GEORGIA WIC 2015 PROCEDURES MANUAL
VENDOR MANAGEMENT
WIC Procedures Manual; Summary of Major Changes:
1) Updated the Training Checklists to include 2 separate checklists for Annual Vendor Training – Pharmacies and Regular Vendors. The Authorization training checklists for corporate and non-corporate vendors were combined into 1 document. The authorization training checklists for  regular vendors and pharmacies were revised to include the following: a statement citing vendor adherence to the selection criteria, the phrase for transacting and redeeming Georgia WIC food instruments was strengthened, references to the vendor complaint process and the claims procedures were added, the use of incentive items was added.  The right to challenge a probable above 50% determination was added to the authorization checklist for regular vendors only.  As a result of these revisions to the checklists, the attachment names and numbers as well as references to them in the procedures manual was updated.                                               
                                                                                                           (VM-130, VM-131, VM-132, VM-147)
2) The full list of criteria that outlines how vendors are selected for routine monitoring visits was updated to reflect the current procedure.                                                                       (VM-7 & VM-8)
3) Staff training for vendor management was revised to include vendor assessments and the vendor claims process.                                                                                                                       (VM-9)
4) The Competitive Prices Selection Criteria for Vendor Authorization was revised to separate the assessment of applicants versus authorized vendors in Attachment VM-2 Selection Criteria for Vendor Authorization.                                                                                                                      (VM-29)
5) The Vendor Handbook (Attachment VM – 3) was updated in the following areas:
· Competitive Prices Selection Criteria was revised (See #4 above)                             (VM-43)
· Vendor Redemption and Pricing Assessment section was revised to include
the competitive pricing assessment referenced in the selection criteria.                (VM-68)
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	VI. VENDOR TRAINING
	

	Vendors who have received authorization and annual training must sign corresponding forms as documentation of their training (See Attachment VM-3, Georgia WIC Program Vendor Handbook, Vendor Training Section; see also Attachment VM-6, Vendor Authorization Training Checklist; Attachment VM-7, Vendor Annual Training Checklist; Attachment VM-8, Pharmacy Vendor Authorization Training Checklist; and Attachment VM-14, Pharmacy Vendor Annual Training Checklist). Corporate vendors must ensure that each store listed in the current Vendor Agreement receives annual training by the deadline specified. Failure to do so will result in termination of the Vendor Agreement. Failure to provide documentation that each store participated in annual training will result in termination of the store(s).
	VM-4

	X. ROUTINE MONITORING
	

	Vendors statewide (except commissaries and pharmacies) are selected for routine monitoring visits based on: 1) complaints/incidents regarding a specific vendor; 2) vendor has not been monitored in the past 24 months; 3) vendors who are suspected of being potential above 50 percent vendors; 4) requests from investigators as a result of their findings during a covert visit; 5) if the Georgia WIC Program has reason to believe that the vendor is participating in fraudulent activity at any time during the vendor agreement period; 6) high redeeming compared to other vendors in the same Peer Group; 7) vendors flagged as high risk by SNAP; 8) non-chain vendors; 9) new vendors within 2 (two) months of authorization; and 10) follow up to applicant pre-approval.
	VM-7, VM-8

	XV. STAFF TRAINING ON VENDOR MANAGEMENT
	

	New employees receive orientation and on the job training on the following Vendor Management topics:

9. High Risk vendor identification 
10. Vendor assessments and claims
11. GWIS (Georgia WIC Program Information System) and other internal
vendor databases such as VIPS and STARS.
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	ATTACHMENT VM-2 SELECTION CRITERIA FOR VENDOR AUTHORIZATION
	

	Selection Criteria and Continuing Compliance with Selection Criteria

4. Competitive Prices. All applicants and vendors are required to submit and maintain prices that are at, or lower than, other vendors currently participating in the program. 

Applicant – The prices, for the products listed on the application, will be reviewed and compared against the maximum prices allowed in the proposed Peer Group for vendors currently participating in the program. If a prospective vendor’s prices are more than ten (10) percent higher than the maximum prices of actual vendors in the applicant’s proposed Peer Group on more than three (3) items – the applicant will be notified that its pricing is not competitive and the applicant may receive technical assistance. Applicants will be given one (1) additional opportunity to re-submit prices after the initial notification. Upon the second submission, those applicants failing to submit prices that are lower than the allowable maximums will be denied authorization. 

Authorized vendor – 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. WIC vendors are required to maintain competitiveness during the entire agreement period. 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.


	VM-28,
VM-29

	6. Length of Time as a SNAP Retailer and Previous Grocery Industry Experience. 
All applicants, except pharmacies and military commissaries, must demonstrate a minimum of twelve (12) months experience as a retail grocer. All applicants must also have a minimum of twelve (12) consecutive months of retail sales history as a vendor under the SNAP Program. Experience can be shown by documentation, such as a SNAP vendor permit, Federal/State tax records, or other documentation as the program may request. For those applicants who do not have the required history under the SNAP program, Georgia WIC may consider a waiver upon a written request showing the required SNAP history at another location under common ownership.
	VM-30

	9. Minimum Inventory of WIC-Approved Foods. Each vendor is required to stock and maintain daily the minimum inventory of approved WIC foods as well as a substantial amount of non-WIC foods. The inventory must be in the store or the store’s stockroom. All WIC minimum inventories must be within the expiration dates during the application process, including the pre-authorization visit.
	VM-31

	ATTACHMENT VM-3 GEORGIA WIC PROGRAM VENDOR HANDBOOK
	

	GEORGIA WIC PROGRAM
VENDOR HANDBOOK
Effective October 1, 2014
GEORGIA
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	VENDOR AUTHORIZATION AND PARTICIPATION
	

	4.    Competitive Prices. All applicants and vendors are required to submit and maintain prices that are at, or lower than, other vendors currently participating in the program. 

Applicant – The prices, for the products listed on the application, will be reviewed and compared against the maximum prices allowed in the proposed Peer Group for vendors currently participating in the program. If a prospective vendor’s prices are more than ten (10) percent higher than the maximum prices of actual vendors in the applicant’s proposed Peer Group on more than three (3) items – the applicant will be notified that its pricing is not competitive and the applicant may receive technical assistance. Applicants will be given one (1) additional opportunity to re-submit prices after the initial notification. Upon the second submission, those applicants failing to submit prices that are lower than the allowable maximums will be denied authorization. 

Authorized vendor – 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. WIC vendors are required to maintain competitiveness during the entire agreement period. 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.
	VM-43

	6. Length of Time as a SNAP Retailer and Previous Grocery Industry Experience. All applicants, except pharmacies and military commissaries, must demonstrate a minimum of twelve (12) months experience as a retail grocer. All applicants must also have a minimum of twelve (12) consecutive months of retail sales history as a vendor under the SNAP Program. Experience can be shown by documentation such as a SNAP vendor permit, Federal/State tax records, or other documentation as the program may request. For those applicants who do not have the required history under the SNAP program, Georgia WIC may consider a waiver upon a written request showing the required SNAP history at another location under common ownership.
	VM-44

	9. Minimum Inventory of WIC-Approved Foods. Each vendor is required to stock and maintain daily the minimum inventory of approved WIC foods as well as a substantial amount of non-WIC foods. The inventory must be in the store or the store’s stockroom. All WIC minimum inventories must be within the expiration dates during the application process, including the pre-authorization visit.
	VM-45

	Vendor Redemption and Pricing Assessments
	

	A vendor must maintain competitiveness throughout the agreement period. Non-competitive pricing occurs when the amount paid per food instrument by Georgia WIC to a vendor for a month’s payment for all food instruments except cash value food instruments, exempt infant formulas, and medical foods exceeds the statewide average amount paid per food instrument redeemed within the vendor’s peer group by more than 50%. 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. WIC vendors are required to maintain competitiveness during the entire agreement period. 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.
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	ATTACHMENT VM-3 GLOSSARY
	

	Annual Training – A yearly mandatory training conducted for all WIC authorized stores to receive instruction regarding program changes and updates to policies and procedures.
	VM-89

	Inadequate Participant Access – Condition that exists when the distance between an authorized WIC vendor is ten (10) miles or more.
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	Attachment VM-6
	

	
GEORGIA WIC PROGRAM
AUTHORIZATION TRAINING
CORPORATE & NON-CORPORATE VENDOR TRAINING CHECKLIST
CORPORATE NAME
(if applicable ) and                                                                                                 
   STORE NAME &                                                                                                      VENDOR
      NUMBER       _________________________________________             NUMBER (if applicable)________________________


______I have received and reviewed the latest edition of the Georgia WIC Program Vendor Handbook, effective_____________

I have been trained on and I understand:

1.   The purpose of the Georgia WIC Program and how to contact Georgia WIC.

2.   Terms of the vendor agreement. The agreement is null and void upon change of ownership. The vendor must re-apply to continue as a vendor upon expiration of agreement.

3.   I understand the vendor’s responsibility for adhering to the selection criteria throughout the agreement period.

4.  The purpose of vendor training and the requirement to attending training. The vendor is responsible for training its employees on the information discussed at training. The vendor is responsible for the actions of its officers, managers, agents and paid or unpaid employees.

5.  The WIC-approved food items and the requirement to stock and maintain the minimum inventory of approved WIC food items and non-WIC food items on a daily basis.

6.  The types of valid WIC food instruments, the procedures for transacting Georgia WIC food instruments and the types of Infant Formula vouchers that may be transacted by vendors in different Peer Groups.

7.The requirement to purchase infant formula from an approved list of infant formula suppliers and how to obtain the Georgia WIC Approved Infant Formula Supplier List
.
8. The procedures for transacting and redeeming Georgia WIC food instruments/Cash Value Fruit and Vegetable Vouchers (CVV), the use of the vendor stamp, and the requirement to enroll in the Automatic Clearing House (ACH) following authorization to the Georgia WIC Program.

9. Returned food instruments payment procedures and the provision for Georgia WIC to make price adjustments.

10. The responsibility of the vendor to be in compliance with the review of the store via overt monitoring, audits, covert investigations and analyses of programmatic reports.

11.  The Georgia WIC Program’s vendor complaint process.

12.  The Georgia WIC Program’s vendor claims procedures.

13.  Vendor Sanction System and violations of program, including the federally mandated sanctions (including incentive item violations), disqualification periods, vendor claims, and civil money penalties. Disqualifications from the Georgia WIC Program may result in disqualification from SNAP.

14. The Georgia WIC Program’s policies and procedures regarding use of incentive items.

15. The right to challenge the Agency’s determination of a vendor’s Probable Above Fifty Percent status and the responsibility to provide all documentation and information requested by Georgia WIC in connection with a full Food Sales Assessment.

16. The right to request an administrative review for adverse action(s) taken against the vendor.

I ACKNOWLEDGE THAT I HAVE BEEN TRAINED ON THE ITEMS LISTED ABOVE AND RECEIVED A CURRENT VERSION OF THE GEORGIA WIC PROGRAM VENDOR HANDBOOK.

Signature of Store/Corporate Representative________________________________    Date______________________________

Print Name______________________________________________   Title__________________________________________
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	Attachment VM-7
	

	
GEORGIA WIC PROGRAM
ANNUAL TRAINING
CORPORATE & NON-CORPORATE VENDOR TRAINING CHECKLIST
CORPORATE NAME
(if applicable ) and                                                                                                 
   STORE NAME &                                                                                                      VENDOR
      NUMBER       _________________________________________             NUMBER (if applicable)________________________


______ I have read the FFY 2015 Georgia WIC Program Annual Training Update.

 ______ I have read a copy of the FFY 2015 edition of the Georgia WIC Program Vendor Handbook, found on: http://dph.georgia.gov/vendor-information


I have been trained on and I understand:

1.   The purpose of the Georgia WIC Program and how to contact Georgia WIC.

2.   Terms of the vendor agreement. The agreement is null and void upon change of ownership. The vendor must re-apply to continue as a vendor upon expiration of agreement.

3.   I understand the vendor’s responsibility for adhering to the selection criteria throughout the agreement period.

4.  The purpose of vendor training and the requirement to attending training. The vendor is responsible for training its employees on the information discussed at training. The vendor is responsible for the actions of its officers, managers, agents and paid or unpaid employees.

5.  The WIC-approved food items and the requirement to stock and maintain the minimum inventory of approved WIC food items and non-WIC food items on a daily basis.

6.  The types of valid WIC food instruments, the procedures for transacting Georgia WIC food instruments and the types of Infant Formula vouchers that may be transacted by vendors in different Peer Groups.

7.The requirement to purchase infant formula from an approved list of infant formula suppliers and how to obtain the Georgia WIC Approved Infant Formula Supplier List
.
8. The procedures for transacting and redeeming Georgia WIC food instruments/Cash Value Fruit and Vegetable Vouchers (CVV), the use of the vendor stamp, and the requirement to enroll in the Automatic Clearing House (ACH) following authorization to the Georgia WIC Program.

9. Returned food instruments payment procedures and the provision for Georgia WIC to make price adjustments.

10. The responsibility of the vendor to be in compliance with the review of the store via overt monitoring, audits, covert investigations and analyses of programmatic reports.

11.  The Georgia WIC Program’s vendor complaint process.

12.  The Georgia WIC Program’s vendor claims procedures.

13.  Vendor Sanction System and violations of program, including the federally mandated sanctions (including incentive item violations), disqualification periods, vendor claims, and civil money penalties. Disqualifications from the Georgia WIC Program may result in disqualification from SNAP.

14. The Georgia WIC Program’s policies and procedures regarding use of incentive items.

15. The right to challenge the Agency’s determination of a vendor’s Probable Above Fifty Percent status and the responsibility to provide all documentation and information requested by Georgia WIC in connection with a full Food Sales Assessment.

16. The right to request an administrative review for adverse action(s) taken against the vendor.

I ACKNOWLEDGE THAT I HAVE BEEN TRAINED ON THE ITEMS LISTED ABOVE AND RECEIVED A CURRENT VERSION OF THE GEORGIA WIC PROGRAM VENDOR HANDBOOK.

Signature of Store/Corporate Representative________________________________    Date______________________________

Print Name______________________________________________   Title__________________________________________
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	Attachment VM-8
	

	
GEORGIA WIC PROGRAM
AUTHORIZATION TRAINING
CORPORATE & NON-CORPORATE PHARMACY VENDOR TRAINING CHECKLIST
CORPORATE NAME
(if applicable ) and                                                                                                 
   STORE NAME &                                                                                                      VENDOR
      NUMBER       _________________________________________             NUMBER (if applicable)________________________


______I have received and reviewed the latest edition of the Georgia WIC Program Vendor Handbook, effective_____________

I have been trained on and I understand:

1.   The purpose of the Georgia WIC Program and how to contact Georgia WIC.

2.   Terms of the vendor agreement. The agreement is null and void upon change of ownership. The vendor must re-apply to continue as a vendor upon expiration of agreement.

3.   I understand the vendor’s responsibility for adhering to the selection criteria throughout the agreement period.

4.  The purpose of vendor training and the requirement to attending training. The vendor is responsible for training its employees on the information discussed at training. The vendor is responsible for the actions of its officers, managers, agents and paid or unpaid employees.

5.  The WIC-approved food items and the requirement to stock and maintain the minimum inventory of approved WIC food items and non-WIC food items on a daily basis.

6.  The types of valid WIC food instruments, the procedures for transacting Georgia WIC food instruments and the types of Infant Formula vouchers that may be transacted by vendors in different Peer Groups.

7.The requirement to purchase infant formula from an approved list of infant formula suppliers and how to obtain the Georgia WIC Approved Infant Formula Supplier List
.
8. The procedures for transacting and redeeming Georgia WIC food instruments/Cash Value Fruit and Vegetable Vouchers (CVV), the use of the vendor stamp, and the requirement to enroll in the Automatic Clearing House (ACH) following authorization to the Georgia WIC Program.

9. Returned food instruments payment procedures and the provision for Georgia WIC to make price adjustments.

10. The responsibility of the vendor to be in compliance with the review of the store via overt monitoring, audits, covert investigations and analyses of programmatic reports.

11.  The Georgia WIC Program’s vendor complaint process.

12.  The Georgia WIC Program’s vendor claims procedures.

13.  Vendor Sanction System and violations of program, including the federally mandated sanctions (including incentive item violations), disqualification periods, vendor claims, and civil money penalties. Disqualifications from the Georgia WIC Program may result in disqualification from SNAP.

14. The Georgia WIC Program’s policies and procedures regarding use of incentive items.

15. The right to challenge the Agency’s determination of a vendor’s Probable Above Fifty Percent status and the responsibility to provide all documentation and information requested by Georgia WIC in connection with a full Food Sales Assessment.

16. The right to request an administrative review for adverse action(s) taken against the vendor.

I ACKNOWLEDGE THAT I HAVE BEEN TRAINED ON THE ITEMS LISTED ABOVE AND RECEIVED A CURRENT VERSION OF THE GEORGIA WIC PROGRAM VENDOR HANDBOOK.

Signature of Store/Corporate Representative________________________________    Date______________________________

Print Name______________________________________________   Title__________________________________________
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	Attachment VM-14
	

	GEORGIA WIC PROGRAM
ANNUAL TRAINING
CORPORATE & NON-CORPORATE PHARMACY VENDOR TRAINING CHECKLIST
CORPORATE NAME
(if applicable ) and                                                                                                 
   STORE NAME &                                                                                                      VENDOR
      NUMBER       _________________________________________             NUMBER (if applicable)________________________


______ I have read the FFY 2015 Georgia WIC Program Annual Training Update.

 ______ I have read a copy of the FFY 2015 edition of the Georgia WIC Program Vendor Handbook, found on: http://dph.georgia.gov/vendor-information


I have been trained on and I understand:

1.   The purpose of the Georgia WIC Program and how to contact Georgia WIC.

2.   Terms of the vendor agreement. The agreement is null and void upon change of ownership. The vendor must re-apply to continue as a vendor upon expiration of agreement.

3.   I understand the vendor’s responsibility for adhering to the selection criteria throughout the agreement period.

4.  The purpose of vendor training and the requirement to attending training. The vendor is responsible for training its employees on the information discussed at training. The vendor is responsible for the actions of its officers, managers, agents and paid or unpaid employees.

5.  The WIC-approved food items and the requirement to stock and maintain the minimum inventory of approved WIC food items and non-WIC food items on a daily basis.

6.  The types of valid WIC food instruments, the procedures for transacting Georgia WIC food instruments and the types of Infant Formula vouchers that may be transacted by vendors in different Peer Groups.

7.The requirement to purchase infant formula from an approved list of infant formula suppliers and how to obtain the Georgia WIC Approved Infant Formula Supplier List
.
8. The procedures for transacting and redeeming Georgia WIC food instruments/Cash Value Fruit and Vegetable Vouchers (CVV), the use of the vendor stamp, and the requirement to enroll in the Automatic Clearing House (ACH) following authorization to the Georgia WIC Program.

9. Returned food instruments payment procedures and the provision for Georgia WIC to make price adjustments.

10. The responsibility of the vendor to be in compliance with the review of the store via overt monitoring, audits, covert investigations and analyses of programmatic reports.

11.  The Georgia WIC Program’s vendor complaint process.

12.  The Georgia WIC Program’s vendor claims procedures.

13.  Vendor Sanction System and violations of program, including the federally mandated sanctions (including incentive item violations), disqualification periods, vendor claims, and civil money penalties. Disqualifications from the Georgia WIC Program may result in disqualification from SNAP.

14. The Georgia WIC Program’s policies and procedures regarding use of incentive items.

15. The right to challenge the Agency’s determination of a vendor’s Probable Above Fifty Percent status and the responsibility to provide all documentation and information requested by Georgia WIC in connection with a full Food Sales Assessment.

16. The right to request an administrative review for adverse action(s) taken against the vendor.

I ACKNOWLEDGE THAT I HAVE BEEN TRAINED ON THE ITEMS LISTED ABOVE AND RECEIVED A CURRENT VERSION OF THE GEORGIA WIC PROGRAM VENDOR HANDBOOK.

Signature of Store/Corporate Representative________________________________    Date______________________________

Print Name______________________________________________   Title__________________________________________
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