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Topics of Discussion

• Introductions – who is in the room 
• Affiliate Compliance Resources, Tools and 

Guidance
• Good Standing Compliance – Key Areas to 

Monitor  
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Affiliate Compliance  
Resources, Tools & 

Guidance



Affiliate Service Center
Monday through Thursday, ​​​​​​​8 a.m. to 8 p.m. and 
Friday, 8 a.m. to 6 p.m. EST

Have questions or need assistance? Ask the Affiliate Support Center | 
USSupportCenter@habitat.org | 1-877-434-4435
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Stay Informed
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Your Affiliate’s Policy 
Library

Bylaws:
The bylaws of an affiliate are 
the governing rules by which 
the organization operates.

Policies: pertain to the 
details 

Bylaws take precedent over 
Policies 

Policies are to be in 
harmony with the Bylaws
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Core Requirements demonstrate sound, professional business practices 
and are essential to the following:

(a) protection and stewardship of the Habitat for Humanity brand and 
global reputation;

(b) preservation of Habitat for Humanity’s reputation and credibility with 
global, national, state and local government funders;

(c) demonstration of practices that are considered critical by insurers; and

(d) demonstration of compliance with core Habitat for Humanity policies 
or other legal requirements binding on affiliates.

Quality Assurance Checklist (QAC)

Standards are based on Core Tenets & Policy Handbook
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U.S. Policy Handbook 
                    Covenant & Policies
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U.S. Policy Handbook 
             Covenant & Policies (continued)
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Key Affiliate Policies

Fiscal Safeguards Board of Directors, 
Governance

Employee Handbook

Land Acquisition, 
AcceptanceVolunteer/Community 

Service Conflict of Interest

Safeguarding ReStore Operations 
Manual

Homeowner Selection 
& Mortgage 
Origination

Mortgage Servicing / 
Delinquency

Construction Safety 
and Standards

Records retention Home Repairs 
Sex Offender / Criminal 

Background Check
Communications and 

technology

Anti Money 
Laundering
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MyHabitat
myhabitat.habitat.org
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MyHabitat – Knowledge Center



14We build strength, stability and self-reliance through shelter.

Affiliate Operations 
Manuals (AOM’s)

Advocacy Construction

Financial Policies 
& Procedures

Homeowner 
Selection

Homeowner 
Support Repairs

Resource 
Development

ReStore 
Operations
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Other Affiliate 
Operations Manuals 
(AOM’s)

SHOP Financial Policies 
& Procedures

Affiliate  Sustainability & 
Growth Guide – Self 
Assessment

Volunteer 
Management

Homeowner 
Support

Construction 
Safety

Board 
Governance ReStore Safety
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Tips from the Field

• Notifications
• Monthly Operations  Calendar
• Share the responsibility
• Binder with Monthly Reporting 

Obligations and who is responsible
• Share with the Board of Directors re: 

meeting schedule
• QB’s access
• Website/Social Media managers
• Other - 
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Staff & Board Onboarding/Training

How do new staff 
members learn 
what the affiliate 
policies are and 
where they are 
located?

Newly Promoted? 
Job specific 
training paths? 

Got a complaint? 
The first thing to 
do is review the 
policy

How do new board 
of directors learn 
what the affiliate 
policies are and 
where they are 
located?

Review policies with 
staff annually to 
ensure no-one has 
slipped through the 
cracks or forgotten 
the policy. 

Schedule regular 
reviews and determine 
if updates are needed 
and policy is still 
relevant. Check on 
latest from HFHI.

NEW BOD POSITION 
SPECIFIC ANNUAL COMPLAINT UPDATESNEW HIRES
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Yammer is a great forum 
for sharing ideas, process 
and best practices!

Yammer is not a 
replacement for the Policy 

Handbook.
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Good Standing 
Compliance 

Key Areas to monitor
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Good Standing
• USAA Affiliation Agreement compliance

• Serve 1 Family per year (New/Rehab/Repair/Recycle)

• Complete New or Rehab every 36 months

• Logo Compliance

• Habitat 2.0

• Tithe (annual)

• QAC / Covenant (annual)

• Competent Person (annual)

• QLO (annual)

• Proof of Insurance (annual or semi annual)

• IRS Filing (annual)

• ASR/HPR (quarterly)

• HFHI Grant Funding

• ReStore Registration
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Out of Good Standing 
direct implications to 

affiliate and 
community you serve 

         HFHI Brand Risk
         Donated Product 
         Cars for Homes 
         Grant Impact
         2.0 DM
         Habitat Capital 
 
            



Federal 
Requirements

501c3 organizations are required to 
file annual returns. If an organization 

does not file a required return or 
files late, the IRS may assess penalties 
and revoke 501c status. If organization 

does not file annual return for three 
consecutive years IRS will revoke 

organizations 501c3 status. IRS 
revocation is  cause for HFHI 

disciplinary disaffiliation
https://apps.irs.gov/app/eos/

.



State & Local 
Requirements

• Secretary of State – annual/biannual 

filing

• State Charitable Status – Attorney 

General Office  (e.g. NY, PA, CO)

• Local Business License to operate – New 

Construction and Repairs



Insurance
HFHI Minimum insurance 

requirements

• Lockton Affiliates

• Non Lockton Affiliates 

• Insurance cancelled due to non payment 

– what next?

• PreDisaffiliation - +al notice from CS

• Disaffiliation 
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Practical Tips to make 
your life easier
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Staying current with 
US Operations - ASC
• Staying current with affiliate’s 

contact email (affiliatehabitat.org) 

and phone 

• Annual Update Board Roster 

•  Affiliate Document Center

• Affiliate Portal 

• Financial audit, if applicable

• By Law & Policy Review
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Practical Best Practices for Affiliate 
Compliance:  

•Stay Informed

•Call us with questions/concerns

•Board/Staff Onboarding 

•Ongoing training and education

•Open communication and collaboration with your Habitat  
neighbors/ASO’s



Affiliate Service Center
Monday through Thursday, ​​​​​​​8 a.m. to 8 p.m. and 
Friday, 8 a.m. to 6 p.m. EST

Have questions or need assistance? Ask the Affiliate Support Center | 
USSupportCenter@habitat.org | 1-877-434-4435



Jacey Raimondo
Compliance Solutions
Jraimondo@habitat.org
229-410-7053

How can we do 
better – we want 
to hear from you.

mailto:Jraimondo@habitat.org


Senior Director
Compliance Solutions 

Jraimondo@habitat.org
229-401-7053

Manager D&D

Monica Craven
Senior Analyst

Mcraven@habitat.org
229-410-7107

Danielle Bellamy
Analyst

Dbellamy@Habitat.org 
404-979-5865

Dawn Stutz
Analyst

dstutz@habitat.org
404-420-3623

Kelly Thomas
Insurance & IRS Analyst

KEThomas@habitat.org
404-733-3081

Kerri Reeves
Manager M&C/Probation

Kreeves@habitat.org
229-420-7353

Jill Redman
Analyst

Jredman@habitat.org 
404-733-3163

Scott Stetson
Analyst

Sstetson@Habitat.org
404-979-5968

Kanisha Pryor Roberson
Analyst

Kroberson@Habitat.org
229-410-7452
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mailto:Dbellamy@Habitat.org
mailto:dstutz@habitat.org
mailto:KEThomas@habitat.org
mailto:Jredman@habitat.org
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mailto:Kroberson@Habitat.org
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