THE WIC PRINTED VOUCHER

The WIC voucher is similar to a check. A vendor must accept all valid food instruments (vouchers, cash
value vouchers, cash value benefits and eWIC cards) with the exception of a pharmacy vendor, who may
only redeem food instruments for exempt and special infant formula, including medical foods. The vendor
shall not accept counterfeit or altered food instruments.

When vouchers are properly redeemed, the vendor will receive credit for the amount of the purchase by
depositing the voucher into the specific account number provided to Georgia WIC by the vendor for deposit
of all WIC food instruments at the vendor’s bank.

Food instruments are not transferable and cannot be sold. They must only be redeemed and deposited to
the account of the vendor that corresponds with the WIC vendor stamp and location listed on the Vendor
Agreement or Corporate Attachment Form. Vendors who commit fraud or abuse in the program are subject
to criminal prosecution. Those who have willfully misapplied, stolen or fraudulently obtained program funds
will be subject to a fine of not more than $25,000.00 or imprisonment for not more than five years, or both,
if the value of the funds is $100.00 or more. If the value is less than $100.00, the penalties are fines of not
more than $1,000.00 or imprisonment for not more than one (1) year, or both.

Printed Voucher Types and Descriptions

There are (5) five types of WIC printed vouchers: laser-printed, blank manual, standard manual, computer
generated and cash value vouchers. Descriptions and pictures of the printed vouchers are below.

Laser Printed Vouchers. The laser-printed voucher is printed at the clinic site at the time of the patrticipant,
parent’s, caretaker’s and/or proxy’s visit.
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Blank Manual/Handwritten Vouchers. All information on the printed voucher is either handwritten or typed. Redeem
only for the amount of food indicated. Only one (1) number should appear in each box. X’s are placed in all boxes
where there are no numbers. This helps to eliminate any possible unauthorized alterations on the printed voucher.
There are two (2) types of Blank Manual/Handwritten Vouchers, which are shown below.
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Blank Standard Manual Vouchers. Blank standard manual printed vouchers have the WIC approved foods preprinted
on the vouchers. The top portion of the voucher is completed (handwritten) by the clinic staff. These vouchers have
two (2) signature boxes.
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Emergency Computer Generated Vouchers. These printed vouchers are used in case of emergencies. All
information on the voucher is computer printed.
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Cash Value/Fruit and Vegetable Vouchers (CVV). A printed CVV is issued for fruits and vegetables.

e CVVs are used to purchase approved fresh, frozen, and canned fruits and vegetables.
e CVVs have a maximum amount listed.

e The WIC participant will be allowed to pay the difference when the cost of their produce exceeds
the price stated on the CVV. The amount over the CVV maximum is be subject to tax, when
applicable. The WIC participant is responsible for paying the difference plus the applicable sales

tax.

e The vendor may need to adjust its current procedures to allow for WIC clients to use payment
methods such as SNAP EBT cards, cash, credit cards, or debit cards to complete the CVV

transaction.

DO NOT CASH UNLESS THE FACE OF THIS DOCUMENT HAS A COLORED BACKGROUND AND A FOIL LOGO

fruit and vegetables.

No products with added sugar, seasonings,
fat, or oils. No creamed or candied vegetables.
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Processing WIC Printed Vouchers Including Cash Value Vouchers

The vendor’s bank should be informed that WIC vouchers are negotiable instruments that must be
processed through the Federal Reserve Bank. Georgia WIC will provide each vendor location a Program
issued stamp that is embossed with a unique WIC identification number. All vouchers accepted by the
vendor location must only be stamped with the Georgia WIC Program provided stamp in preparation for
a bank deposit. Only vouchers stamped with an authorized vendor stamp that is issued by Georgia WIC
will be paid. The stamp should be fully depressed onto the WIC voucher so that it is clearly recognizable
on the voucher.

REPRODUCTION OF THE VENDOR STAMP AND USE OF A STAMP NOT ISSUED BY THE
GEORGIA WIC PROGRAM IS STRICTLY PROHIBITED. Authorized vendors may not use any other
means of placing a vendor number on a voucher other than with the vendor stamp issued by the Georgia
WIC Program.

Vouchers stamped or imprinted with an unauthorized stamp, number, stamping device or process will not
be paid (see section entitled ‘Important Notes about the Vendor Stamp” for further instructions on the
vendor stamp). Payment on any printed voucher rejected by the WIC banking system is at the sole
discretion of Georgia WIC.

Vendors who submit vouchers for payment by stamping or imprinting the voucher (1t or subsequent
attempts) with a device or action other than with the Georgia WIC Program issued stamp are subject to
termination of the vendor agreement and may be subject to investigation for fraud as well as a claim for
restitution.

Lost, stolen or damaged stamps must be reported to Georgia WIC immediately. Return damaged stamps
to the Georgia WIC Office of Vendor Management.

Minimum Requirements for Payment

e Vouchers must be issued by Georgia WIC or its authorized local agencies, printed on official Georgia
WIC paper, and unaltered.

e Vouchers are accepted on the “First Day to Use” date through the “Last Day to Use” date.

An authorized WIC vendor stamp appears on the voucher, is legible, and the vouchers deposited to

the single account provided to Georgia WIC by the vendor.

Deposited within sixty days of the “First Day to Use” date.

The amount of purchase is entered in the “PAY EXACTLY SPACE” in ink.

When stamping, use black ink ONLY with your WIC vendor stamp. DO NOT use any other color of ink.

A signature is obtained from the participant, in black ink, provided by the vendor, at the time of purchase.

For cash value vouchers, the vendor must not issue change to a WIC customer for purchases that are

less than the total value of the cash value voucher.

e For cash value vouchers, the WIC customer may use his/ her own funds for purchase amounts in
excess of the monetary limit for his/her cash value voucher.
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WIC Customer Transactions at the Store

WIC food instruments may be presented at authorized vendor locations by WIC participants, parents,
caretakers, or proxies (WIC customer). WIC customers are required to take their WIC ID folder to each
visit to the store when transacting with printed vouchers. Vendors must request the WIC customer to
present the WIC ID folder at the time of the printed voucher transaction. WIC vendors shall not request
any other form of identification from WIC customers in order to transact a printed WIC voucher.

WIC foods must be separated from other food purchases prior to the WIC transaction. When
approved supplemental food is being purchased with a WIC voucher, the cashier must complete
each voucher separately and do the following:

Steps to Follow When Accepting WIC Food Instruments

1.

10.

Check the participant’s WIC ID card/folder when transacting with printed vouchers. The WIC
customer’s name must be listed on the ID card/folder. If the WIC customer does not present a WIC
ID card, then the printed vouchers cannot be redeemed.

For printed manual vouchers that contain two signature boxes, make sure that the “Sign here at
WIC office” signature box contains a signature.

Check the dates on the voucher. Vouchers cannot be used before the “First Day to Use” or after
the “Last Day to Use” dates.

Ring up the current shelf price of the food for each voucher. Make sure that the exact types and
amounts of approved WIC foods are being purchased.

Print in black ink the amount of the WIC purchase in the “Pay Exactly” space, on the printed voucher,
in the presence of the WIC customer. Complete this step for one printed voucher prior to moving
on to the next printed voucher.

When transacting with printed vouchers, obtain a signature from the WIC customer, which must
match the signature on the WIC ID card.

WIC customers must not be given credit or cash in exchange for WIC food instruments.
If the cashier makes a mistake entering the price on the printed voucher, the incorrect price should
be marked through, and the correct price written above the error. The cashier must initial the

correction as verification.

If the cash registers do not automatically imprint “WIC” on the receipt, cashiers must write “WIC”
vertically on all receipts for food purchased with WIC vouchers.

The cashier must provide the WIC customer with a receipt and keep a copy of the receipt for the
vendor’s records.
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Steps to Follow When Accepting Printed Cash Value Vouchers (CVV)

1.

10.

11.

12.

13.

14.

15.

Check the participant's WIC ID card/folder when transacting with printed vouchers. The WIC
customer’s name must be listed on the ID card/ folder. If the WIC customer does not present a WIC
ID card, then the cash value voucher cannot be redeemed.

For manual vouchers that contain two signature boxes, make sure that the “Sign here at WIC office”
signature box contains a signature.

Check the date on the face of the printed voucher. CVVs cannot be used before the “First Day to
Use” date or after the “Last day to Use” date.

Check the food items. They must be fruits and vegetables that cannot be purchased with the regular
printed WIC voucher.

Weigh the fruits or vegetables and/or ring up the current shelf price of the food for each item chosen.
Make sure that the exact types of approved WIC foods (fruits and vegetables) are being purchased.

CVVs will be issued in specified, maximum dollar amounts.
Ring up price of the purchase.

Write the price of the purchase in the “Pay Exactly” space in black ink in the presence of the WIC
Customer. Complete this step for one CVV before moving on to the next CVV.

Obtain a signature from the WIC customer, which must match the signature on the WIC ID card.

If the purchase amount is over the max price listed on the face of the CVV, the participant may pay
cash or check, credit or SNAP EBT for the amount over the max price on the CVV.

Include tax for the amount over the maximum on the face of the CVV, if applicable. This amount in
not a part of the WIC transaction. Give change for any amount over the face of the CVV. This is
not a part of the WIC transaction. Change is not permitted for purchases that are less than the max
price listed on the CVV.

WIC customers must not be given credit or cash in exchange for CVVs.

If the cashier makes a mistake entering the price on the CVV, the incorrect price should be marked
through, and the correct price written above the error. The cashier must initial the correction.

If the cash register does not automatically print “WIC” on the receipt, cashiers must write “WIC”
vertically on all receipts for WIC food purchases.

The cashier must provide the WIC customer with a receipt and keep a copy for the vendor’s
records.
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If the amount of the CVV is less than the maximum amount on the face of the CVV, do not give
change and do not charge sales tax. If the price of the purchase is over the amount on the face of
the CVV, charge the maximum amount of the purchase to the CVV. Your store will be
responsible for collecting any difference over the maximum amount of the CVV. Tax can be
charged for the amount over the maximum on the face of the food instrument. The WIC customer
can pay the amount over the maximum in cash, credit, debit, SNAP EBT, or check. Change can
be given for cash payment for any difference over the amount of the maximum for the CVV. That
amount is not a part of the WIC transaction.
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Important Notes about the WIC Customer for Cashiers and Store Managers

The WIC customer:

1.

2.

3.

10.

11.

12.

Must present a WIC ID card to redeem printed vouchers.
Must sign the printed vouchers, at the time of purchase, in black ink, provided by the vendor.

May not use a WIC food instrument to purchase items not listed (on the voucher or eWIC card
benefit balance).

Must never be required to pay cash for items purchased except for items purchased with the cash
value/ fruit and vegetable food instrument, in excess of the amount on the food instrument.

Must be allowed to purchase all foods listed on the food instrument or CVV, regardless of price.
Must be afforded the same courtesies given to other store customers.

Must be permitted to purchase eligible food items without making other purchases.

Must be charged the same shelf prices as other non-WIC customers.

Must not be charged sales tax, except on the purchase amount that is in excess of the amount on
the cash value/ fruit and vegetable voucher or cash value/ fruit and vegetable benefit, if applicable.

Must be reported to Georgia WIC immediately if they attempt to purchase foods that are not
approved or create other problems in the store.

Must not be required to purchase every item on the printed voucher.

Must not be contacted regarding restitution, payment or to obtain a missing signature.

More Important Notes.

1.

2.

WIC approved foods purchased with a WIC food instrument cannot be returned for a cash refund.
WIC food instruments from other states must not be accepted.

If a manager is called to approve a WIC food instrument transaction, it is imperative that the
customer is not identified as a WIC participant, parent, caretaker and/or proxy. Every effort must
be made to protect confidentiality and discussion of the transaction should be kept at a
conversational level.

Separate checkout lines for the WIC customer are prohibited. Signs such as “WIC food instruments
not allowed in this line” or “No Checks-No WIC” cannot be displayed. However, vendors who wish
to ensure that the WIC customer does not enter certain lines, such as express lines, may post “Cash
Only” signs in those lines.
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10.

11.

12.

13.

14.

15.

Every store must check the customer’s WIC identification card for the proper WIC ID number and
authorized signature(s) when transacting printed vouchers. WIC customers have been instructed
about the importance of carrying the WIC ID card to the grocery store when using WIC printed
vouchers. Printed vouchers cannot be redeemed without the WIC ID card which shows the name
of the person redeeming the vouchers.

Whenever vouchers are lost or stolen from a WIC health facility, Georgia WIC will notify area
vendors that a stop payment has been placed on the voucher. Vendors will be provided the voucher
numbers and informed not to accept the vouchers for redemption. These vouchers will not be paid.
Lost or stolen eWIC cards will be disabled.

The vendor must not provide refunds or permit exchanges for authorized supplemental foods
obtained with food instruments except for exchanges of the same brand and size of authorized
supplemental food items when the original authorized supplemental food item is defective, recalled,
spoiled, or has exceeded its “sell by” or “best if used by,” or other date limiting the sale or use of
the food item.

The WIC customer must be allowed to participate in in-store or manufacturer promotions that are
available to all other customers, and that includes WIC approved food items. This includes ‘buy one
get one or more free’ promotions.

The WIC authorized vendor, its paid or unpaid owners, officers, managers, agents and employees
shall not engage in any activity with the WIC participant, proxy, or caretaker that would create a
conflict of interest, as determined by Georgia WIC. Authorized WIC vendors are not permitted to
act as a proxy for a WIC participant.

The vendor is not permitted to provide transportation for the WIC customer to or from the vendor’s
premises.

The vendor is not permitted to deliver WIC approved foods to the WIC customer’s residence.

The vendor shall not take back items purchased by the participant, nor shall a vendor ask about
obtaining food items that the participant chooses not to buy with the WIC printed voucher.

The vendor must not provide unauthorized food or non-food items, cash, credit (including “rain
checks”) in exchange for food instruments.

Georgia WIC will review printed vouchers submitted for redemption to ensure compliance with price
limitations and to detect suspected vendor overcharges and other errors.

Georgia WIC may require reimbursement for the full price of the printed voucher that contains a

vendor overcharge or other error detected because of compliance investigations, printed voucher
reviews, or other reviews or investigations of a vendor’s operations.
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Voucher Payment Procedures

All authorized vendors are required to enroll in the Automated Clearing House (ACH) for payment of WIC
printed vouchers that exceed the maximum allowable price. At the time of authorization and re-
authorization, vendors are also required to provide a single account number to which the vendor will deposit
all WIC printed vouchers. If this account number changes, the vendor must notify Georgia WIC in writing
within two (2) business days. Upon authorization, the ACH Enroliment Form is sent with the Vendor Stamp.
The form must be completed and submitted immediately to the address indicated on the form.
Vendors will have five (5) business days from the date of receipt of the ACH Enrollment Form to enroll.
Failure to enroll within the allotted timeframe will result in termination of the vendor agreement.

Approved payments will be posted to the vendor’s bank account immediately. Vendors will be able to view
their ACH statements on-line at any time on the WIC Banking website at www.wicbanking.com by entering
their personal User ID and Password.

User ID and Passwords will be provided by Georgia WIC once the ACH enrollment form has been
completed and forwarded to the WIC data processing contractor indicated on the form. Users are urged
to change their password when entering the system for the first time. Assistance with changing passwords
may be obtained from Georgia WIC at 404-657-2900 or toll free at 1-866-814-5468.

For information regarding redemption of eWIC benefits by vendors, see the section entitled Payments to
WIC Vendors for eWIC Transactions on page 14.

Return Voucher Payment Procedures

e |f the purchase price on a printed voucher exceeds the maximum allowable price for the voucher, it
will be returned from the bank and stamped “Amount Exceeds Limit — Paid via ACH — Do Not
Resubmit’. The voucher will be paid at a rate equal to the average redeemed price for that
voucher code for the vendor’s peer group.

e Vouchers returned by the vendor’s bank stamped “invalid vendor stamp,” “unreadable vendor
stamp,” “missing vendor stamp,” or “encoding error” should be corrected and resubmitted for
payment through the vendor’s bank of deposit. When in doubt, contact the Vendor Relations Unit
for technical assistance when the voucher has been returned for “unreadable vendor stamp” or

“missing vendor stamp’. Once a submitted voucher has been rejected for any of the above reasons,

the vendor has 45 days to resubmit the voucher before it will be considered stale and

unredeemable.

¢ |If the redeposit is unsuccessful, or for vouchers returned by the vendor’'s bank for reasons other
than those listed above, send an email communication requesting technical assistance to the Office
of Vendor Management. Provide an explanation outlining why the vouchers were returned and
require a review for payment consideration. Do not send actual vouchers to the Georgia WIC
Program. They will be returned to the vendor.

” ” o«

e Vouchers returned by the vendor’'s bank stamped “stale date,” “post date”, “altered” or “signature

missing” will not be paid.

56


http://www.wicbanking.com/

Vendor Redemption and Pricing Assessments

Food Instrument redemption data on all vendors will be reviewed on a quarterly basis, at a minimum.

Any vendor with less than $2,000.00 in annual WIC redemptions (annual equals a 12-month period) or not
redeeming any WIC food instruments within a sixty (60) day timeframe will be terminated from the program
for a period of one (1) year.

WIC vendors are required to maintain competitiveness throughout the entire agreement period.

Non-competitive pricing for redemptions occurs when the amount paid per food instrument by Georgia
WIC to a vendor, per quarter, for all food instruments except cash value benefits, exempt infant formulas,
and medical foods exceeds the statewide average amount paid per food instrument redeemed within the
peer group by more than 50% on 10 or more items. If a vendor is found to be non-competitive during an
assessment, the vendor will receive written notice. If the vendor is identified as non-competitive for three
(3) additional assessments, the vendor agreement will be terminated for a period of twelve (12) months.

Vendors are required to submit and maintain prices that are at, or lower than, other vendors currently
participating in the program, within their designated peer group. Vendors must submit shelf pricing each
quarter, at a minimum. If a vendor’s prices are more than ten (10) percent higher than the maximum
prices of others in its Peer Group on more than three (3) items — the vendor will receive a written
notification that its pricing is not competitive. Vendors may be assessed at any time and those whose
prices remain non-competitive for three (3) additional assessments, the vendor agreement will be
terminated for a period of twelve (12) months.

Pharmacies and military commissaries are exempt from these redemption assessments.

Vendor Cost Containment

Printed vouchers that are deposited in the vendor’s bank, and that contain a dollar amount in the “pay
exactly box” that exceeds the statewide and/or peer group Maximum Allowable Reimbursement Level
(MARL) will be returned by the bank.

Georgia WIC will conduct an annual assessment of each current vendor, except pharmacies and military
commissaries, to determine if they derive more than fifty (50) percent of their food revenue from WIC food
instruments. Vendors will also be assessed at re-authorization. New vendors will be assessed within six
(6) months of authorization to determine if they derive more than fifty (50) percent of their food revenue
from WIC food instruments.

Georgia WIC uses vendor reported shelf prices to determine the Maximum Allowable Shelf Prices for food
items and the Maximum Allowable Reimbursable Limit for food instruments redeemed monthly. Food
instruments submitted by vendors in peer groups J through E are paid according to the MARL for their peer
group. The WIC vendor agrees to accept an adjustment in the dollar amount written in the ‘pay exactly’
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box of the WIC food instrument if the dollar amount exceeds the statewide average and/or peer group
MARL. Vendors who exceed the MARL will be paid based upon the average shelf price, which will be
based on the average shelf prices for all comparable stores in the same peer group and/or the statewide
average for a given time period.

All redeemed food items must have a corresponding and preceding shelf price submission for each
authorized store location. Shelf price data is used to establish a database of prices and will aid in alleviating
redemption issues for infrequently used food instruments. Vendors are encouraged to submit prices for
new items as well as price changes of existing items at any time.

All vendors, except pharmacies and military commissaries, will be assessed at application, within six (6)
months after authorization, and annually thereafter to determine whether they derive more than fifty (50)
percent of their SNAP eligible food sales from WIC redemptions. Georgia WIC will conduct an initial Food
Sales Assessment based on programmatic reports to determine whether a vendor is a Probable Above
Fifty Percent Vendor (A-50).

Upon notification of Probable A-50 Status, vendors may challenge the initial findings by requesting a
detailed Food Sales Assessment to demonstrate that their eligible food sales are less than their WIC sales.
A vendor must submit its request for a detailed Food Sales Assessment within fifteen (15) days of the date
of the Notice of Probable A-50 Status. A vendor will be determined to be an Above Fifty-Percent Vendor
if: (1) it fails to follow the procedures to request a detailed Food Sales Assessment, (2) it fails to provide
the documents or information required, (3) it fails to cooperate with the assessment process; or, (4) if the
detailed Food Sales Assessment confirms that a vendor is an Above-Fifty Percent vendor.

Applicants or vendors that are determined to be an A-50 vendor will be denied at authorization or terminated
from the program unless it is determined that denial of authorization for the vendor would result in
inadequate participant access. Vendors determined to be A-50 will receive notification, which contains
instructions on how to appeal the denial or termination under the Administrative Review procedures in
place. Vendors that remain on the program due to inadequate participant access will be moved to Peer
Group G.

Important Notes about the Vendor Stamp

Lost, stolen, or damaged stamps must be reported to Georgia WIC immediately.

Damaged stamps must be returned to Georgia WIC immediately.

The vendor stamp must be kept in a secure location at all times.

Vendors are NOT permitted to reproduce the vendor stamp. Vendors who redeem printed vouchers

stamped with a reproduced stamp or stamping device that was not issued by the Georgia WIC Program

may be subject to investigation for fraud and a claim for restitution.

¢ Vendors will be held responsible for the unauthorized use of the vendor stamp by their paid or unpaid
owners, officers, managers, agents, and employees.

o Ifthe inkpad dries out, it is the vendor’s responsibility to replenish the removable pad, using only water
based, black liquid ink.

e The vendor stamp is not transferable to another location or individual.

e Vouchers stamped with an unauthorized vendor stamp or stamping device will not be paid.
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CHANGES IN VENDOR INFORMATION

Any changes to the information provided on the vendor application must be communicated to Georgia WIC.
Georgia WIC requires the vendor to provide advance written notice of any changes in vendor information
including ownership, store location or cessation of operations. It is recommended that vendors use a
traceable method of delivery of such notices.

Changes in Store Location or Information

The vendor must provide Georgia WIC with at least twenty-one (21) days advance written notice of any
changes in store location or information provided on the most recent vendor application. Each store is
authorized based on the ownership and physical address that exists at the time of authorization, and
authorization is not transferable to another store location. Therefore, if a change in store location is ten
(10) miles or more from the original store location, the vendor must complete and submit an updated
application (non-corporate vendor) or corporate attachment form (corporate vendor) and sign a new vendor
agreement. If the change in store location is less than ten (10) miles from the original store location, the
vendor must only complete and submit an updated application or corporate attachment form.

If Georgia WIC discovers that a change in location has occurred before a notice is received, then the vendor
authorization number will be immediately terminated. All food instruments submitted for payment will be
returned unpaid and Georgia WIC will establish a claim for reimbursement of redemptions.

The vendor must also provide Georgia WIC with written notice of any other change in business or contact
information listed on the vendor application, including store name, hours of operation, telephone number
and e-mail address(es).

Changes in Store Operation and Sales Information

The vendor must provide Georgia WIC with written notice of any changes made to the “Operation and
Sales” section of the vendor authorization application and “Operations, Sales, and Banking Information”
section of the Corporate Attachment Form. Specifically, any change pertaining to the types of non-taxable
food and non-food items sold by a vendor that are not SNAP or WIC eligible.

Cessation of Operation

The vendor must provide Georgia WIC with at least twenty-one (21) days advance written notice of any
changes to the operation or cessation of its business or cessation of business and the effective date.
Georgia WIC will acknowledge the receipt of this information.

WIC-authorized vendors must provide Georgia WIC with at least twenty-one (21) days advanced written
notice of any plan to cease operations, whether temporarily (e.g., remodeling) or permanently (e.g., store
closure). An agreed upon cessation date for accepting and processing WIC food instruments will be
established and adhered to. All WIC operations will be suspended during the time that a store is closed.
The store location is unable to redeem WIC Food Instruments. In order to determine store readiness, an
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