all.

Updating the Baseline Documentation Report 
Information that the Conservancy may acquire with respect to a conserved property may be added to the Baseline Documentation Report if it documents substantial changes to the property, such as changes due to easement violations, amendments, or other circumstances as determined by staff. Such updates shall be completed in a timely manner and added to the original Baseline Documentation file. 
RELATED DOCUMENTS

· Stewardship Record-keeping Policy

· Baseline Documentation Report Template

REVIEW AND REVISION

Staff shall revisit this Policy and any associated implementation procedures on an annual basis to determine whether amendments are necessary to reflect changing LTA standards or to otherwise upgrade file contents. Staff shall make recommendations to the Board accordingly.

Appendix I: Contents of the Baseline Documentation File

I.  
Written Baseline Documentation Report (BDR)
BDRs should be printed on acid-free paper, signed and notarized, and scanned and saved electronically, in accordance with the then-current Stewardship Record-keeping Policy. The contents of the BDR should include the following:

· Conservation Attributes: This section should include a description of the identified conservation values and purposes which may include the setting of the property, the condition and management status of forest or farmland, condition of wetlands or waterways, scenic views, unusual natural features, rare, threatened, or endangered species or exemplary natural communities, and any other important natural resources. (Note: these conditions should reflect the purposes of the conservation easement and the conservation values)

· Description of Condition of Property at Time of Closing: This section should include a description of the size, type, and condition of buildings, structures and improvements, including houses, sheds, towers, docks, barns, man-made ponds, roads, utilities, etc., and any outstanding archaeological historical features (stone walls and cellar holes commonly found in NH’s landscape should be mentioned but not described).
· Areas of Special Consideration: This section should include a description of any areas of impacted conservation values, potential encroachments, or areas with special management concerns.

· Adjacent Conservation Lands: This section should describe any adjacent conserved lands, their level of protection, and holding agency.

· GPS Points: A table containing latitude and longitude information for any of the above resources documented using Global Positioning Systems (GPS) should be attached to the Baseline Documentation Report.
II. Baseline Photographs
Baseline photographs should reflect the purposes, use limitations and reserved rights within the conservation easement. Photographs should also be taken of unusual subjects/objects that could be considered violations if not pre-existing. 
A. Content

· Structures: All structures in the Conservation Easement (CE) area should be photographed from opposite corners or from as few points as necessary to get complete coverage. These may include drainage pipes, culverts or major bridges that would have otherwise been restricted by the CE (not ancillary to permitted uses), cabins, lean-tos, retaining walls, dams, sugar houses, utilities, septic systems, or other structures ancillary to permitted uses. Only notable or unique historic structures should be photographed which may include unique and outstanding cellar holes or stone walls. Structures common to New Hampshire’s landscape including ordinary stone walls, cellar holes, woods roads, and culverts do not need to be photographed.

· Human induced disturbance areas: Soil disturbances, hazardous materials, recent dumps, etc. should be photographed. 

· Human activity sites: Entrances to access roads and boundaries adjacent to areas that are developed should be photographed, including adjacent excluded areas or neighboring properties. Boundary markers should be incorporated where possible.

· Scenic value: Important scenic resources, specifically those mentioned within the purposes of the CE, should be photographed. Selected photographs that exemplify road frontage and scenic vistas from public vantage points should be included.
· Water frontage or resources: Water resources should only be photographed if they are specifically listed within the purposes of the CE.

· Most recent aerial photograph: In addition to fulfilling specifications of the IRS regulations, including an aerial photograph map will demonstrate general open space qualities and proximate human activity centers. In most cases the aerial photograph will be derived from NAIP ortho photo imagery extracted from the GRANIT database through ArcMap.

· Property boundaries: Boundary monumentation and views of abutting properties should be photographed for perspective on proximity of adjacent land uses.
B. Procedure
· Format: Baseline Photos should be in 4”x 6” color matte print format, and may be in film or digital file format. Three copies of prints should be obtained (one for the Baseline file, one for the field file, and one for the landowner).

· Labels: The labels on the back of the photo prints should include the photo number, property file name, property town, photo date, and signed first initial and full last name of photographer. Ideally, photo data will be printed on computer labels. In addition, photo point numbers should be written or labeled in a lower corner on the front of the photo. A photo index that lists the photo descriptions and includes the aforementioned information relevant to property identification should be created. Property lines, exclusion areas, abutting properties, roads, structures and other important features should be labeled or drawn with a permanent marker on the front of the print when appropriate. Photos should be organized in archival plastic sleeves. The photos, photo points map and a photo index should be included with the baseline report.
· Digital Files: Individual digital photo file names should include the easement file name and the number corresponding to the photo point numbers used for the hard copy prints. A compact disc (CD) or other such digital storage media should be created containing all digital photo files for each property. This CD should be labeled with the property name, town and acreage, signed and placed in the baseline file.

· Map: A photo points map should be created, recording the direction and location of each photo. This map can be created digitally using GIS, or by hand using a copy of the survey plan for a property. 
III.   Baseline Maps
Each Baseline File will include, but is not limited to, the maps listed below. Natural Resources and Soils maps may be omitted if their contents are not relevant to a particular property.

· Property Locator Map: Property outline on a USGS topographic quadrangle, at a landscape scale (1:24,000), showing and labeling adjacent or nearby conservation lands. 
· Scaled Topography Map: USGS topographic quadrangle with property boundaries mapped in at a closer scale. This map may not be necessary for large properties.
· Scaled Aerial Photograph Map: Most recent aerial photograph with property boundaries mapped in, displaying roads or surface waters referenced in the easement.
· Natural Resources Map: Map depicting known rare species or community occurrences, Wildlife Action Plan (WAP) data, water resources, wetland types, geomorphologic features, or other important resources, if applicable. 
· Soils Map: Map depicting soil types and classifications as indicated by the USDA-NRCS, including important agricultural and forestry soils and hydric soils, if applicable. 
· Baseline Photograph Points Map: Map depicting locations of baseline photographs according to the baseline photograph list.
· Hazardous Waste Review Map: Map depicting the NH Dept. of Environmental Services’ most current records of hazardous waste on or in the vicinity of the property (accessed via the online “One-Stop” map generator). 
· Survey Map: Recorded survey completed by a licensed land surveyor.
� Certain photographs that had previously been taken are now considered extraneous including photographs of boundary markers abutting non-developed lands, photos of the entire road frontage, common historic features such as stone walls and cellar holes, structures related to woods roads such as culverts and bridges commonly used for forestry, agriculture, or outdoor recreation, “typical” forest stands or habitats, wildlife features & private scenic vistas.
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