Cashing WIC Food Instruments

When cashing the WIC food instrument, cashiers must be aware of the Program’s redemption procedures for
regular and Cash Value Food Instruments, handle each food instrument separately, and know what foods are
authorized. Cashiers must follow the correct procedures when redeeming the WIC food instruments:
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I. Identify the customer - Ask to see the WIC ID folder or Proxy Certification form. No other form of
identification is necessary .

2. Check the dates—Do not accept the food instrument before the first date to use or after the last date
to use.

3. Check to ensure that the food instrument has not been reported lost or stolen.
4. Write the date in the “Date of Use” box. Cashiers may correct the date one time only in the presence
of the WIC customer by:

o Drawing a single line through the incorrect date;
o Write the correct date above or below the incorrect date; and

e [|nitial the correction next to the correct date.

5. Verify that the selected items, quantities and units being purchased are specified on the food instrument.
Remember, all infant formula must be purchased.

6. Allow the WIC customer to take advantage of coupons, store specials and other promotional specials*.
Coupons are not allowed for infant formula.

7. Enter the amount in the “Actual $ Amount” box. Do not include sales tax and correct any mistakes by
following the procedures below:

e Draw a single line through the incorrect dollar amount;
e Write the corrected dollar amount in the “$ Correction Only” box; and
¢ Initial the correction in the “Cashier Initial” box

8. Witness the customer’s signature and verify that the signature on the food instrument matches one of
the signatures on the ID folder or proxy form. Allow the customer to re-sign the food instrument if the
signatures do not match or the food instrument is pre-signed.

9. Give the WIC customer a legible cash register receipt for their WIC purchases.

*Above 50% Vendors are excluded from accepting coupons, or offering promotional specials or any other
incentive item.
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Cashing WIC Cash Value Food Instruments

WIC customers can purchase fruits and vegetables using a Cash Value Food Instrument (CVFl). The CVFI can be used to
purchase a combination of fresh, frozen and/or canned fruits and/or vegetables. The customer may redeem one or more

CVFl in one transaction. Please do not write more than the maximum amount that is printed on the CVFI.
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Cashing One Cash Value Food Instrument

I.  Follow the same procedures for cashing a regular food
instrument (see previous page, steps |- 6).

2.  Wdeigh, scan and calculate the amount of fruits and
vegetables that are being purchased.

3. Enter the amount up to the maximum amount printed
on the food instrument in the “Actual $ Amount” box.

4. Witness and verify the WIC customer’s signature.
If the amount exceeds the maximum and the WIC customer

chooses to, they can pay the difference using another
method of payment (i.e. SNAP benefits, cash, etc.).

For Example: If the cost of the fruit and vegetables is $6.75,
the cashier will need to ask the WIC customer if they wish
to pay the difference of $.75. If the customer agrees, the
cashier will write in $6.00 in the “Actual $ Amount” box and
the customer will pay $.75 using another method of pay-
ment.

If the customer does not agree to pay the difference, the
cashier will need to remove enough fruits and vegetables
until the amount is at or below the maximum amount of the
CVFI.

Cashing More Than One Cash Value Food Instrument in One Transaction

When cashing more than one CVFI, the same rules above
apply, including the following: use the highest value CVFI
first, make sure each one is within the valid dates, then
tender and process each one separately.

For example:

The WIC customer hands you three CVFls, the first two
have a maximum amount of $5.00 and the third one has the
maximum amount of $6.00, total CVFl amount equals
$16.00 for all three.

The WIC customer purchases a total amount of $20.20 of
fruits and vegetables. The amount over is $4.20 ($20.20 —
$16.00).

The cashier will use the highest CVFI first ($6.00), write the
date, and $6.00 on it, witness the signature then tender the
first CVFI.

Next the cashier will use one of the $5.00 CVFIs, write the
date and the amount ($5.00) on it, witness the signature and
then tender it.

Before writing on the last $5.00 CVFI, ask the customer if
they wish to pay the difference $4.20.

If yes, write the date and $5.00
on the CVFI, witness the
signature, tender it, then collect
the remaining amount (in cash,
SNAP benefits, debit or credit).
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