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VENDOR APPLICATION PROCESS


Before any food instruments can be accepted, each vendor applicant must complete the forms contained in the Application Packet.  The WIC Information Manual for Vendor Applicants and the WIC Information Manual for Prospective Drug Stores provide detailed instructions for the completion of each of the forms.  The applying vendor must receive an on-site visit by the agency.  This on-site visit is performed only if the applying owner has taken possession of the store, or in the case of a transfer of ownership after the transfer has been completed.

A. For applying grocery/drug stores, the agency will:

1. Provide the applicant with the appropriate vendor application packet upon request.  The packet is available from the State WIC Office and contains the necessary forms.  Inform the vendor applicant that food instruments cannot be accepted until receipt of the authorized vendor stamp and training has been received on the procedures for handling food instruments.

2. Submit the appropriate application, price list and three (3) copies of the Vendor Agreements to the State WIC Office within thirty (30) calendar days of the receipt of a properly completed application.

3. If the vendor applicant does not meet the criteria to be a WIC vendor after two (2) site visits, notify the applicant, in writing, stating the reason for the denial of the application, the right to appeal and cite the appeal procedure which is in Administrative Regulation 902 KAR 4:040.  The applicant cannot reapply for the Program for sixty (60) days from the date of denial.

· A copy of the denial letter and the application must be placed in the agency file and copied to the State WIC Office.
· Do not sign an Agreement with an unqualified vendor applicant.
· After three (3) reviews, the applicant may not apply for one hundred twenty (120) days from the date of denial.  Each subsequent denial results in an additional sixty (60) days before an applicant may reapply.

4. If the vendor applicant is eligible based upon the agency review, have the applying owner, corporate representative or lessee (if applicable) sign three (3) original Agreements (WIC-13 or WIC-13b).  Review the Agreement and the consequences of Program abuse with the vendor applicant.  Inform the applicant not to accept any WIC food instruments until vendor stamp has been received.  If any transactions are made, a monetary claim will be imposed.

5. Copies of the completed forms will be retained in the vendor’s file for the length of time the vendor is on the Program.

6. Deliver the authorized WIC vendor stamp, the vendor’s copy of the Agreement and an Approved Vendor Packet within fourteen (14) calendar days of receipt of the stamp from the State WIC Office.  Training of the vendor in WIC Program policies and procedures must be performed by this time.  See the Initial Vendor Training Outline for specifics regarding training.  Use the appropriate Vendor Training Checklist (WIC-39) or (WIC-39b) for documentation.  Send a copy of the completed checklist to the State WIC Office.

B. 
For applying grocery stores the agency will:

1. Provide the applicant with the Vendor Application Packet which contains:

a. The Vendor Application (WIC-14)

b. The Approved Items Price List (WIC-24)

c. Three (3) copies of the Vendor Agreement (WIC-13)

d. The Vendor Sales Information Form (WIC-16)

e. The WIC Information Manual for Vendor Applicants

2. Perform an on-site visit to the store upon receipt of a properly completed application.

3. Use the Local Agency Use Only section of the Vendor Application (WIC-14) to:

a. Determine if the store stocks the minimum inventory by circling “yes” if the store meets both the “inventory specifications” and the “total quantity required in stock.”  Circle “no” if the store does not meet inventory.  The stock must be on the shelves or in the stockroom.  Expired foods are not to be counted for meeting inventory.

b. Indicate if the prices of the food items in the store are clearly marked either on the shelf, display case or on the food item by circling “yes” or “no.”  Pricing must be displayed in order to comply with the terms of the Vendor Agreement (WIC-13).

c. Verify that the prices on the Approved Items Price List (WIC-24), submitted by the store, match the shelf, item or display case price of the WIC approved foods.  Complete another price list if corrections are necessary.  Sign the WIC-24 to indicate the prices have been reviewed.

d. Indicate if the store is primarily a retail grocery or convenience store.

e. Indicate other items sold at this store (e.g. gasoline, lottery tickets, hardware, etc.).

f. Indicate whether or not the store is eligible or not based upon the review of the criteria for selection of vendors.  See How to Become a WIC Vendor in the WIC Information Manual for Vendor Applicants.

g. Advise the vendor applicant to submit the WIC Vendor Sales Information Form (WIC-16) to the State WIC Office.

C. For Prospective Drug Stores the agency will:

1. Provide the drug store with the Vendor Application Packet for Prospective Drug Stores which includes:

a. The Drug Store Application (WIC-14b)

b. The Drug Store Price List (WIC-24b)

c. Three (3) copies of the Drug Store Agreement (WIC-13b)

d. The WIC Information Manual for Prospective Drug Stores

2. Perform an on-site visit to the drug store upon receipt of a properly completed application.

3. Use the Local Agency Use Only section of the Drug Store Application (WIC-14b) to:

a. Review the drug store’s suggested retail price (SRP) listing(s).

b. Verify the Price List (WIC-24b) with the shelf prices, if applicable.

c. Indicate whether the store is eligible based on the criteria for selection of vendors.  (See the WIC Information Manual for Prospective Drug Stores.)

d. Remind the store that drug stores must be able to supply formula within forty-eight (48) hours of verbal request.  (See Attachment A of the Drug Store Agreement (WIC-13b).)

e. Drug stores are solely authorized for the purpose of providing special formula.

D. Major and Independent Chain Stores Participating in the WIC Program.  If participating major or independent chains open a new store, the agency will:

1. Upon request, send an Application Packet to the store or corporate representative.

2. Check with the State WIC Office to determine if this is a major or independent chain in good standing.

3. Instruct the applicant to contact the agency when the store has received and stocked nonperishable (dry) inventory.  The on-site visit may be done at this time to review the dry inventory.  Perishable products, such as milk and cheese, are normally stocked one (1) to two (2) days prior to the opening of the store for business.

4. At the time of the on-site visit, the applicant will supply the agency staff with the names of the perishable products and their respective prices.  All prices will be entered on the Price List.

5. WIC business cannot begin until the completed Application (WIC-14) and Agreement (WIC-13) are approved, the vendor stamp is received and store management is trained in WIC procedures.

E. The State WIC Office will:

1. Send an approval letter, vendor stamp, two (2) signed copies of the Vendor Agreement and an Approved Vendor Packet to the agency within thirty (30) calendar days of receipt of the properly and fully completed Application (WIC-14 or WIC-14b).

2. Request, in specific cases, a bill of sale, tax return information, proof of ownership and/or other documentation.  









VENDOR AGREEMENT

The purpose is to provide a written contract between the agency and the participating WIC vendor regarding applicable Federal and State Regulations, policies and procedures related to the WIC Program.  This is to be completed, upon qualification, for a vendor applicant.  For a contract renewal with an existing vendor, the Agreements are due at the State WIC Office by October 1 of each year.

The following are the instructions for completion:

1.	Complete three (3) original Agreements for each vendor who meets the criteria for the selection of vendors.  Complete the appropriate Agreement for each type of store.  The WIC-13, Kentucky WIC Program Vendor Agreement is for the retail grocery stores, The WIC-13b Kentucky WIC Program Drug Store Vendor Agreement is for the drug stores.

2.	Agreement Number is the number assigned by the agency.  Leave blank if the agency does not assign separate contract numbers.

3. Day, month and year is the day, month and year the vendor signs the contract.

4. First Party is the name and address of the agency.

5. Second Party is the name and address of the vendor.

6. Item number 6, is the month, date and year the vendor signed the Vendor Agreement.  If a Vendor Agreement is initiated after July 1 of any year, the following information should be lined through on the Vendor Agreement: “through June 30, _____, provided, however that this Agreement shall be automatically extended for the period July 1, _____” and “to the contrary thirty (30) days prior to July 1, _____.”  It would then read “This Agreement is in effect from _____, ____  through September 30, ____.”

7. First Party: Authorized Officer is the signature and title of the authorized officer of the agency.

8. Agency is the name of the local or district health department.

9. Second Party Authorized Signature is the signature and title of the owner of the store.  The only exception will be a chain store whose authorized representative is at the corporate level and may not be the owner.

10. Approved By is the approval of the authorized official of the State WIC Office.  Date is the date of approval.  Vendor Number is the number assigned to correspond with the Authorized WIC Vendor Stamp.  This number may or may not correspond to the Agreement Number.

11. When there is more than one outlet within the same agency, then all outlets (including addresses and managers) are to be listed on Attachment B.

12. Mail three (3) original Vendor Agreements to the State WIC Office for approval.

a. For initial Vendor Agreement:

(1)	The appropriate application and price list must be submitted by the agency.

(2) The State WIC Office will return two (2) original Vendor Agreements, a Vendor Packet, the Authorized WIC Vendor Stamp and a letter of approval to the agency.

b. 
For renewal Agreements:

(1)	An appropriate Price List and Vendor Training Checklist must be submitted by the agency.

(2)	The State WIC Office will return two (2) original Vendor Agreements and a letter of approval to the agency.

13. One (1) Vendor Agreement, along with the notice of approval must be retained by the agency.  The other Vendor Agreement is to be given to the vendor.

14.	One (1) original Vendor Agreement and a copy of the approval letter will be on file at the State WIC Office.









































CHANGE IN VENDOR AGREEMENTS


During the contract period changes such as ownership, name, management and location may occur. The circumstances surrounding the change in the business will determine whether the stamp is returned and WIC business ceases or if WIC business continues as usual. However, in all cases the vendor must notify the contracting agency immediately. As stated in the Vendor Agreement and Federal Regulations, “This Agreement is non-transferable and shall become void upon change of ownership.” Whenever return of the stamp is requested, every effort should be made to obtain the Vendor Stamp. Upon its return, it must be forwarded, within five (5) days of receipt, to the State WIC Office.

A. Change in ownership applies to, but is not limited to, the following circumstances:

1. The owner (individual or corporation) of an authorized WIC vendor sells the business to another person (individual or corporation).

2. The owner (individual or corporation) of an authorized WIC vendor sells the business to a relative living in the same household.

3. The owner (individual or corporation) of an authorized WIC vendor leases the store to another person. The lessee becomes the obligating authority.

4. The sole owner of an authorized WIC vendor dies.

5. The following procedures shall be followed for changes in ownership:

a. The agency must immediately notify the State WIC office, in writing, of any change in ownership.

b. The WIC Vendor Stamp must be surrendered.  The agency must make every attempt to obtain the WIC Vendor Stamp.  If it cannot be obtained, the State WIC Office must be notified, in writing.

c. WIC business will cease at the time of the sale of the store or death of the owner until a new Application and Vendor Agreement have been approved.  The agency must inform the vendor applicant to not accept food instruments until the Agreement is approved and the authorized WIC vendor stamp is received.

d. An on-site visit to review inventory and prices cannot be made to a vendor applicant until the applying owner is actually in possession of the store.

B. If the co-owner of an authorized WIC vendor sells the business to the other co-owner(s) that is listed on the Application or Agreement:

1. The agency must immediately notify the State WIC office, in writing, of the sale of the business.

2. The vendor may continue to do business as usual.

3. The agency will have the owner(s) sign new Vendor Agreements, if the signature is not already on the Agreement.  An Application is not required.  (See WIC Program Vendor Agreement)

C. 
If the manager of a chain store leaves the business and is listed on Attachment B of the Agreement:

1. The agency must immediately notify the State WIC office, in writing, of the change of management.

2. The vendor may continue to do WIC business as usual.

D. If the name of the store has changed, but the owner(s) has not sold the business:

1. The vendor may continue to do WIC business as usual.

2. The agency will have the owner(s) sign new Vendor Agreements, which indicate the name change.  (See WIC Program Vendor Agreement)

E. If the owner (individual or corporation) of an authorized WIC vendor relocates the store to another site, the following procedures shall be followed:

1. The agency must immediately notify the State WIC office, in writing, of the relocation of the business.

2. Circumstances surrounding the relocation will determine whether the WIC Vendor Stamp is returned and WIC business ceases; i.e., vendor is relocating outside of the contracting agency service area.

3. The agency will have the owner(s) sign a new Vendor Agreement, reflecting the change in address.

























NONRENEWAL OR TERMINATION OF VENDOR AGREEMENTS

The State WIC Office will notify the agency of vendors whose agreements are not renewed or terminated.  Non-renewals or terminations will be for vendors who have failed to meet the criteria to be a WIC vendor or by failing to meet the terms and conditions of the agreement such as:

· Not attending training
· Lack of minimum inventory
· Failure to send in the Vendor Sales Information Form (WIC-16)
· Failure to send in the Approved Items Price List (WIC-24) or (WIC-24b)

See the WIC Vendor Manual – Renewal of Vendor Agreement, Vendor Agreement (WIC-13 or 13b) and Administrative Regulation 902 KAR 4:040.

A. The State WIC Office will, in its notification to the vendor:

1. Identify the reason for the action and the specific clause in the Agreement that applies to the situation.

2. Indicate the date the action becomes effective as well as specifying that all food instruments must be deposited within five (5) working days of the effective date of the action.

3. Advise the vendor that he/she cannot reapply for authorization for sixty (60) days from the date the vendor stamp is returned to the agency.

a. A second occurrence of the same violation will result in a termination of the Agreement for a period of one-hundred twenty (120) days.

b. A third occurrence of the same violation will result in a termination of the Agreement for one (1) year.

B. The agency will return the vendor stamp to the State WIC Office.

1. If the stamp is not returned or cannot be obtained from the vendor, the agency will notify the State WIC Office in writing.

2. The agency will provide the State WIC Office with all correspondence and documentation of any telephone calls regarding attempts to obtain the vendor stamp.

C. If the vendor is terminated, not renewed or sanctioned during the contract period, the State WIC Office will provide the vendor with a written notice of the specific action.  The agency will be copied on all letters to the vendor.

D. The State WIC Office will notify the agency if the vendor requests a hearing.  The agency will also be notified of the hearing officer’s decision.

E. If a vendor notifies the agency that he/she wishes to terminate the Vendor Agreement, the store is going out of business or the store has burned or suffered some disaster, the agency will:

1. Notify the State WIC Office, in writing, of the situation.

2. Obtain the vendor stamp and forward it, immediately, to the State WIC Office.

3. If the stamp cannot be obtained, notify the State WIC Office, in writing.

VENDOR TRAINING AND GUIDANCE


A. Initial

Initial training of newly authorized vendors is provided to ensure that a vendor is aware of proper redemption procedures for WIC food instruments, the terms of the Vendor Agreement and the consequences of program abuse. The initial training of WIC vendors is delegated to the agency.

1. Agency

a. Provide newly authorized vendors with training within fourteen (14) days of receipt of an approved Vendor Agreement and a WIC Vendor Stamp.  The day the vendor obtains the stamp and Agreement is a good time to conduct the training session.  Group training may be provided when there are several stores that need training.

b. Provide training prior to the newly authorized vendor accepting WIC food instruments. Follow the Vendor Training Outline or the Drug Store Training Outline.

c. Submit a signed copy of the Vendor Training Checklist (WIC-39) or the Drug Store Training Checklist (WIC-39b) to the State WIC Office after the initial training is complete.

2. A signed Training Checklist must be maintained in each vendor’s file for all initial vendor training sessions, either group or individual.

B. Annual and Additional

Training of vendors is provided to prevent program errors, program abuse and to improve program service.  The State WIC Office, in conjunction with the agency, will provide the annual training for participating vendors.  Vendor Agreement renewal time is the preferred time to conduct annual group training sessions and sign Vendor Agreements.  The State WIC Office will notify the agency when it is time to begin scheduling training sessions.

1. For annual training the agency must:

a. Make the local arrangements for the training sessions.  The State WIC Office must be contacted prior to scheduling the annual group training sessions for participating vendors.  In case of a multi-county agency, a session may be conducted in more than one county.  A vendor who misses the training in a particular county must be referred to another county for a makeup session.

b. Notify each vendor of the time, date and place of the scheduled session and required attendance.  Each vendor must be informed of the date of the training, in writing, by certified mail at least thirty (30) days prior to the expiration of the Agreement, which is September 30.

c. Inform each vendor that:
(1) Attendance is required, no exceptions.
(2) A representative of each store’s location must attend training.
· The person attending training must be employed by and work in the store location he/she is representing.
· If the owner or corporate representative is attending the training session and more than one store is contracted, then an appropriate representative from each store must attend the session.
(3) If the owner or appropriate person (manager, head cashier, cashier, etc.) does not attend a scheduled training session, the contract will end on September 30th and will not be renewed. The vendor will not be paid for any food instruments taken after that date.
(4)	Store personnel who attend training are responsible for ensuring other employees are properly trained.

d. Ensure that either the WIC Coordinator or the designated agency person who works with vendors attends training.

e. Ensure that the Training Checklist is checked and signed by each store’s representative.  If any item is not checked as being understood, then the person conducting the training will review the subject or procedure until it is understood.

f. Submit the completed Vendor Training Checklist to the State WIC Office along with the Vendor Agreements.  The agency must keep a copy. 

2. For annual training of drug stores, agencies must follow all procedures for vendors (grocers) with the exception that the agency will conduct the training.  Training will be conducted using the Drug Store Training Outline.

3. A signed Vendor Training Checklist must be maintained in each vendor’s file for all annual vendor training sessions.  A copy of the Training Checklist must be maintained in the vendor file for three (3) years from the end of the federal fiscal year.

4. The agency will provide additional training if requested by the State WIC Office, the vendor or if deemed necessary by the agency.

a. Documentation must be maintained in the individual vendor file for technical assistance or any additional training.

b. Documentation must include: date of the training session, person(s) and their position(s) that are receiving training for that vendor, and content of the training session and/or a signed Vendor Training Checklist.

C. Guidance

1. Agencies must transmit pertinent information and provide guidance to vendors concerning:

a. Authorized supplemental foods and a current list of acceptable brand name products.  [Approved Food List (WIC-40)]

b. Maintaining qualifications to be an authorized vendor, including minimum inventory and the submission of appropriate forms.

c. Correct redemption of WIC food instruments benefits.

d. Procedures for obtaining revalidation of food instruments.
e. Contents of the Vendor Agreement, the consequences of program abuse and Attachment D, which is the sanction system or Attachment C for the drug stores.

f. Other applicable Federal and State guidelines and instructions.

g. Procedures for making complaints regarding other vendors or WIC participants.



VENDOR TRAINING OUTLINE


A. Content of initial training should include:

1. Explanation of the WIC Program

a. Eligibility requirements for vendors.

b. Purpose of WIC foods.

2. Approved Foods

a. Post the current Approved Foods List (WIC-40) at each checkout.

b. Post the WIC shelf tags.

c. Review all approved foods from the WIC-40 or Attachment A of the Agreement.

(1) Formula
· Contract brand formulas.
· Allow only the type of formula specified on the food instrument. Do not substitute or exchange formulas.
· Purchase formula from sources included on the list provided by the state agency.

(2) Infant cereals
· No cereal with fruit, formula or sugar.
· 8 ounce box only.

	(3)	Infant Fruits and Vegetables – 4 ounce containers only
· Beechnut, Gerber and Nature’s Goodness
· Yes plain fruit or vegetable combinations such as peas and carrots, apples and banana or sweet potato and apple
· No infant fruits or vegetables with added sugars, starches or salt/sodium.
· No infant fruits or vegetables with added yogurt.
· No organic fruits or vegetables.
· No dinners, desserts, “Delights” or puddings.
· No “Mix and Match” of container sizes.
· No infant fruits or vegetables with DHA & ARA.

(4)	Infant Meats – 2.5 ounce containers only
· Beechnut, Gerber and Nature’s Goodness
· Yes plain meats with gravy.
· No chicken sticks, turkey sticks or meat sticks.
· No Gerber Graduates Lil’ Meals, Lil’ Sides or Lil’ Entrees.
· No “Dinners”
· No 6 ounce containers
· No organic meats
· No Nature’s Goodness Toddler Cuisine
· No “Mix and Match” of container sizes.
· No infant meats with DHA & ARA






(5)	Milk
· Quarts and half gallons are not approved unless specified.
· Do not issue two (2) half gallons for a gallon.
· Must purchase lowest price brand.

(6)	Cheese
· 8 or 16 ounce only.
· No American cheese, Velveeta, imitation cheese or cheese food.
· Low cholesterol, reduced fat, fat free, and low sodium variations of the approved cheeses are allowed.
· Must purchase lowest price brand.
· NO DELI CHEESE ALLOWED.

a. Cereal
· Read food instrument – common mistake is issuing too much cereal – Can only get less than or equal to the amount specified.
· Explain food list regarding company, product and type.

b. Juice
· Juice will be issued in 46, 48, and 64 ounce containers.
· 11.5 ounce concentrate, as specified.
· 12 ounce frozen concentrate.

c. Beans or peas (Canned or Dried)
· 16 ounce cans or 1 pound bags.
· No beans with additional flavorings or additives.

d. Peanut Butter
· 18 ounce containers.
· Allow either dry beans/peas or peanut butter, not both.
· No lowfat peanut butter products or peanut “spreads”.
· No peanut butter with jelly, honey or chocolate.

(11)	Fresh Fruits – All varieties 
· No Ornamental fruits-painted pumpkins or gourds
· No Fruit Baskets or fruit trays
· No Fruit muffins or baked goods
· No Fruits from the salad bar
· No Fruit Nut Mixtures

		(12)   Fresh Vegetables – All varieties
·    No Potatoes except Sweet Potatoes or Yams
·    No Ornamental vegetables – chili peppers on a string
·    No Vegetable trays
·    No Vegetable muffins or baked goods
·    No Vegetable Grain Mixtures
·    No edible Blossoms or Flowers
	
(13)  Canned Fish – as specified
·    Salmon – 6 and 7.5 ounce cans only, packed in oil or water, No organic
·    Sardines – 3.75 and 15 ounce cans only, packed in oil or water, No organic
·    Tuna – 5 and 6 ounce cans only, packed in oil or water, No organic



(14)   Whole Grain Breads – 12, 16 or 24 ounces as specified.
· No additives such as herbs, spices, peppers, cheese, tomatoes or raisins.

d. Inventory

(1) Must maintain at all times – must be in store.

(2) Food must be within manufacturer’s expiration dates.

(3) Two visits to store – if not in compliance will terminate contract.

(4) Termination periods – 60 days-1st offense, 120 days-2nd offense.

e. Procedures for Redemption including a review of all of the Vendor’s Responsibilities (See Vendor Manual).

(1) Accept only those food instruments benefits issued by a Kentucky WIC Agency.

(2) Accept only those food instruments/cash value benefits within the valid periods.

(3) Accept food instruments without any alterations.

(4) Allow only approved foods as specified on the food instrument.  Do not substitute foods or allow more than the amount of food specified – only cheese may be issued in 2 (8 oz.) quantities to equal 1 lb. and adult cereal may be issued in ounces to be equal to or less that than the amounts specified.

(5) Separate WIC foods from other purchases, compute total for each food instrument benefit.

(6) Participant, parent, caretaker or proxy does not need to purchase all foods listed on the food instrument– If the person does not purchase all foods listed, the “pay exactly” shall only be for the amount of the food received.

(7) Pay exactly and date redeemed must be entered on the face of the food instrument benefit at the time of purchase and prior to obtaining the person’s signature.

(8) Food instrument must be submitted to the bank within thirty (30) days from the “last day to use”.

(9) Do not provide rainchecks, IOU’s, due bills, cash or any type of credit, or provide incentive items to encourage participants to redeem benefits in your store.

(10) To repay to the State agency any documented overcharges and to refund to the State agency any payment previously made on improper or invalid food instruments.


f. Revalidation

(1) Review information in Vendor Manual concerning revalidation of all mistakes.

(2) Food instruments must be submitted and clear the bank within ninety (90) days of the “first day to use” even when revalidated.

g. Submission of Vendor Sales Information and Price List within time frames required or the vendor will be terminated.  Inform of termination periods.  See Vendor Manual.

h. Training

(1) May request additional training

(2) Responsible for training employees

(3) Responsible for actions of employees

i. Sanctions

(1) Review Attachment D of Vendor Agreement

(2) Review item 1(v) of the Agreement

(3) Review items 8, 9, 10, 11 & 12 of the Agreement

j. Agreement

(1) Request that signers read the Agreement in its entirety

(2) Void upon change of ownership

(3) Notify agency if change in name/address of vendor occurs

k. Reporting of complaints regarding participants or other vendors

3.	Training Tools

a. Program changes since the last training and other current training information from the State WIC Office

b. WIC Vendor Manual

c. Current Approved Food List (WIC-40) – Provide enough for each cash register

d. Vendor Agreement

e. Notice to WIC Participants

f. WIC Approved Food Shelf Tags

g. Vendor Responsibilities


DRUG STORE TRAINING OUTLINE


A. Content of training should include:

1. Explanation of the WIC Program

a. Eligibility requirements for drug stores

2. WIC Foods – Attachment A of Drug Store Agreement

a. Formula

(1) Drug stores are authorized solely for the purpose of providing special formula.

(2) Allow only the formulas specified– size, type and quantity.

(3) Prices for all formula may be negotiated.

(4) Purchase formula from sources included on the list provided by the state agency.

3.	Inventory of Special Formula

a. Supply special formulas within 48 hours of verbal request of local agency or State WIC Office staff.

b. Formulas must be within manufacturer’s expiration dates.

4.	Procedures for redemption of WIC benefits including a review of applicable vendor responsibilities – see Vendor Manual.

a. Accept only food instruments from Kentucky.

b. Must have Local Agency stamp.

c. Accept only in the valid periods.

d. Accept food instruments without any alterations.

e. Allow only approved foods as specified..  Do not substitute formulas or allow more formula than specified.  Accept only food instruments with special formulas..

f. Participant, parent, caretaker or proxy does not need to purchase all foods listed on the food instrument benefit – the “pay exactly” shall only be for the amount of food received.

g. Pay exactly and date redeemed must be entered on the face of the food instrument WIC benefit – at the time of purchase and prior to obtaining the person’s signature.

h. Food instrument WIC benefit must be submitted to the bank within thirty (30) days of “last day to use”.

i. Do not provide rainchecks, IOU’s, due bills, cash or any type of credit, or provide incentive items to encourage participants to redeem benefits in your store.

j. To repay to the State agency any documented overcharges and to refund to the State agency any payment previously made on improper or invalid WIC benefits.

5.	Revalidation

a. Review information in this manual and in the Vendor Manual concerning revalidation of all mistakes.

b. Food instruments must be submitted and clear the bank within ninety (90) days of the “first day to use” even when revalidated.

6. Submission of Drug Store Price List within the time frames required or vendor contract will be terminated or not renewed – inform of time frames for termination or non-renewal.  See Vendor Manual.

7. Training

a. May request additional training.

b. Responsible for training employees.

c. Owners are responsible for actions of employees.

8. Sanctions

Review Attachment C of Drug Store Vendor Agreement

9. Drug Store Agreement

a. Request that signers read the Agreement in its entirety

b. Void Agreement upon change of ownership

c. Notify Agency of change of name/address of vendor

10. Reporting of complaints regarding participants or other vendors


B. Drug Store Training Tools/References

1. Program changes since the last training and other current training information from the State WIC Office.

2. Drug Store WIC Vendor Manual.

3. Drug Store Vendor Agreement.

4. Notice to WIC Participants.

5. Vendor Responsibilities.








VENDOR MONITORING AND VENDOR SANCTIONS


A. Monitoring of vendors is performed in order to ensure vendors continue to meet the criteria for selection of vendors, detect training needs, prevent program abuse and target high risk vendors.

	The State WIC Office will:

1.	Monitor every contracted grocery store in accordance with federal requirements.

2.	Identify high risk vendors by using criteria established by the State WIC Office and federal regulation.  Information regarding the training, etc. of specific vendors may be requested by the agency.

3. Review a vendor’s adherence to commensurate pricing.

4. Document to the agency if any problems exist with the monitored vendors and request follow up action.  Follow up action may include, but not limited to: vendor training, retrieval of the WIC Vendor Stamp, etc.

5. Perform overcharge reviews, desk audits for overcharging, inventory audits and apply the appropriate corrective action, claim or sanction.

6. Request repayment for items which are overcharged, invalid or improperly cashed, in addition to applying the appropriate sanction.

7. Recommend vendors for compliance buys to the Office of the Inspector General and apply the appropriate sanction, if applicable.

B. When a vendor sanction is issued, the State WIC Office will notify the vendor, in writing, of sanctions to be imposed for the documented abuse.  Sanctions will be imposed for the type of abuse as stated in the Administrative Regulation 902 KAR 4:040, which notes the type of abuse and the sanction for that abuse.  A vendor has fifteen (15) days from receipt of notice to appeal an applied sanction.

1. If sanctions are brought against a WIC vendor, the agency will:

a. Receive a copy of the sanction.

b. If requested by the State WIC Office, consider whether an imposed sanction period would create inadequate participant access. 

c. Obtain the Authorized WIC Vendor Stamp and submit it to the State WIC Office when the sanction is placed into effect.  The agency will be notified when a vendor appeals a sanction.  A vendor who has appealed may keep the Vendor Stamp until the Hearing Officer issues a decision.  If the Hearing Officer has rendered a decision in favor of the State WIC Office, the vendor will be notified of a date to return the Authorized WIC Vendor Stamp.

C. Agencies must:

1. Refer vendors who abuse the Program to the State WIC Office in writing.

2. Not contract with a vendor who has a sanction in effect.  Sanctioned vendors cannot be approved for the Program until the sanction period has concluded.

POLICIES AND PROCEDURES FOR FOOD INSTRUMENT/cash value benefits REVALIDATION


A food instrument/cash value benefit is edited at the State WIC Office contracted bank for accuracy and is rejected if it does not meet Program requirements.  Reasons for rejection include: agency or vendor stamp missing, stale check, date redeemed invalid, missing or altered, pay exactly missing or altered and signature missing.  Additionally, a vendor may identify an error prior to submission to the local bank.  Limited provisions have been made for revalidating some of the food instruments/cash value benefits that are not properly completed.  In order for a vendor to deposit food instruments/cash value benefits in a timely manner, revalidation should be done on food instruments/cash value benefits prior to the vendor submitting them for payment, however, revalidation may be done after they have been rejected by the contracted bank.

A. Agencies are responsible for all revalidation for their contracted vendors, in order that vendors’ performance can be monitored.

B. Limits have been set on the number of times that a vendor may receive revalidation for specific reasons and some revalidations are on a one time only basis.  A one time only basis is defined as one time only for the contract year.  Also, one time only pertains to one time only submission of food instruments/cash value benefits, not just one food instrument/cash value benefit.  For example, if the vendor sends in three (3) food instruments/cash value benefits at the same time for a “date redeemed invalid” and does not supply documentation for any of the three, all three will be revalidated on a one time only basis.  No more revalidation for that specific reason can be given during that contract year.

C. The local agency will notify a vendor, in writing, when a one time only revalidation has been given.  A copy of the letter must be retained in the WIC vendor file at the local agency and a copy sent to the State WIC Office to be placed in the vendor file.

D. The agency with whom the vendor has a contract may revalidate food instruments/cash value benefits based upon the following procedures:

1. Review the food instruments/cash value benefits submitted for the errors and appropriate accompanying information.

2. Use the revalidation stamp only on food instruments/cash value benefits which meet the qualifications to be revalidated.

3. Stamp the food instrument/cash value benefit in the shaded area.  Do not cover the MICR line (numbers at the bottom of the food instrument/cash value benefit) or the WIC Vendor Stamp imprint.

4. Record revalidation information on the WIC Revalidation Screen located at the following URL:  https://webapp.cdp-ky.com/revalidation. A local agency must use the Revalidation Screen. (See WIC Revalidation Screen in Forms Section)

E. Revalidation may be done only for the following reasons and must not exceed the frequency specified for each condition.  The proper documentation must be supplied as specified for each condition.

1. AGENCY STAMP MISSING

a. If the vendor has not submitted the food instrument/cash value benefit for payment, the contracting agency can put the agency stamp on the food instrument/cash value benefit provided the food instrument will be less than sixty (60) days from the first valid date when presented to the state contracted bank.  If it will exceed sixty (60) days but is less than ninety (90) days from “first date to use,” it must have a revalidation stamp prior to payment.

b. If the food instrument/cash value benefit has been rejected by the contracted bank for agency stamp missing, the food instrument/cash value benefit must have a revalidation stamp before payment can be made.

2. STALE CHECKS

The contracted bank rejects food instruments/cash value benefits submitted after sixty (60) days from “first day to use.”  Review the food instruments/cash value benefits to ensure proper completion.

a. If the contracted bank has rejected the food instrument/cash value benefit due to it reaching the bank more than sixty (60) days, but less than ninety days (90), a revalidation stamp is necessary for payment to be made.

b. If the vendor has failed to submit the food instrument/cash value benefit in sixty (60) days but it will reach the contracted bank in less than ninety (90) days, a revalidation stamp is necessary for payment.

c. If the food instrument/cash value benefit is over ninety (90) days from “first day to use,” it cannot be revalidated without approval from the State WIC Office.

3.	VENDOR STAMP MISSING

a. Instruct the vendor to place authorized vendor stamp in the appropriate block.

b. If the food instrument/cash value benefit will reach the contracted bank in less than sixty (60) days from the “first day to use,” no revalidation stamp is required.  If the food instrument/cash value benefit will not reach the contracted bank within sixty (60) days, but will reach it in less than ninety (90) days from the “first day to use,” the food instrument/cash value benefit must be revalidated.

4.	DATE REDEEMED INVALID

a. If the “date redeemed” is not within the valid dates, revalidation is on a one time only basis.

b. If the date is missing and the food instrument/cash value benefit has been rejected by the contracted bank, documentation must be presented to substantiate a valid date of redemption.

· Sufficient documentation is a machine dated cash register receipt, machine dated cash register validation showing the date on the food instrument/cash value benefit or a deposit date.
· If sufficient and proper documentation is provided, revalidation is unlimited.
· The food instrument/cash value benefit must have a revalidation stamp before it can be re-deposited.
· Revalidation for this condition is one time only without proof.

c. If the “date redeemed” is altered, the bank will review the back of the food instrument/cash value benefit to see if there is a machine dated cash register validation.  If yes, and the validation matches the date entered on the face of the food instrument/cash value benefit the food instrument/cash value benefit will be paid.

d. If the “date redeemed” is altered and there is no machine dated cash register validation on the back of the food instrument/cash value benefit, documentation must be presented to substantiate a valid date redeemed.  Sufficient documentation is one (1) machine dated cash register receipt.  If sufficient and proper documentation is provided, revalidation is unlimited.  The food instrument/cash value benefit must have a revalidation stamp before it can be paid.  Revalidation for this condition is a one time only basis without proof.

5.	PAY EXACTLY ALTERED

a. If the food instrument/cash value benefit is missing the “pay exactly” amount and the food instrument/cash value benefit has been rejected by the bank, documentation must be provided to the local agency to substantiate the amount of purchase.  One (1) machine dated cash register entry on the food instrument/cash value benefit or a machine dated cash register receipt is considered documentation.  The food instrument/cash value benefit must be revalidated before it can be paid.  If sufficient and proper documentation is provided, revalidation is unlimited.

b. If the “pay exactly” amount is altered, the bank will review the back of the food instrument/cash value benefit to see if there is a machine dated cash register validation.  If yes, and the validation matches the “pay exactly” amount entered on the face of the food instrument/cash value benefit, the food instrument/cash value benefit will be paid.

c. If the “pay exactly” amount is altered and there is no machine dated validation on the back of the food instrument/cash value benefit, documentation must be presented to the Local Agency to substantiate the “pay exactly” amount.  One (1) machine dated cash register receipt is considered proof.  A second cash register receipt or cash register validation will be accepted only in those instances where an item was omitted from the original total.  In this instance, the cash register receipt or cash register validation must be the next transaction on the same cash register.  A properly completed WIC Vendor Corrections Form may be used only when a vendor does not have a cash register that documents the transaction on the receipt.  If sufficient and proper documentation is provided, revalidation is unlimited.  A revalidation stamp must be placed on the food instrument/cash value benefit before payment can be made.  The limit on revalidation without proof is on a one time only basis.

6.	PRICE ADJUSTMENTS

	a.	The local agency may make a price adjustment to any food instrument/cash value benefit submitted for revalidation.  For example, if the cash register receipt indicates that unapproved food(s) were allowed, the local agency will adjust the pay exactly amount by deducting the price of unapproved food(s) and entering the correct total only for WIC approved foods.  The local agency must place a revalidation stamp on the food instrument/cash value benefit before payment can be made.  Revalidation is unlimited.

 7.	PARTICIPANT’S SIGNATURE

b.	If the food instrument/cash value benefit has been rejected for a missing signature, the food instrument/cash value benefit must have a revalidation stamp before payment can be made.  Revalidation is for one time only.

F. Food instruments/cash value benefits presented for payment or revalidation after ninety (90) days from the “first day to use” are not normally eligible for revalidation.

1. Justification and documentation must be made to the State WIC Office by the vendor through the agency if extenuating circumstances exist which prevent the store from submitting food instruments/cash value benefits for payment/revalidation within the specified time frame.

2. The State WIC Office will then consider approving payment.  If the total of these food instruments exceeds $500, prior approval must be obtained from the USDA Regional Office.

G. Agencies are responsible for documenting all revalidations on the WIC Revalidation Screen.  Revalidation information for each vendor will be stored on the WIC Revalidation Screen.  
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VENDOR / DRUG STORE TRAINING CHECKLIST


	
Purpose
	
This form indicates actions a vendor may not take in the redemption of food instruments.

	
When To Use
	
This form is given to a vendor at the time of initial authorization and at subsequent training sessions.

	
Instructions
	
· Store Name is the name the vendor is going to use with that particular retail establishment.
· Vendor Number is the unique number that has been or will be assigned by the State WIC Office.
· Staff 
· Present and Their Positions is a list of store personnel present at the training session and their respective positions within that establishment.
· 1 – 13 Check Items Explained to Vendor.  There is a list of thirteen (13) items that the vendor acknowledges as having been explained in a training session.
· Signature/Title is the signature and title of the authorized representative of the vendor who was present at the training session.
· Person Providing Training is the signature of the agency person or State WIC Office person who provided the vendor training and that person’s title.
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VENDOR TRAINING CHECKLIST

STORE NAME___________________________________________	       VENDOR NUMBER ___________________________________

STAFF PRESENT _________________________________________________________________________________________________

Please check items as they are explained to you and understood by you.
	
[bookmark: Check1] 1.	|_|	Terms of Vendor Agreement.

[bookmark: Check2] 2.  |_|	Maintaining qualifications to be an authorized vendor including, but not limited to: minimum inventory, pricing of WIC food items, competitive pricing, purchasing formula from the approved list and submission of all required forms within the time frames.

[bookmark: Check3] 3.	|_|	Authorized foods along with receiving a current list of acceptable WIC foods.

[bookmark: Check4] 4.	|_|	Procedures for redeeming food instruments/cash value benefits including, but not limited to: Cashing   within valid dates, entering “Pay Exactly” on face of food instrument/cash value benefit prior to obtaining a Signature, charging only for authorized and approved foods received, not allowing more food than is authorized, and not issuing IOU’s, due bills, rain checks, cash or credit, or providing incentive items to encourage participants to redeem benefits in your store.

[bookmark: Check5] 5.	|_|	Allowing the WIC participants to use their own funds for purchases in excess of the money limit on the cash value benefit.

[bookmark: Check6] 6.	|_|	Use of the Vendor Stamp.

[bookmark: Check7] 7.	|_|	Procedures for receiving payment, including time frames and required documentation. (All food instruments/cash value benefits must clear the contracted bank within 90 days.)

[bookmark: Check8] 8.  |_|	     Procedures for revalidation of food instruments/cash value benefits. 

[bookmark: Check9] 9.	|_|	Requirement to attend training and responsibility for training store employees and their actions.

[bookmark: Check10]10.	|_|	Requirement to allow monitoring of store, to repay to the State agency any documented overcharges and to refund to the State agency any payment previously made on improper or invalid food instruments/cash value benefits.

[bookmark: Check11]11.	|_|	Reporting of complaints regarding participants or other vendors.

[bookmark: Check12]12.	|_|	Right to request fair hearing for termination or denial of application.  The expiration of the agreement or disqualification based on a Food Stamp Program disqualification or the State Agency’s determination regarding participant access is not subject to review.

13. |_|     Sanctions issued by the WIC Program based on Food Stamp disqualifications and civil money penalties.  

14. |_|	    Violations of Program and applicable sanctions, including the federally mandated sanctions and disqualification periods.

15. |_|    Agreement is null and void upon change of ownership.

VENDOR OR AUTHORIZED REPRESENTATIVE:

I HEREBY CERTIFY THAT THE ITEMS WHICH ARE CHECKED ABOVE WERE EXPLAINED TO ME AND THE ABOVE LISTED STAFF.  I DO UNDERSTAND EACH AND EVERY ITEM.

VENDOR STAFF SIGNATURE	TITLE		DATE

WIC-39b
[image: ky unbridled spirit]	Rev. 6/10	
DRUG STORE TRAINING CHECKLIST


STORE NAME___________________________________________	       VENDOR NUMBER ___________________________________

STAFF PRESENT_________________________________________________________________________________________________


Check Items Explained to Vendor:

[bookmark: Check22] 1.	|_|	Terms of Drug Store Vendor Agreement.

[bookmark: Check20] 2.     |_|	Maintaining qualifications to be an authorized vendor including, but not limited to: obtaining special formula within 48 hours of verbal request, purchasing formula only from the list of infant formula wholesalers, distributors and retailers licensed in Kentucky, submission of all required forms within the time frames, understanding the consequences of not maintaining the qualifications, pricing of WIC food items, and in some instances cases of formula must be broken.

[bookmark: Check21] 3.	|_|	Attachment A.

[bookmark: Check23] 4.	|_|	Procedures for redeeming food instruments including, but not limited to: entering “Pay Exactly” on face of food instrument prior to obtaining a signature, charging only for authorized and approved foods received by the participant, parent, caretaker or proxy. Not allowing more formula than is authorized and not issuing IOU’s, cash or due bills. 

[bookmark: Check24] 5.	|_|	Use of the Vendor Stamp.

[bookmark: Check25] 6.	|_|	Procedures for receiving payment, including time frames and required documentation.  (All food instruments must clear the contracted bank within 90 days.)

[bookmark: Check26] 7.	|_|	Procedures for revalidation of food instruments.

[bookmark: Check27] 8.	|_|	Requirement to attend training.

[bookmark: Check28] 9.	|_|	Requirement to allow monitoring of store.

[bookmark: Check29]10.	|_|	Responsibility for training employees including responsibility for their actions.

[bookmark: Check30]11.	|_|	Violations of Program and applicable sanctions, including the Federally mandated sanctions and disqualification periods.

[bookmark: Check31]12.	|_|	Right to request fair hearing for termination or denial of application, except that expiration of the agreement or disqualification based on a Food Stamp Program disqualification or the State Agency’s determination regarding participant access are not subject to review. Disqualification from the WIC Program may result in disqualification from the Food Stamp Program and may not be subject to administrative or judicial review under the Food Stamp Program.

[bookmark: Check32]13.	|_|	Agreement is null and void upon change of ownership.

VENDOR OR AUTHORIZED REPRESENTATIVE:

I HEREBY CERTIFY THAT THE ITEMS WHICH ARE CHECKED ABOVE WERE EXPLAINED TO ME AND THE ABOVE LISTED STAFF.  I DO UNDERSTAND EACH AND EVERY ITEM.


VENDOR STAFF SIGNATURE	TITLE		DATE

KENTUCKY WIC PROGRAM VENDOR COMPLAINT FORM


	
Purpose
	
The completed form serves as documentation of a complaint against a WIC participant by an Authorized WIC Vendor.

	
When To Use
	
The Form is to be completed by store personnel and mailed to the agency when an incident that warrants a complaint regarding a WIC participant has occurred in the store.

	
Instructions
	
1. Store name is the name of the vendor’s establishment.
2. Vendor Number is the unique number that has been assigned by the State WIC Office.
3. Address is the physical location of the store.
4. Store personnel’s name, title and phone number – self-explanatory.
5. Agency (HID/LOC) # is the agency name, health department identification number and clinic site identification number.
6. FI/CVB NO. is the food instrument/cash value benefit number or numbers that the participant used during the transaction, which warranted the vendor’s complaint.
7. Date and time event occurred – self-explanatory.
8. Details of event – self-explanatory.

	Local Agency Findings
	Document any actions taken by local agency as a result of a complaint. See Administrative Reference for Local Health Departments, Volume II, WIC section, page 52, Participant Abuse.

In the case of a Civil Rights complaint of discrimination, the complaint must be referred to:

USDA
Director, Office of Adjudication,
1400 Independence Avenue, SW
Washington, DC 20250-9410
or call: (800) 795-3272 or (202) 720-6382 (TTY)


	State Agency Findings
	Not necessary to forward complaints to the State Agency unless local agency requires assistance.

	Retention
	Forms must be maintained for three (3) federal fiscal years.
Destroy by shredding.
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WIC REVALIDATION INFORMATION SCREEN

	
Purpose
	
This screen is used to document food instruments that have been sent to the agency for revalidation.

	
When To Use
	
Use this screen when revalidating and returning food instruments that have been sent to the agency by the vendor as well as documenting food instruments which are not eligible for revalidation and are returned to the vendor.

	Instructions
	1. Log on the WIC Revalidation Screen by using the following URL:  https://webapp.cdp-ky.com/Revalidation.

2. Enter user name and password: To obtain a new user name and password contact the Kentucky State WIC Help Desk at 502/564-3827.
(See CDP-Report Server-WIC User Authorization Request).

3. The first screen (Show WIC Revalidations) which appears will list the most recent revalidations entered into the system.  Searches may be made by food instrument number, vendor number or date received/thru date.

4. Selecting the New button results in the Add Revalidation page.  To add a revalidation, select Bank Number, enter FI number, select Vendor Number, Received Date and Returned Date.  Select from the Problems section each problem associated with the food instrument.  Click save button and the system will indicate if the food instrument can be revalidated. (See WIC Revalidation Screen in Forms Section)

5. To edit a revalidation that has already been entered and accepted by the system, click the edit record symbol.  The edit feature only allows the addition of comments or deletion of the food instrument/cash value benefit.  If the entry is deleted, select Add and reenter the revalidation information.

6. Click the print button on the Show Revalidation page to show letters that have been generated to inform vendors of one time only revalidations or food instruments/cash value benefits that cannot be revalidated.  Clicking on the reprint screen will ask for the date letters were originally printed.  Once date is entered, this screen will reprint letters.
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NOTICE TO WIC PARTICIPANTS


	
Purpose
	
This form indicates actions a vendor may not take in the redemption of food instruments.

	
When To Use
	
This form is given to a vendor at the time of initial authorization and at subsequent training sessions.

	
Instructions
	
Self-explanatory




WIC-35
REV. 06/10
NOTICE TO WIC PARTICIPANTS

IN ORDER TO COMPLY WITH FEDERAL AND STATE POLICIES, PROCEDURES AND REGULATIONS IN REDEEMING WIC FOOD INSTRUMENTS/CASH VALUE BENEFITS, THIS AUTHORIZED WIC VENDOR MAY NOT:

· HONOR ANY WIC FOOD INSTRUMENTS/CASH VALUE BENEFITS THAT APPEARS TO HAVE BEEN ALTERED.

· ACCEPT ANY WIC FOOD INSTRUMENTS/CASH VALUE BENEFITS WITHOUT A LOCAL AGENCY STAMP.

· REDEEM ANY WIC FOOD INSTRUMENTS/CASH VALUE BENEFITS BEFORE OR AFTER THE VALID DATES.

· ALLOW A “RAINCHECK”, “DUE BILL”, “CASH” OR “IOU” OR ANY TYPE OF CREDIT.

· REQUIRE A PARTICIPANT, PARENT, CARETAKER OR PROXY TO PURCHASE OTHER FOODS IN ORDER TO REDEEM THE WIC FOOD INSTRUMENT/CASH VALUE BENEFIT.

· SUBSTITUTE ANY FOODS.

· ISSUE QUANTITIES OR TYPES OF FOOD OTHER THAN THOSE SPECIFIED ON THE WIC FOOD INSTRUMENTS/CASH VALUE BENEFITS OR TYPES OR BRANDS OF FOOD NOT ON THE APPROVED FOOD LIST.

· PROVIDE CASH TO A PARTICIPANT, PARENT, CARETAKER OR PROXY IN EXCHANGE FOR WIC FOOD INSTRUMENTS/CASH VALUE BENEFITS.

· CHARGE A PARTICIPANT, PARENT, CARETAKER OR PROXY FOR WIC FOODS. IN THE CASE OF CASH VALUE BENEFITS, PARTICIPANTS MAY USE THEIR OWN FUNDS FOR PURCHASES IN EXCESS OF THE MONEY LIMIT.

· EXCHANGE WIC FOOD FOR CASH OR OTHER NON-APPROVED ITEMS.

· ALLOW A PARTICIPANT, PARENT, CARETAKER OR PROXY TO RECEIVE MORE FOOD THAN IS SPECIFIED ON THE FOOD INSTRUMENTS/CASH VALUE BENEFITS.

· CHARGE THE PROGRAM FOR FOODS NOT RECEIVED BY THE PARTICIPANT, PARENT, CARETAKER OR PROXY.

· REQUIRE A PARTICIPANT, PARENT, CARETAKER OR PROXY TO SIGN THE WIC FOOD INSTRUMENT/CASH VALUE BENEFIT PRIOR TO ENTERING THE “DATE REDEEMED” OR “PAY EXACTLY” AMOUNT ON THE FACE OF THE FOOD INSTRUMENTS/CASH VALUE BENEFITS.
image2.jpg
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REV. 06/10

DRUG STORE TRAINING CHECKLIST

STORE NAME VENDOR NUMBER

STORE
REPRESENTATIVE

Store Representative is to check items as explained and understood:

1. [0 Terms of Drug Store Vendor Agreement.

2. [[] Maintaining qualifications to be an authorized vendor including, but not limited to: obtaining special
Formula within 48 hours of verbal request, purchasing formula only from the list of infant formula
wholesalers, distributors and retailers licensed in Kentucky, submission of all required forms within the
time frames, understanding the consequences of not maintaining the qualifications, pricing of WIC food
items, and in some instances cases of  formula must be broken.

3. [ Attachment A.

4. [] Procedures for redeeming food instruments including, but not limited to: entering “Pay Exactly’” on face of food
instrument prior to obtaining a signature, charging only for authorized and approved foods received by the
participant, parent, carctaker or proxy. Not allowing more formula than is authorized and not issuing IOU’s,
cash or due bills.

5. [] Use of the Vendor Stamp.

(=)}

. [ Procedures for receiving payment, including time frames and required documentation. (All food
instruments must clear the contracted bank within 90 days.)

7. [ Procedures for revalidation of food instruments.

8. [] Requirement to attend training.

9. [] Requirement to allow monitoring of store.

10. [[] Responsibility for training employees including responsibility for their actions.

11. [[] Violations of Program and applicable sanctions, including the Federally mandated sanctions and
disqualification periods.

12. [] Right to request fair hearing for termination or denial of application, except that expiration of the
agreement or disqualification based on a Food Stamp Program disqualification or the State Agency’s
determination regarding participant access are not subject to review. Disqualification from the WIC
Program may result in disqualification from the Food Stamp Program and may not be subject to
administrative or judicial review under the Food Stamp Program.

13. [[] Agreement is null and void upon change of ownership.

VENDOR OR AUTHORIZED REPRESENTATIVE:

IHEREBY CERTIFY THAT THE ITEMS WHICH ARE CHECKED ABOVE WERE EXPLAINED TO ME AND
THE ABOVE LISTED STAFF. 1 DO UNDERSTAND EACH AND EVERY ITEM.

STORE SIGNATURE TITLE DATE

Kentudkip™
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KENTUCKY WIC PROGRAM
VENDOR COMPLAINT

STORE NAME: VENDOR #

ADDRESS:

STORE PERSONNEL’S NAME, TITLE & PHONE NUMBER TO FOLLOW-UP WITH:

List food instrument/cash value benefit, agency and client information from top of WIC food
instrument/cash value benefit:

AGENCY (HID/LOC) #

FOOD INSTRUMENT/CASH VALUE BENEFIT (F/CVB NO) #

NAME OF PARTICIPANT

DATE & TIME EVENT OCCURRED

DETAILS OF EVENT:

a. Participant tried to buy unauthorized items with food instrument/cash value benefit.

b. Participant tried to receive cash for WIC food instrument/cash value benefit or in addition to
foods.

c. Participant tried to return items purchased with WIC food instrument/cash value benefit for

cash or credit.

Participant was verbally or physically abusive to employees.

e. The “sign here at grocery store” area was completed prior to presenting the food instrument

to be redeemed.

f.  Other

I I I R

Action Taken by Local Agency

MAIL TO YOUR LOCAL WIC AGENCY
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VENDOR TRAINING CHECKLIST

STORE NAME VENDOR NUMBER
(Please Print Legibly)

STORE REPRESENTATIVE

(Please Print Legibly)
PLEASE CHECK ITEMS AS THEY ARE EXPLAINED TO YOU AND UNDERSTOOD BY YOU.

1. [ Terms of Vendor Agreement.

2. [] Maintaining qualifications to be an authorized vendor including, but not limited to: minimum inventory,
pricing of WIC food items, competitive pricing, purchasing formula from the approved list and
submission of all required forms within the time frames.

3. [] Authorized foods along with receiving a current list of acceptable WIC foods.

4. [] Procedures for redeeming food instruments/cash value benefits including, but not limited to: Cashing
within valid dates, entering “Pay Exactly” on face of food instrument/cash value benefit prior to
obtaining a Signature, charging only for authorized and approved foods received, not allowing more food
than is authorized, and not issuing IOU’s, due bills, rain checks, cash or credit, or providing incentive
items to encourage participants to redeem benefits in your store.

5. [ Allowing the WIC participants to use their own funds for purchases in excess of the money limit on the
cash value benefit.

6. [ Use of the Vendor Stamp.

7. [ Procedures for receiving payment, including time frames and required documentation. (All food
instruments/cash value benefits must clear the contracted bank within 90 days.)

8. [] Procedures for revalidation of food instruments/cash value benefits.
9. [[] Requirement to attend training and responsibility for training store employees and their actions.

10. [[] Requirement to allow monitoring of store, to repay to the State agency any documented overcharges and
to refund to the State agency any payment previously made on improper or invalid food instruments/cash
value benefits.

11. [] Reporting of complaints regarding participants or other vendors.

12. [] Rightto request fair hearing for termination or denial of application. The expiration of the agreement or
disqualification based on a Food Stamp Program disqualification or the State Agency’s determination
regarding participant access is not subject to review.

13. [[] Sanctions issued by the WIC Program based on Food Stamp disqualifications and civil money penalties.

14. [] Violations of Program and applicable sanctions, including the federally mandated sanctions and
disqualification periods.

15. [] Agreement is null and void upon change of ownership.

VENDOR OR AUTHORIZED REPRESENTATIVE:

I HEREBY CERTIFY THAT THE ITEMS WHICH ARE CHECKED ABOVE WERE EXPLAINED
TO ME AND THE STAFF LISTED ABOVE AND THAT I UNDERSTAND EACH AND EVERY ITEM.

STORE REPRESENTATIVE’S SIGNATURE TITLE DATE




