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What’s Covered in Vendor Training? 

• The Purpose of WIC 

• Vendor Authorization 

• Authorized Foods 

• Minimum Stock and Variety Requirements 

• Infant Formula Purchase Requirements 

• Redemption Procedures 
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What’s Covered in Vendor Training? 

• Sanction System 

• Complaint Process 

• Claims Procedures 

• Incentive Items Policies 

• Changes since the last training 



Health and Wellness for all Arizonans 

The Purpose of WIC 

• Covered by a DVD that explains the : 

– WIC Program History 

– Purpose of the Program 

– Participant eligibility requirements  

– Four (4) major Components of WIC 

• Nutrition Education and Goals 

• Breastfeeding Education and Promotion 

• Supplemental Foods 

• Referrals 



Health and Wellness for all Arizonans 

WIC Programs in Arizona 

• Arizona WIC Program 

• Inter Tribal Council of 
Arizona (ITCA) WIC 
Program 

• Navajo Nation WIC 
Program 
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WIC Vendor’s Role 

• The Vendor is important in 
the health care community 

• WIC food instruments 
contain a food prescription 

• Vendor fills the prescription 
as prescribed  

Like the pharmacist dispensing medicines, the… 
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WIC Vendor’s Role 

• The Vendor is vital to 
the success of the WIC 
Program 
 

• The Vendor is the final 
step in the process 
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Federal Regulation Requirements 

– Annual Training via Training Alert 

• All current Vendors 

– Mandatory Contract Training 

• Vendor’s whose contracts expire at the end of 

the current fiscal year (September 30) 

– Preauthorization Training 

• New Vendor Applicants 
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Vendor Contract Requirements 

• Must be a written 

Vendor contract 

 

• Signed by a person 

who has legal 

authority 
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Vendor Contract 

• Explains the rights and 

responsibilities  

• Provides retail outlets 

for WIC participants 

• The contract does not 

constitute a license or 

property interest 
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Vendor Contract - Term 

• Three (3) Federal Fiscal Years or a 
portion thereof 

• Three (3) separate contract cycles 

– Two(2) major chain stores (1/3) 

– Major chain/super center type stores (1/3) 

– Independent and small chain stores (1/3) 
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Vendor Selection Criteria 

• Outlined in Section 13 of the Vendor 
Manual 

• All criteria MUST be met 

• Failure to meet all criteria will result in the 
denial of the contract. 
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Vendor Selection Criteria 

Federally Mandated Requirements: 

 

• Minimum WIC stock and variety  

– Applicants must meet and maintain minimum 
stock and variety requirements. 
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Vendor Selection Criteria 

Federally Mandated Requirements: 

• Infant Formula Purchases 

– All infant formula must be purchased only 
from a supplier that is listed the Arizona WIC 
Program Infant Formula Suppliers list 
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Vendor Selection Criteria   
 Supplier Problems 

• Infant Formula Supplier Problems 
 

– If the Vendor’s normal supplier is unable to 
meet their order request… 

– It is the Vendor’s responsibility to select 
another supplier from the Arizona WIC 
Program’s Infant Formula Suppliers list. 
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Vendor Selection Criteria 

Federally Mandated Requirements 

• Competitive prices for WIC foods 

– Must have competitive prices for all WIC food 
items 
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Vendor Selection Criteria 

Federally Mandated Requirements 

• Training Attendance 

– New Owner or Corporate Representative 
(Owner, Officer or Member) must attend 
mandatory training; and 

– One management representative (or their 
designee) from each store location must attend 
mandatory training. 
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Vendor Selection Criteria 

Federally Mandated Requirements 

• Supplemental Nutrition Assistance Program 
(SNAP) compliance 

– Must be in compliance with SNAP 

• Business Integrity 

– Owners, officers and managers must maintain 
a standard of business honesty and maintain a 
reputation of good business practices 
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Vendor Selection Criteria 

• Service Mark Compliance 

Federally Mandated Requirements 

 

WIC ACRONYM AND LOGOS 
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WIC Acronym and Logo 

• Registered service marks that are owned by 
the United States Department of Agriculture 
and are subject to penalties. 

• Under no circumstances should Vendors 
include the WIC logo or acronym in whole or 
in part or any close proximities, as part of their 
official name, in banners, advertising, signs, 
etc., nor should the WIC acronym or logo be 
attached to individual food items. 
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WIC Shelf Markers 

• The WIC Program will provide Vendors with 
shelf markers that can be used to identify 
WIC approved foods. 
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WIC Shelf Markers 

• Authorized WIC Vendors 
have three options for the 
shelf markers: 

– Department Issued 

– Department Approved 
Printable Markers  

– Department Approved 
Graphic (to make and 
produce own shelf markers) 
MUST BE APPROVED BEFORE 
IMPLEMENTED IN STORE 
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WIC Decal 

• Identifies the store 
as an authorized 
WIC Vendor 

• Must be posted 

• Available in English 
and Spanish 
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WIC Identifiers 

• The WIC decal and the 
approved shelf markers 
are the only authorized 
WIC identifiers that can 
be used by Vendors. 

• The WIC Program will 
provide these identifiers 
to the Vendor. 
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Vendor Selection Criteria 

• Current SNAP authorization 

– Must have a valid authorization and be in 
compliance with SNAP 

• Accessibility to WIC Participants 

– Open for business for a minimum of 10 hours a 
day, six days a week 

– Be in a location near a WIC clinic or near 
participants’ residences 
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Vendor Selection Criteria 

• Business Operations 

– Viable Business: 

• A business that has been open for at least one (1) 
year prior to the submission of the Vendor 
application and WIC Price Stock Survey.  

• Applicant must be able to provide the Department 
with one (1) year of business bank statements and 
records. 
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Full Line Grocery Store 

• Must carry at a minimum: 

 
Food Category Varieties and Units Required 

Cereal Five (5) or more varieties of cereal with five (5) or more units of each variety 

Bread – Tortillas Four (4) or more varieties of bread/tortillas with five (5) or more units of each variety 

Fresh Dairy Products Five (5) or more varieties of fresh dairy products with five (5) or more units of each variety 

Fresh Fruit Seven (7) or more varieties of fresh fruit with five (5) or more units of each variety 

Fresh Vegetables Seven (7) or more varieties fresh vegetables with five (5) or more units of each variety 

Fresh Meat Four (4) or more varieties fresh meat with five (5) or more units of each variety 
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Full Line Grocery Store 

• Variety  

– An assortment of different types of food items 
for each category of cereal, bread/tortillas, 
fresh dairy products, fresh fruit, fresh 
vegetables, and fresh meats/poultry/fish  

• For example: fresh dairy products may consist of 
milk, cheese, yogurt, sour cream, cottage cheese, 
etc., and fresh meats may consist of ground beef, 
chicken breasts, turkey, pork chops, steaks, etc. 
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Full Line Grocery Store 

• Unit  
 

–  A single item in a broader category of food 
items  

• For example one (1) apple, one (1) container of milk, 
one (1) loaf of bread, etc. 
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Vendor Selection Criteria 

• Type of Store 

– Must have 45% or more in gross sales from 
groceries 

• Additional documentation may be requested 

• Sanitation Compliance 

– Must have a current Retail Establishment 
Permit to Operate or Health Permit posted in 
their store 
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Vendor Selection Criteria 

• Volume of WIC business (Current Vendors) 

– Must have an average of 90 or more food 
instruments redeemed for the quarter of 
February, March and April 

• History of Compliance 

– No disqualification from SNAP or any WIC 
Program 
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Above-50-Percent Vendors 

• The Arizona WIC Program will not authorize 
a new for-profit applicant that is expected 
to receive more that 50 percent of its 
annual food sales revenue from WIC food 
instruments, unless that applicant is 
necessary to ensure participant access to 
program benefits. 
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Above-50-Percent Vendors 

• Within six months, an assessment will be 
completed for all new Vendors to make sure 
that the status initially assigned is appropriate. 

• Upon completion of the assessment, if the 
Vendor’s food sales from WIC food 
instruments exceed 50 percent of their total 
food sales, the Vendor contract will be 
terminated unless the outlet is necessary to 
ensure participant access. 
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Above-50-Percent Vendors 
Annual Assessment 

• Annually, an assessment will be completed for 
all current Vendors to make sure that the 
status initially assigned is still valid. 

• Upon completion, if the Vendor’s food sales 
from WIC food instruments exceed 50 percent 
of their total food sales, the Vendor’s status 
will be changed to the Above-50-Percent 
Vendor status. 
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Incentive Item Prohibition 

• Above-50-Percent Vendors or Vendor Applicants 
who are likely to receive more than 50 percent of 
their annual food sales from WIC food 
instruments shall not provide incentive items to 
WIC program participants. 

• All regular Vendors are prohibited from offering 
incentive items solely to WIC customers in an 
effort to encourage participants to redeem their 
WIC food instruments at their stores. 
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Incentive Item Prohibition 

• Above-50-Percent Vendors cannot provide any 
incentive items to WIC customers. 

• Regular Vendors can provide incentive items to 
WIC customers, as long as the same incentive 
items are being provided to all customers. 
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Incentive Item Prohibition 

• Incentive items or other free merchandise 
are defined as:  Free or reduced price food 
or other items, cash, lottery tickets, buy 
one get one free, buy one get one at a 
reduced price, free amounts added to an 
item by a manufacturer, manufacturer 
coupons, store loyalty cards, sales and 
specials for WIC food items.  
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Incentive Item Prohibition 

• Free or reduced price services, except for 
the minimal customary courtesies of the 
retail food trade, such as bagging WIC foods 
for the participant and assisting the 
participant with loading WIC foods into his 
or her vehicle. 
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WIC Approved Foods 

• Are carefully selected; 

• Meet nutritional 
requirements to provide 
vitamins, minerals and 
protein; 

• No substitutions for WIC 
foods are allowed. 
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Food Item Declarations 

• Vendors must declare their store or house 
brand for the following items: 

– Refrigerated cow’s milk (whole, 2% reduced-
fat, 1% low-fat, and fat-free) 

– Cheese (Cheddar, Monterey Jack, Colby, Colby-
Monterey Jack, and Mozzarella) 

– Eggs (Medium and Large) 
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Food Item Declarations 

• Store Brands are defined as:  

– A product that is manufactured and packaged 
for a particular store or retail chain. 

• House Brands are defined as:  

– A proprietary brand of merchandise sold by 
one retailer (i.e., IGA, Springfield, Shurfine, 
Western Family, Hy-Top, Market Pantry, etc.). 
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Food Item Declarations 

• If a Vendor does not have a store or house 
brand to meet the requirement, the Vendor 
must: 

– Select a brand that they will declare as the 
primary brand for WIC purposes. 

– The selected brand may be a national brand and 
will be the only brand sold to WIC customers. 
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Food Item Declarations 

• If, for reasons beyond the Vendor’s control, 
the declared store or house brand item of 
milk, cheese or eggs is not available, the 
Vendor agrees to sell any replacement item 
of milk, cheese or eggs to the WIC customer 
for the same price as the declared store or 
house brand. 
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Food Item Declarations 

• Vendors must display and maintain the 
official declaration signage provided by the 
Department in their milk, cheese and egg 
cases. 
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Minimum Stock Requirements 

• All authorized WIC Vendors MUST meet 

minimum stock requirements at all 

times 
 

• Failure to do so may result in the 

termination of your Vendor contract 
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Minimum Stock Requirements 

Are enough to serve: 

• 8 woman/child food packages 

• 4 infant packages 

• Similac Advance 

• 2 infant packages 

• Gerber Good Start Soy 



Health and Wellness for all Arizonans 

Minimum Stock Requirements 
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Minimum Stock Requirements 



Health and Wellness for all Arizonans 

Minimum Stock Requirements 
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Minimum Stock Requirements 
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Minimum Stock Requirements 
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Minimum Stock Requirements 
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Minimum Stock Requirements 



Health and Wellness for all Arizonans 

Minimum Stock Requirements 
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Infant Formula  

• When redeeming infant formula food 
instruments, remember to: 

– Read the prescription carefully 

– Ensure that the items being purchased are 
specified on the food instrument (sizes, type, and 
amount) 

– Ensure that all formula listed on the food 
instrument is purchased 
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Infant Formula Issue 

Similac NeoSure/Similac Expert Care NeoSure Cost/Unit 
 
32 ounce (1 quart)  Ready To Use             $  8.28 
13.1 ounce Powder    $17.98 
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Infant Formula - CONCERN 

FI Rejected for – Over the Maximum - ACH Payment was applied 
 
Actual Cost was:  $82.80 ($8.28 x 10)  
Vendor was paid: $89.00   
Overpayment of: $ 6.20 
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Infant Formula - CONCERN 

1. Child’s health was put at risk 
2. WIC participant received extra formula 
3. Vendor was overpaid for this FI 
4. Vendor was charged a bank fee 
5. WIC was charged a bank fee 
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WIC Food Instruments 

• Food Prescription 

• Vendor fills the prescription as written 

on the food instrument 

• Deposit into Vendor’s authorized bank 

account 

• Automated food instruments  

 - Computer-generated 
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Description of Food Instruments 

• Participant Name 

and ID 
• Serial Number 

• Prescription Box 
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Description of Food Instruments 

First Date to Use 

Date of Use 

 
Last Date to Use 
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Description of Food Instruments 

Dollar Correction box Dollar Amount Box 
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Description of Food Instruments 

• Signature at Store • Pay to the Order of 
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Cash Value Food Instruments 

• Used to purchase fruits and/or vegetables 

(fresh, frozen and/or canned) 
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Cash Value Food Instruments 

• Redeemable at authorized WIC Vendors or 
authorized Farmers’ Markets. 

• Maximum dollar amount printed in the 
description box. 
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WIC Identification 

• Issued to all participants and is used: 

– For identification at the clinic and grocery 

store 

– To finalize the transaction in the store 
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WIC Identification 

Authorized 

Representative 

Signatures 
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WIC Identification 

• May have one or two signatures 

• Initials are not acceptable signatures 

• One of the signatures must match the 

signature on the food instrument 

Note:  Cashiers do not need to verify 

names or participant ID numbers 
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Second Authorized Representative 

• When the second 
Authorized 
Representative cannot 
be at the certification, 
the second signature line 
on the ID Folder will be 
voided. 
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Second Authorized Representative 

• At a later date, the 
second Authorized 
Representative can come 
to the WIC office to sign 
the ID Folder. 
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Second Authorized Representative 

• Official WIC sticker will cover the 
voided second signature line 

• Sticker will have: 

– The second Authorized 
Representative’s signature 

– The clinic staff’s initials 

– The date the second signature was 
added 
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Proxy Certification 

• Must have permission from the Authorized 

Representative 

• Local WIC office will provide the person with 

a Proxy Certification Form  
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Proxy Certification 
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Proxy Certification 

• The Proxy will be able to: 

− Do the shopping 

         OR 

− Give the food instruments back to the participant 

NOTE:  The ID Folder and Proxy Certification 

 Form may not be used at the same time 
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Arizona State-Issued Driver’s 
License or Identification (ID) Card  

• Can be used if the WIC customer does not 

have their ID Folder or Proxy Form with 

them. 

• The Driver’s License/ID card must be issued 

from the State of Arizona and have a 

signature. 



Health and Wellness for all Arizonans 

Arizona State Issued Driver’s 
License or Identification (ID) Card  

• The State-Issued Driver’s License or ID card 

is NOT required to redeem WIC food 

instruments. 

• Vendors cannot require WIC customers with a 

valid WIC ID Folder or Proxy Form to produce 

additional ID or other documentation. 
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WIC Identification 

• MUST be presented to the cashier at the 

time of the WIC transaction  

• The signature on the food instrument must 

match one of the signatures on the ID 

Folder, Proxy Form or Arizona State-Issued 

Driver’s License/ID Card 

• No additional identification is necessary 
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Redeeming WIC Food Instruments 
• Vendor’s Responsibility 

• To know which WIC food instruments                you 

they are authorized to accept 

• Give WIC customers the same courtesies              

as non-WIC customers 

• To treat ALL customers the same 

• Allow the WIC customer to use any checkout lane 

(except for cash only or self checkout lanes)  
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Redeeming WIC Food Instruments 

• Keep WIC purchases 

separate   
 

• Cashiers may assist 

with separating the 

items 
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Redeeming WIC Food Instruments 

• Cashiers must be familiar with the…  

− Food instrument redemption procedures 

− Arizona WIC Programs Food List 
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Types of Coupons Allowed* 

• Cents off – double, triple, quadruple 

• Buy one, get one free – first item purchased is 
a WIC item, free item can be any item 

• Manufacturers’ promotions – free additional 
ounces – free ounces do not count against 
maximums on food instrument 

• Store discount cards – can be used on any 
item  * Excludes Above-50-Percent Vendors 
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Redemption Procedures 

• If signatures do not match 

− WIC customer can re-sign their 

food instrument 
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Redemption Procedures 

 Two occasions when the signature 
can be re-signed: 

1.  If the signatures on the food 
instrument and WIC identification do 
not match 

     or 

2.  If the cashier is presented with a food 
instrument that already has a signature 

Correcting the signature 
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During the WIC Transaction 

To correct the signature 

Inside  the box 

To the left 

of the box. 
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“X” Signature Process 

• At the clinic: 

– The participant, Authorized Representative or Proxy will 

place an “X” on the ID Folder (or Proxy Certification 

Form) signature line.  

– The WIC staff will verify the person’s mark by writing: 
 

For (person’s name) by (employee’s signature) 
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“X” Signature Process 

Authorized 

Representative’s 

“X” 

Clinic employee’s 

signature 
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“X” Signature Process 

• At the store: 
 

– The participant, Authorized Representative or Proxy 
will place an “X”  in the food instrument signature 
box.   
 

– The cashier will verify the individual’s mark by 
writing: 

 

For (person’s name) by (cashier’s signature)  
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“X” Signature Example 

Authorized 

Representative’s 

“X” 

Cashier’s 

signature 

 NOTE:  If this procedure is not followed, the food 
instrument will not be paid. 
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Exchange of WIC Foods 

• No exchanges of foods purchased with a WIC food 
instrument for unauthorized food, non-WIC type 
foods or other items 

 

• Exception:  Exchanges of an identical authorized 
supplemental food item when the original 
authorized supplemental food item is defective, 
spoiled, or has exceeded its “sell by,” “best if used 
by” or other date limiting the sale or use of the 
food item. 
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Recalled Food Items 

• Vendors are permitted to exchange the 
defective (recalled) food item for an identical 
food item.  If the Vendor has removed all the 
identical food items from the shelves, the 
Vendor can exchange the recalled food item 
for another authorized food of the same type 
from the food list. 

• For example:  peanut butter for peanut butter, 
juice for juice, etc. 
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Participant Problems 

• Properly redeem the WIC food instrument. 
 

• Treat WIC staff and Vendors courteously. 

Participant’s responsibilities 
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Participant Problems 

Participant problems can be reported by: 

 

Phone:  1 (866) 229-6561 

 

Email: azwiccomplaints@azdhs.gov 
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Payment Process 

• Clearly stamping Vendor ID number 
on the food instruments.  

• Make sure to use the correct 
Vendor stamp for the appropriate 
WIC Program. 

Validate the food instruments by: 
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Payment Process 

Validate the food instrument: 

 
• Arizona WIC food instruments must be 

deposited in the bank within 60 calendar days 
of the ‘First Date to Use.’ 
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Payment Process 

• Regular Vendors: are paid an approved 

maximum for the food instrument type 

based on the Vendor’s peer group 

• Above-50-Percent Vendors: are paid the 

statewide average of all authorized Regular 

Vendors for the food instrument type 
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Why Food Instruments are 
Rejected for Payment 

• Food instruments that reject for: 

– Missing Vendor ID Stamp - can be  

stamped and re-deposited into the 

bank one time only 

– Unreadable Vendor Stamp – may be 

re-stamped (on the back) and 

submitted for second level review 
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Why Food Instruments are  
Rejected for Payment 

• Food instruments that reject for: 

– Altered 
– Over the Maximum 
– Stale dated (deposited over 60 

days from “First Date of Use”) 
– Cashed Early or Late 
– Missing the Signature 

•   Will not be paid 
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Why Food Instruments are 
Rejected for Payment 

• Food instruments that reject for: 

– Unreasonable $ Amount 

• Will be paid through the ACH Process for 
the maximum amount allowed for the 
food instrument type 



Health and Wellness for all Arizonans 

How Does the ACH Process Work? 

• Food instrument rejects 

• Maximum amount is deposited in 
ACH account  

• Transferred to Vendor account 
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How Does the ACH Process Work? 

• Banking contractor will send a bank 
statement that includes: 

– Food instrument serial number and 
type 

– Redeemed amount requested and the 
maximum amount paid 
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Rejected Food Instruments 

• Cost to the Vendor 

– The Vendor is charged 
a returned check fee 

• Cost to the Program 

– WIC is charged a 
banking fee 
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Second Level Review 
• Second chance for payment on a food instrument 

that rejected from the bank.  A second level 
review must be requested in writing and: 

– Must contain the original food instrument or bank 

photocopy and  

– Be submitted within 90 calendar days from “First Date 

to Use” 

• If authorized to pay, a replacement food 
instrument will be issued  
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Assessment of Claims 

• When monitoring activities are conducted and an 
overcharge violation is found, the Arizona WIC 
Program may establish a claim in the amount of 
the full purchase price of each food instrument 
that contained the overcharge or other errors.  

• The Vendor must pay any claim that is assessed 
by the Arizona Department of Health Services.  
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Assessment of Claims 

• In collecting a claim, the WIC Program may offset 
the claim against current and subsequent 
amounts to be paid to the Vendor.   

• The Vendor may also be sanctioned for 
overcharges or other errors in accordance with 
the WIC Program’s sanction schedule. 
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Reporting Changes 

• All changes to the Vendor’s business MUST be 
reported to the Arizona WIC Program not less than 
30 calendar days prior to the change.  

• Changes in: 

– Ownership 

– Hours of business 

Must be made in writing 
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Reporting Changes 
• Changes to: 

– Bank accounts 

– Store name  

– Adding new outlets 

– Store information (i.e., phone numbers, mailing address, 
store contact) 

• Can be made via the Vendor website: 
http://vendor.azwic.gov 
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Vendor Monitoring 

• The Arizona WIC Program monitors 
authorized Vendors 

– To ensure that Vendors understand program 
rules, regulations, policies and procedures 

NOTE:  Violations found during monitoring 
activities are subject to sanctions. 
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Vendor Monitoring Activities 
(include, but are not limited to) 

• Vendor Site Reviews 

• Rejected Food Instrument Report Review 

• Compliance Investigations 
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Vendor Monitoring Activities 
(include, but are not limited to) 

• Inventory Audits 

• WIC participant/Authorized Representative and 
clinic complaints  

• Criminal/civil background checks   



Health and Wellness for all Arizonans 

Vendor Site Review 

• Minimum stock and 
variety requirements 

• Prices 

• Expiration of food items 

• Food instruments 

• Sanitation 

• Participant complaints 
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Rejected Food Instrument Report 

• Problems found are 
addressed with individual 
Vendors 
 

• Subject to sanctions 
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Compliance Investigations 

Missy’s 
Market 

• Covert 
(undercover) visit 
to the store 
 

• Verify redemption 
procedures 

 

• Check for 
unauthorized food 
sales 

• Overcharging for 
WIC foods 

• Treatment of WIC 
customers 
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Inventory Audits 

• Compare the Vendor’s 
invoices against the WIC 
redemptions. 
 

• Problems found may result in 
assessment of claims and 
disqualification from 
program. 
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Participant Complaints 

WIC participants can report complaints by: 
 

Phone:  1 (866) 229-6561 

 

Email: azwiccomplaints@azdhs.gov  
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Consequences 
Violations may result in the following: 

• Written Warnings (Unless the Department, in its 

sole discretion, determines that a warning letter would 
compromise an investigation) 

• Administrative Fines 

• Termination of Vendor Contract 

• Disqualification from Program 

• Civil Money Penalty 
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Sanction Policy 

• Department Sanctions  

– Remain on Vendor’s record for 24 
months from the date of the violation 
and may be used when determining 
how many incidents of that violation 
have occurred. 
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Mandatory Sanctions 
Federal Regulations 

•  Mandatory Sanctions 
 

– One-year disqualification up to a 
permanent disqualification 
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Sanction Policy 

• Disqualification from the Supplemental Nutrition 

Assistant Program (SNAP) results in a 

disqualification from the WIC Program 

– No written warning will be sent. 

– Automatic disqualification from the WIC Program, 

not subject to appeal under the WIC Program. 

– Same length of time 

– May start at a later date  
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Sanction Policy 

• A disqualification from one WIC Program 
may result in disqualification from other 
WIC Programs. 

• In cases where inadequate participant   
access occurs, a civil money penalty will 
be imposed. 
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Appeal Rights & Hearings 

• Vendor has a right to appeal any 
adverse action that the Program takes 
against their store. 

• Request a Fair Hearing in writing which 
may include a request for an informal 
settlement conference. 
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• Mandatory Vendor Training Annually 
 June: Register in May (notice in Monday 

email in May) 

• Authorization Training Monthly 
 As needed (call to register) 
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QUESTIONS? 


