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101. Vendor Manual Introduction: 
 
As an authorized vendor, you are part of an important effort to improve the health and wellbeing of 
District of Columbia (DC) residents in your community. The purpose of this manual is to inform DC 
WIC authorized vendors (super markets, grocery stores, corner stores, commissaries, and 
pharmacies) on the rules and regulations set forth by the United States Department of Agriculture 
(USDA), Food and Nutrition Service (FNS) that form the basis for vendor management policies and 
procedures developed by the DC Department of Health (DC Health) State Agency for the Special 
Supplemental Nutrition Program for Women, Infants and Children (WIC).  

Information in the following pages has been developed to assist DC WIC authorized vendors in 
understanding the policies, procedures, requirements, and standards of the WIC Program and 
consequences for violations. 

This manual also provides guidance in navigating situations and problems encountered by store 
personnel, and serves as a resource to assist WIC vendors in functioning efficiently and effectively 
while maintaining WIC Program integrity.   

 

102. How to Use the Vendor Manual: 

The Vendor Manual is divided into 11 sections.  Each section should be reviewed carefully to ensure 
a clear understanding of the policies and procedures that must be followed. 

A copy of the Vendor Manual must be kept up-to-date by including all policy revisions, 
announcements, and inserts as they are provided by the DC WIC State Agency. A current copy of the 
Vendor Manual can also be found on the DC WIC website at www.dcwic.org/vendors. 

 

103.  Formula Guide: 

The DC WIC Formula Guide offers detailed information about approved DC WIC formulas and 
medical foods, and also contains a simplified DC WIC Formulary Listing as well as the DC WIC 
Approved Formula Manufacturers and Distributors List. All of these documents are kept up to date 
on the DC WIC website, www.dcwic.org.  

 

104. Importance of the Vendor Manual: 

The policies and procedures contained in this manual have been approved and mandated by the 
USDA. Both the Federal and District of Columbia Government will monitor vendor performance in all 
areas covered in this manual. 

http://www.dcwic.org/
http://www.dcwic.org/
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201. What is “WIC?” 
 

“WIC” stands for the Special Supplemental Nutrition Program for Women, Infants and Children. Also 
referred to in this document as “the Program”, WIC is a Federally-funded grant program established 
as a pilot in 1972 and made permanent in 1974. The Program is administered at the Federal level by 
the Food and Nutrition Service (FNS) of the United States Department of Agriculture (USDA). WIC is 
designed to improve the health status of women, infants, and children during critical periods of 
growth and development, with no cost to eligible participants. In the District of Columbia (DC), the 
WIC State Agency is housed within the DC Department of Health (DC Health), Community Health 
Administration, Nutrition and Physical Fitness Bureau. WIC provides a supplemental food package 
tailored to the participant’s unique needs, as well as services such as breastfeeding support and 
nutrition education. Participants redeem their food benefits at locally-authorized vendors and may 
not use their DC-WIC provided benefits in another state.  

  
202. WIC Participants: 

WIC serves DC residents who meet income eligibility and nutritional risk guidelines established by the 
USDA. WIC participants include: 

• WOMEN who are pregnant, breastfeeding (up to the baby’s first birthday), or have 
recently given birth but are not breastfeeding (up to six (6) months post-partum) 

• INFANTS up to the first (1st) birthday 

• CHILDREN aged one (1) to five (5) years 

 

203. WIC Services Include: 

• Supplemental foods 
• Nutritional risk assessment   
• Nutrition education 
• Breastfeeding support 
• Health and social service referrals 

               
WIC is specifically designed to serve as an adjunct to ongoing health care during critical periods of 
human growth and development, and provided foods are considered supplemental to a regular diet. 

 
The WIC Food Package aligns with the US Dietary Guidelines for Americans and provides food items 
designed to meet the special nutrition needs of low-income pregnant, breastfeeding, non-
breastfeeding postpartum women; infants; and children up to five years of age.   

 
Nutrition education is a key component of the WIC program. The goals of WIC nutrition education 
are to: 1) emphasize the relationship between nutrition, physical activity, and health with special 
emphasis on nutrition needs for the WIC population; and 2) assist the individual who is at nutrition 
risk in achieving a positive change in dietary and physical activity habits, resulting in improved 
nutrition status and in the prevention of nutrition-related health issues through optimal use of the 
WIC supplemental foods and other nutritious foods. 
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204.    WIC Foods: 

Women and Children Infants 

• Fruits (fresh, frozen, canned, dried)  
• Vegetables (fresh, frozen, canned, dried) 
• Eggs 
• Dairy (milk, cheese, yogurt, soy milk, tofu) 
• Cereal (hot and cold) 
• Beans, lentils, and peas (dry or canned) 
• Fruit juice (100%) 
• Peanut butter 
• Plant based products (soy milk, tofu) 
• Canned fish (Tuna, sardines, salmon, 

mackerel) 
• Whole grains (brown rice, barley, oats) 
• Whole grain products (bread, pasta, etc.) 

• Baby food vegetables and fruits  

• Baby food meat    

• Infant cereal  

• Infant formula  

 

 

 
Vendor Folder & Food List  
  
DC WIC-approved foods are detailed in the Vendor Folder &  
Food List. This folder is known as the “WIC ID Folder” to  
participants. The Food List details specific brands, flavors, sizes, 
and other information for DC WIC-approved food items.  
 
Copies of the Vendor Folder & Food List will be provided during  
authorization training, and should be kept at each register.  
 
Copies of the Food List in English and Spanish can be found at  
www.dcwic.org and on the WICShopper app. 
  
WIC participants purchase their WIC foods from WIC-approved  
vendors. These vendors are required to stock WIC food items in  
specific varieties, flavors, and sizes so WIC families can receive the  
specific foods prescribed to them.  
 
 
  
 
 
 
 
 
 
 
 
 
 
 

http://www.dcwic.org/
https://ebtshopper.com/project/district-of-columbia-wic/
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205. WIC Clinics: 
 
WIC clinics (also referred to as “sites”) are locations where Program applicants and participants 
receive WIC services. There are currently 15 DC WIC Sites operating in the District, managed by four 
authorized local agencies. Visit www.dcwic.org for more information on DC WIC local agencies and 
affiliated site locations.   

 
Vendor-Relevant WIC Clinic Activities include: 

• Distribute Cash-Value-Checks (CVCs) and WIC Checks 
• Educate participants on WIC foods 
• Educate participants on how to redeem checks 
• Encourage participants to redeem all CVC and WIC monthly benefit checks  
• Document participant problems and complaints related to the shopping experience  
• Notify the State Agency of any vendor-related problems expressed by WIC participants 
• Sanction participants found abusing authorized vendors and/or the Program 

 
 
206.    WIC Vendors: 

A WIC vendor is a supermarket, grocery store, corner store, commissary, and/or pharmacy 
authorized to participate in the DC WIC Program in 3-year cycles. Vendor responsibilities are 
discussed in detail in other sections of the Vendor Manual.  

WIC Vendor Activities include: 
• Accept CVC and WIC checks, deposit redeemed checks to the bank 
• Stock sufficient levels of WIC-approved foods to the meet minimum stocking 

requirements (MSR) established by the State Agency 
• Help participants obtain foods listed on CVCs and WIC checks 
• Resolve problems encountered during WIC transactions 
• Provide the WIC State Agency with current pricing information 
• Comply with the WIC Vendor Agreement 

 

207. How WIC Benefits Vendors 

The collaboration between retail vendors and DC WIC is key to the success of the Program. The WIC 
Program makes a substantial contribution to food sales for WIC-approved local food retailers and 
supports the local food economy as well as the local community. As WIC participants purchase WIC-
approved foods using CVCs and WIC checks, they also may purchase non-WIC food items with cash, 
Supplemental Nutrition Assistance Program (SNAP – previously “Food Stamps”) benefits, or other 
forms of tender. The DC WIC Vendor collaboration results in better health for WIC participants and 
additional business for vendors. 

 

 
 

http://www.dcwic.org/
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301. Authorization Overview 
 
A supermarket, grocery store, commissary, or pharmacy may apply for authorization as a DC WIC 
vendor at any time. DC WIC vendors are authorized in three-year cycles. If a vendor becomes 
authorized during the middle of this cycle, they will be re-authorized with the other vendors at the 
end of the respective cycle. For example, the current vendor authorization cycle runs from October 
1, 2019 to September 30, 2022. A vendor authorized in September 2020 will sign a Vendor 
Agreement stating the date of their initial authorization, with an end date of September 30, 2022.  
 
The DC WIC State Agency will work with authorized vendors to fulfill reauthorization requirements 
between July and September prior to the new authorization cycle.  

 

302. Application Process 

To be considered for authorization as a WIC vendor in the District, a supermarket, grocery store, 
commissary, or pharmacy must comply with the following steps: 

1. Request an Application Package: Contact the State Agency at info.vendor@dc.gov to 
request an application package, which contains the following blank documents: 
 

a. Vendor Onboarding Checklist – Provides assistance tracking the application process 
b. Vendor Application - Ensure that prices for indicated food items are included 
c. Store Information Sheet – Ensure that all information is complete 
d. Pharmacy Price List – for pharmacies only, to submit pricing for WIC-approved items 

 
2. Return the Application Package: Submit all completed materials together to the State 

Agency via email at info.vendor@dc.gov.   
 

3. Sign and Return the Vendor Agreement and Food Price List*: Once the application package 
has been reviewed and approved by the State Agency, they will send the applicant: 
 

For All Vendor Applicants: 
a. Vendor Agreement – indicates applicant’s assigned vendor peer group and related 

operation expectations, states beginning and ends date of the authorization period. 
(Not considered final until after the pre-authorization visit, see below) 

 
For Grocery (non-pharmacy) Applicants: 
b. Minimum Stocking Requirement (MSR) checklist – indicates the stocking levels 

which the applicant must meet before DC WIC will provide the final trainings and 
materials needed for the applicant to begin processing WIC checks. 

c. Food Price List – collects prices for all WIC food items, which must be entered into 
the management information system before the applicant can process WIC checks. 

 
 The applicant must complete and return all forms listed above within five (5) business days 

and select a time for the State Agency to perform manager and cashier training, as well as 
the pre-authorization visit (options will be provided in the State Agency’s email).  

 
4. Pre-Authorization Training: The State Agency will provide training for the applicant’s 

managers and staff (cashiers). Training will vary on a case-by-case basis and may be provided 
virtually and/or in-person.  In all cases, the vendor’s initial training will be “interactive.”  All 
staff must receive training prior to, or on the same day as, the pre-authorization visit so that 
WIC information is fresh when staff begin to process WIC checks.  

mailto:info.vendor@dc.gov
mailto:info.vendor@dc.gov
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5. Pre-Authorization Visit: The State Agency will schedule a time with the store manager to 
perform an on-site visit to verify pricing information submitted and ensure that MSR are met. 
At this visit, the State Agency will provide shelf tags, WIC poster, cashier reference folders, 
and the vendor’s stamp. DC WIC will sign the Vendor Agreement and the vendor may begin 
processing WIC checks the next business day.  
 

Note: A pharmacy and grocer located on the same premises are authorized as one store. Applicants 
shall indicate on their application whether an on-site pharmacy needs authorization. The store will 
need to submit both Food and Pharmacy price lists. While the grocer may accept CVC and WIC 
checks, the pharmacy may only accept WIC checks for DC WIC-approved special formulas and 
medical foods. In other cases, the grocer and the pharmacy may be authorized independently.   

*Chain stores have one WIC Vendor Agreement that covers each of their WIC-authorized stores. 
Additional stores within the chain are added to the existing Vendor Agreement as they are approved. 
Therefore, submission of duplicate Agreements and Price Lists for chain stores is not required. See 
section 312: Current Vendor Adding New Store for more information.  

303. Vendor Selection Criteria  

The applicant must meet the following selection criteria to be considered for WIC Authorization: 
 

• Be located in a fixed, permanent retail establishment 
• Be open for business a minimum of six days or 48 hours per week 
• Have a valid business license  
• Be SNAP authorized, with a valid SNAP identification number (Pharmacies exempt) 
• Have a valid Public Health permit and maintain the store in a clean and sanitary condition  
• Ensure that mechanical refrigerated areas are maintained at a temperature at or below 40 

degrees Fahrenheit. Mechanical refrigeration is required. 
• Meet all local, state and federal requirements, including sanitation and building code 

regulations, and remain in good standing in their jurisdiction 
• Pharmacies: stock (or be able to retrieve) all special infant formulas on the DC WIC Formulary  

o Pharmacies are expected to be able to provide a participant with special formula 
within 48-hours of their request 

• Grocers: stock all categories of WIC-Approved foods and standard contract infant formulas 
o Grocers are expected to fulfill the MSR for DC-WIC Approved food items prior to 

their WIC authorization  
o Grocers are expected to be able to obtain standard contract infant formula within 

24-hours, if out of stock 
• Purchase infant formulas from a manufacturer, distributor, wholesaler and/or retail store who is 

approved by the DC WIC State Agency to sell formula  
• Provide competitive prices for WIC foods and formulas, as determined by the State Agency 
• Display no conflict of interest between the State and Local agencies and the vendor  
• Hold no outstanding fines or penalties to the State Agency  
• Comply with all required corrective and financial actions identified from previous WIC 

authorization from any USDA FNS program 
• Not have a conviction or civil judgement entered against them or any current owners, officers, 

or managers for fraud, antitrust violations, embezzlement, theft, forgery, bribery, falsification or 
destruction of records, making false statements, receiving stolen property, making false claims, 
and/or obstruction of justice  

• Not be disqualified from participation in any other FNS Program, or paying a monetary penalty 
for abuse of such a program 
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• Ensure that employees whose responsibility will include WIC checks do not have a history of 
WIC and/or SNAP Program violations 

• Must not have been terminated from the DC WIC Program within the last three (3) months for 
any of the “Minor Abuses” (Program violations) listed in the State Agency’s Sanction Schedule. 

• Must not have been terminated from the DC WIC Program within the last six (6) months for any 
of the “Major Abuses” (Program violations) listed in the State Agency’s Sanction Schedule. 

 
Once authorized, vendors must maintain compliance with the above criteria at all times. Authorized 
vendors must also meet the following additional operating criteria while on the Program: 

 
• Meet the competitive price criteria within the same peer group based on WIC redemptions 
• Meet the annual sales requirement indicated by their vendor peer group placement 
• Not derive more than 50% of their annual revenue from the sale of WIC food items 
• Have authorized representatives attend all mandatory training sessions, as scheduled by the 

State Agency  
• Participate in the WIC Program’s automated clearing house (ACH) process for the handling 

reimbursements for CVCs and WIC Checks  
Comply with the terms of the Vendor Agreement, State and Federal WIC Program rules, regulations, 
policies, and applicable laws governing the Program, including any changes made during the 
agreement period 

304.    Time Frame for Approval 

The State Agency will approve or deny a vendor’s application within 60 days of receipt. After 
completing the authorization review, the State Agency will notify applicants in writing regarding the 
outcome of their request for participation. 

• Denial: If the request for authorization is denied, the State Agency will provide: 
 

 The reasons for denial  

 Information on the vendor’s right to a fair hearing 

• Approval: If the request for authorization is approved, the State Agency will provide: 
 

 A copy of the Vendor Agreement, to be signed by the vendor applicant and 
returned to the State Agency; the State Agency will sign the Vendor Agreement at 
the pre-authorization walk through when providing vendor materials 

 
 A selection of dates prior to the authorization date on which to schedule mandatory 

training(s) for store managers and cashiers/staff  
 

 A selection of dates prior to the authorization date on which to schedule the pre-
authorization walk through, at which time the MSR must be met 

 
 Notification of the date the vendor can begin to accept CVCs and WIC checks, 

pending training and walk-through are successful 
 

Note: Once approved, the following vendor information will be provided by the State Agency in 
response to public inquiries or requests for vendor information: 

Vendor’s name Authorization status and store type Address, phone number, website 
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305. Follow-Up Authorization Training 
 
For a newly authorized vendor, the State Agency may conduct follow-up training every six (6) months 
during the first year of operations. Trainings will address any problems that have been identified or 
areas in which a new vendor desires further instruction, technical assistance, or clarification.  
 
See section 1100 - Vendor Training for more detailed information on vendor training expectations. 
      
306. Annual Updating of Vendor Files 
 
While authorized as a DC WIC vendor, the vendor is required to submit the following information 
annually so the State Agency may update their file: 

 List of current store managers and contact information (including email addresses) 
 Current store hours 
 Health and sanitation update indicating any violations 

 
307. Removal of Stores for Reasons Other than Disqualification  
 
Authorized vendors may be removed from participation in the DC WIC Program when the volume of 
WIC transactions falls below the annual sales expectation set for their vendor peer group. Participant 
access will be considered prior to the removal of low-volume stores. 

Vendors set to be terminated from the DC WIC Program will receive a minimum of 15 days’ notice 
and a written explanation regarding their termination.   
 
308. Change in Ownership of WIC Vendors 
 
A change in ownership of a WIC vendor nullifies the vendor’s WIC contract, unless the vendor 
provides verifiable evidence of continuity of the business, management, and personnel at the store. 
A change of ownership report must be submitted to the State Agency no later than 30 days after the 
change of ownership. The State Agency will evaluate each reported “change of ownership" to 
determine if there is a continuity of the business, management, and personnel at the store. 

For the purpose of this policy, “continuity of the business” is defined as: 

A. Change of a single proprietorship to a partnership or corporation where the original sole 
proprietor remains a partner or shareholder with at least a 33% interest in the new 
partnership or corporation 

B. Change in a partnership by adding partners where the original partners still maintain at 
least a 33% interest in the new partnership 

C. Change in a partnership by loss of one or more partners, to include the conversion of a 
partnership to sole proprietorship 

D. Incorporation of an existing partnership where the original partners still maintain at least 
a 33% interest in the corporation 

E. Corporate mergers or buy-outs where the original corporation is merged with another or 
becomes a subsidiary 
 

In review of letters describing situations D and E above, the State Agency may deny a determination 
of "continuity of the business” even though it meets all other criteria identified in this policy, if the 
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State Agency determines in its sole discretion that the change in the business structure business was 
for an inappropriate reason.   
In reviewing the reason(s) the business structure was changed, the State Agency may further 
investigate the following circumstances regarding the transaction: 
 

a. Undercapitalization  

b. Failure to adhere to corporate formalities 

c. Use of the corporate form to perpetrate fraud 

d. Other circumstances relevant to the determination of the appropriateness of the transaction 
 
The vendor requesting the determination of a "continuity of the business" shall provide to the State 
Agency all requested information as necessary for the proper review of the transaction. All 
information provided by the vendor at the request of the State Agency will be kept confidential. 
 
Continuity of management and personnel - When the majority of management 
and personnel in the store who interact with WIC participants is projected to remain the same, 
policies and transactions will continue to be employed in the same positions under the new 
ownership structure. 
 
Change of Ownership – In instances where there is no “continuity of the business”, the WIC vendor 
agreement will be considered null and void. If the "change of ownership" results in store closure, the 
State Agency will determine if closure will adversely affect continuation of services to WIC 
participants and will take appropriate steps to minimize participant hardship. 
 
Modification of Ownership – When there is a “continuity of the business” with continuity of 
management and personnel, this change of status will be processed as follows: 
 

• The new business entity will be permitted to continue to transact CVCs and WIC checks 
uninterrupted 

• No additional review or training of the "new" business entity will be required 
 

• The appropriate signatory authority of the "new" business entity will be required to sign a 
new agreement signifying continued intent to conform to WIC Policies and Procedures 

 
• The vendor number will not change and the modification of ownership will be transparent to 

WIC participants and Local Agency employees 
 
Modification of Ownership, Management and Personnel - When there is “continuity of business” 
without continuity of management and personnel, a “modification of ownership, management and 
personnel” will be considered.  This change of status will be processed as follows: 
 

a. The new business entity must apply for authorization as a WIC vendor  
b. New management and staff must undergo authorization training before being able to 

transact CVCs and WIC checks 
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310.    Vendor Peer Groups  
 
Federal regulations require that DC WIC assign all vendors to a vendor peer group (VPG) based on 
common characteristics. The purpose of this system is to: 

• Compare vendors that are similar 

• Offer fair reimbursement 

• Apply competitive price criteria to contain costs 

• Maximize participant enrollment  

DC WIC will review an applicant’s reported store size, business model, and total annual sales (if 
deemed necessary) when assigning a vendor to their initial VPG. Stores on the same vendor 
agreement are subject to the same VPG. To remain in a VPG, the vendor must meet certain 
requirements unique to their peer group. Current VPGs and assignment criteria are outlined here: 

  Peer Groups 
 Small Medium Large Pharmacy 

Initial Placement Criteria 
Business Model Independent store, 

Corner / 
Convenience store  

Independent or 
Chain store; 
With or without 
pharmacy 

Independent or 
Chain store; 
With or without 
pharmacy  

Stand-Alone 
Pharmacy 

Store Size*  
(square footage) 

<10,000 sq ft  10,000 – 20,000  
sq ft 

>20,000 sq ft N/A 

Competitive Price 
Selection Criteria 

See below for information on Competitive Price Criteria.  N/A 

Operating Criteria 
Annual WIC Sales At least $5,000 At least $20,000 At least $100,000 At Least $1,000 

Competitive Price 
Limitation Criteria 

See below for information on Competitive Price Limitation 
Criteria.  
 

N/A 

Minimum Stocking 
Requirements 

Those set for Small Vendors. Those set for Medium and 
Large Vendors.  

N/A 

See Section 600 for more information on stocking standards. 

May Sell Standard 
Formula to WIC 
Customers +  

Yes Yes Yes No**  

 
*Store size will be considered, but shall not dictate the store’s assignment. For example, a store 
measuring 11,000 sq ft but transacting $120,000 in annual WIC Sales will be placed in the large VPG.  
 
**Note: Pharmacies agree not to provide standard contract infant formulas, unless requested to do 
so by DC WIC. Such requests will be temporary and on an as-needed basis. Pharmacies that provide 
only exempt infant formula and WIC-eligible nutritionals are exempt from competitive price criteria / 
peer group pricing.   
 
+ Note: all sales of standard contract formula are subject to the “Not to Exceed” amount for the 
vendor’s respective peer group (see more on “Not to Exceed” below). 
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Competitive Price Criteria: 

DC WIC will pay a “fair and competitive” price for WIC-approved food items, meaning prices are 
within a reasonable range of prices charged by similar retailers for the same or similar items.  

Competitive Price Selection Criteria (CPSC) 

The State Agency will collect the prices of 10 standard WIC food items on the vendor’s application to 
create a WIC “mixed basket” price. The State Agency will review that the prices submitted on the 
application create a mixed basket price that falls within the appropriate range of prices within the 
vendor applicant’s prospective VPG assignment. If the prices submitted exceed the fair and 
competitive prices established by the prospective VPG, the State Agency may offer the vendor 
applicant an opportunity to submit revised CPSC prices so as to be competitive within the 
prospective peer group. 
 
Competitive Price Limitations 
 
The State Agency calculates the average of prices charged by vendors in a peer group for each WIC 
food item and assigns a standard deviation, designated per VPG, to the average price to create a “not 
to exceed (NTE)” amount per food item. The standard deviation allows for small fluctuations in 
product prices within a VPG. NTE amounts are used to assess a WIC check’s maximum reimbursable 
price (see below).  
 
Maximum Reimbursement to Vendors 
  
The NTE amounts set per VPG establish a Maximum Allowable Reimbursement Level (MARL) per type 
of WIC check. The MARL for a specific WIC check will depend on the food items listed on the check. 
The State Agency shall determine every quarter the NTE amount for each food item based on prices 
submitted on the Quarterly Food Price List.  
 
Stores whose prices are too high compared to their VPG’s prices will experience a large number of 
rejected checks, which will be paid at the MARL. Chronic pricing above the NTE and checks indicated 
as above the MARL may result in high-risk determination, and could eventually result in the loss of 
WIC authorization.  
 
Commissaries 
 
Commissaries will be authorized with the standard vendor agreement, however there is an existing 
Memorandum of Agreement (MOA) between the USDA and the Department of Defense that WIC 
must allow the Commissary to charge their regular prices, and exempts Commissaries from 
competitive price criteria, including NTE levels.  
 
The State Agency shall provide the Commissary a list of approved WIC supplemental foods. The State 
Agency may not direct the commissary to carry a specific brand of merchandise, if that product does 
not fall within the items authorized for sale in commissaries or if the Commissary carries an 
equivalent product from the approved list of WIC foods. 
 
The Commissary will be placed in the medium VPG until their WIC sales have been assessed. The 
Commissary is subject to all other selection and operating criteria, such as meeting MSR. 
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311.    Use of WIC Acronym and Logo: 
 
WIC vendors are permitted to: 
 

o Create and use vendor-made labels, channel strips, or shelf talkers after approval from the 
State Agency on both the design and use of such items 

o Use signs provided by the State Agency stating that they are WIC authorized 
 
WIC vendors are not permitted to: 
 

o Use the WIC acronym or logo, or close facsimiles (i.e. copies), in the name of the vendor 

o Use the WIC logo on vendor signs that are placed on storefronts stating that they are WIC 
authorized  

o Use the WIC acronym or logo in advertisings and other promotional materials 

o Apply stickers, tags, or labels that have the WIC logo or acronym on WIC-approved 
products 

 
 
312. Current Vendor Adding a New Store  
 
When a currently authorized DC WIC vendor would like to add a new store to their vendor 
agreement, they must first call or email the State Agency to request the “Current Vendor, New Store 
Onboarding Checklist” and the “Store Information Sheet”. The Vendor should submit all required 
documents at least six (6) weeks prior to the new store opening.  
 
The State Agency will process the paperwork and schedule the pre-authorization training and on-site 
visit 1-2 weeks before the new store’s opening date. The State Agency will provide all vendor 
materials at this visit. The State Agency will provide training and technical assistance, as needed, and 
will schedule the six-month follow-up training with 2-3 weeks’ advanced notice.  
 
 
313. WIC / SNAP Information Sharing:  
 
Can the State agency share information with staff in the SNAP? 
Yes. The State agency may disclose confidential vendor information to persons directly connected 
with the administration or enforcement of SNAP. The State Agency will share any information 
necessary with persons investigating or prosecuting SNAP violations. 
 
Does the State agency share information with SNAP on a regular basis? 
Yes. A list of authorized WIC vendors is sent to the Mid-Atlantic Regional office (MARO) of USDA, no 
later than February 1st of every calendar year. The report contains the: 
 

• Vendor name 
• Store address 
• WIC vendor identification number 
• Annual redemption activity  
• Compliance investigation activity  
• Name of the county the store is located in 
• Store owner’s name 
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Does the State agency assist in SNAP investigations? 
Normally, WIC investigations and SNAP investigations are separate. Upon request, the State agency 
will coordinate investigative efforts with SNAP. 
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401. Overview of the Food Delivery System 
 
The WIC Program operates a uniform, non-vendor specific system under the retail purchase food 
delivery system: 

 
o DC WIC's Community Automated Reliable Electronic System (CARES) generates all Cash Value 

Checks (CVCs) and WIC Checks 
 

o WIC Local Agency sites issue CVC and WIC checks to participants 
 

o WIC participants redeem their checks at any DC WIC authorized vendor 
 

o Vendors provide the WIC foods, endorse and submit the WIC checks to the bank 
 

o WIC's bank pays the vendor and sends payment data to WIC's banking services 
 
Refer to Figure 4.1 on page 2 for a visual overview of the Food Delivery System. 

 
 
 

402. Non-Vendor Specific System: 

WIC participants can redeem their CVCs and WIC checks at any authorized vendor currently 
approved and enrolled in the Program. Each vendor is responsible for stamping their respective store 
stamp on each CVC and WIC check redeemed at their store.   
 
Note: CVCs and WIC checks for supplemental foods such as milk, cheese, eggs, and fruits and 
vegetables, may not be redeemed at authorized pharmacies. Only WIC checks for special formulas 
may be redeemed at authorized pharmacies.  
 
 
 
403. DC WIC and Cash Value Checks: 

WIC participants shop with computer-generated checks. Vendors must ensure that CVCs and WIC 
checks are processed correctly. 

Please refer to Figures 4.2a and 4.2b (page 3) for components of CVC and WIC Checks. 
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1. WIC nutritionists tailor checks and generate them with the 
CARES system. 

 

2. CVC and WIC checks are issued to WIC Families.  
 

3. WIC participants redeem their food benefits when shopping at 
authorized WIC vendors.   

4. Vendors deposit checks to the bank. 
 

5. The vendor’s bank sends checks to the WIC bank, who pays the 
vendor and sends files to DC CARES.  

6. Bank files generate reports which reflect vendor check errors 
and overcharges. 
  

7. The DC WIC State Agency reviews vendor reports to review for 
compliance issues, and to assess program outcomes. 
  

Figure 4.1 - Food Delivery System 
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404. Aspects of the WIC Check  
 
1. The WIC ID Number is found on the top portion of the WIC Check. It also appears on the 

upper right side of the WIC ID Folder. 
 
2. The Name of the Participant is in the box next to the WIC ID No.   
 
3. The AG/CL identifies the WIC Local Agency site that issued the checks. 
 
4. WIC USE Only is for WIC State Agency use only. 
 
5. The First and Last Days to Use checks are located on the right hand side of the check.  These 

dates indicate the timeframe in which a WIC participant may redeem that specific check. 
 
6. The Qty. Description (No Substitutions Allowed) contains the foods that a WIC participant 

can purchase. Participants can only purchase the quantities of food indicated on the check. 
 
7. The Actual $ Amount is located in the middle of the check, and designates where the 

purchase price of the WIC foods must be entered. The WIC participant fills in this amount. 
 
8. The Price Correction is completed by the WIC participant if the Actual $ Amount is changed. 
 
9. The Signature for Price Change is where the WIC participant (or authorized proxy) signs their 

full name when the price in the Actual $ Amount box is altered or changed during a WIC 
transaction. 

 
10. The cashier verifies the second signature of a participant (or authorized proxy) when a price 

change has occurred. The cashier places his/her initials in the Cashier’s Initials area. 
 
11. The Participant/Proxy Signature area is where the participant or proxy who redeems the 

WIC checks signs. 
 
12. The Vendor Place DC WIC Stamp Here shows where the vendor is to place the DC WIC 

vendor store stamp (See Figure 4.2b). 
 
4.2a. WIC Check 
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4.2b. Cash Value Check (CVC) 
 
 
 
 
 
      
      
      
      
      
      
      
 
 
 

      
 
405. Replacement of Vendor Stamp: 
 
Vendors are responsible for initiating requests for replacement vendor stamps. This process is 
outlined below: 

 
1. The vendor must place a written request for stamp replacement by sending a request via email 

to info.vendor@dc.gov   
           

2. The State Agency will place an order for the stamp with their supply contractor 
 

3. The vendor should allow two (2) weeks for delivery to the State Agency 
 
4. The State Agency will contact the vendor when their new stamp arrives 

 
a. The vendor may pick up their new stamp at the DC WIC State Agency office 

 
b. The vendor may ask that the State Agency mail the new stamp to their store address. 

However, it should be noted that the State Agency is not responsible for stamps lost in 
the mail en route to the vendor, should the vendor choose to have the stamp mailed as 
opposed to picking it up at the State Agency.  

 
Note: The State Agency will replace a vendor’s stamp up to three (3) times during one contract 
period. If, for any reason, a vendor needs their stamp replaced more than 3 times, the vendor must 
pay for the additional stamps.   
      
      

00 
Vendor Stamp Here 

mailto:vendor@dc.gov
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501. Steps in Processing WIC and Cash Value Checks: 
 
Completing a WIC transaction is a simple process. With proper training, cashiers should be able to 
process Cash Value Checks (CVCs) and WIC Checks smoothly and without errors. 

 
A WIC transaction requires the following steps: 

                Figure 5.1 – WIC ID Folder Example  
1. Identify the Person: 
 

Request the participant’s WIC ID Folder. 
 
A completed WIC ID Folder is the only  
identification a participant, parent, or proxy 
needs to redeem CVCs and WIC checks. 
 
The WIC ID Folder should indicate the name &  
WIC ID number of each family member  
currently enrolled in the Program. 

 
2. Verify Valid Dates:  

 
Verify that the current date is between the 
 First and Last Day to Use, as indicated on  
the WIC check 

 
3. Check the Foods: 
 

Participants, parents, or proxies should  
separate WIC foods from non-WIC items 
and group foods together by check. 
 
Check that the foods (type and quantity)  
selected match what is listed on the check(s). 
 
Consult the current DC WIC Approved  
Foods List, found in the cashier’s WIC Folder 
& Food List or the participant’s WIC ID folder,  
as needed.   

 
4. The Participant or Cashier May Enter the  

Price on the Check: 
 

The WIC participant has the right to record the price on the CVC and/or WIC check(s). The cashier 
may also record the price. The cashier must verify that the correct price was recorded. 

 
5. Ask Participant for Signature: 
 

Match the signature on the check to one of the signatures on the WIC ID Folder. 
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502. Correcting a Price Error: 
 
The following steps should be taken if a pricing error is documented on the CVC or WIC check: 

 
1. Cashier draws a single line through the dollar amount inside the Actual $ Amount box 
 
2. Cashier writes the correct amount in the Price Correction box 
 
3. Cashier asks WIC participant, parent, or proxy to sign their full name in the Signature for 

Price Change box and again in the Participant/Proxy Sign Here Only After Price Is 
Entered box. 

 
a. Note: The bank does not accept initials. Cashier must ensure both participant 

signatures are on the check.  
 
4. Cashier initials price correction.   

 
Figure 5.2 - Correcting a Price Error Procedure 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
503. Split Tender for Cash Value Checks (CVCs) 
 
The vendor must allow the participant, parent, authorized representative, or proxy to pay the 
difference when a fruit and vegetable purchase exceeds the value of the CVCs (also known as a split 
tender transaction).  
 
The payment may be in the form of SNAP benefits, cash, debit card, credit card, or personal check 
depending on what forms of payment the vendor accepts. 
 
Split tender applies only to the CVCs, and cannot be applied to any other WIC check transaction. 
 
Discounts made available to cash paying customers must also be made available to split tender  
purchases.  
 
The receipt must show the CVC and the different types of tenders used. 
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504. Additional WIC Check Processing Requirements: 
 

• Cashiers may not require a WIC participant to purchase a store brand WIC food item  
• Cashiers may not limit the number of checks a participant can redeem at a given time 
• Store managers may not issue the participant a "rain check":  

 
 A rain check is defined as any document claiming to give a participant the right to 

buy a particular WIC food item, which the vendor does not have in stock at the time 
the CVC or WIC check is redeemed 

 
• Vendors may not establish a separate checkout line for WIC purchases 
• Vendors must provide services to WIC participants regardless of race, color, age, sex, 

national origin, or handicap  
• Vendors must offer WIC participants the same courtesy and respect extended to other 

customers and should avoid imposing special requirements 
• Vendors must accept valid manufacturer’s coupons in accordance with the store’s policy, 

and deduct the savings from the total purchase price entered on the CVC or WIC check 
• Vendors must accept customer discount cards from WIC participants in accordance with 

the store’s policy and deduct the savings from the total purchase price entered on the CVC 
or WIC check 

• Vendors must allow participants the privilege to participate in “Buy One Get One Free” 
type promotions without charging the WIC Program for the free item 

 
 
 
505. Deposit of WIC Checks: 
 

• Prior to depositing CVC and WIC checks, vendors are responsible for stamping each check 
with the vendor’s authorized stamp, which includes their DC WIC store number  

 
• Vendors dually authorized to serve DC and Maryland must ensure that the correct 

vendor stamp is applied to DC CVC and WIC checks 

 
• All CVC and WIC checks must be deposited to the bank within 60 days of the first day to 

use shown on the check 
 
• Each vendor’s bank will forward checks to the WIC Program's bank for screening and 

payment 
 
• If the vendor thinks a check will be rejected from the bank because it is damaged, the 

vendor should contact the State agency prior to deposit.  
 
 
 
 
 
 
 
 
 



 
DC WIC Vendor Manual                                                                        500. Processing CVC and WIC Checks   
 

February 2021   4 

506. Non-Payments of WIC Checks: 
 
The bank denies payment of CVC and WIC checks for the following reasons: 

• Dollar amount in the Actual $ Amount box is missing or illegible 
 

• Dollar amount in the Actual $ Amount box has been changed without adherence to the 
‘correcting a price error procedure’ (as indicated in Section 502) 

 
• Check was redeemed outside the valid dates 

 
• No signature on the lower right-hand side of the check 

 
• The first day to use or last day to use has been changed 

 
• List of prescribed foods has been altered 

 
• Over Price Maximum, or NTE level (see section 300), for one or more WIC food items 

 
• A "stop payment" has been placed on the check 

 
• Invalid vendor stamp on the check 

 
• No vendor stamp on the check 

 
Whenever a check is not paid, the reason for rejection is indicated on the front of the check and the 
check is returned to the vendor. If a check is rejected because there is no vendor stamp, the vendor 
may have the opportunity to redeposit once the vendor stamp has been placed on the check. 
However, the State agency is not responsible for paying rejected check fee’s issued by a vendor’s 
bank under any circumstances.   
 
Refer to Section 900 – Revalidations - for information on how to submit rejected checks to the State 
Agency for reissue of payment, and Section 700 – Vendor Monitoring – for more information on how 
the State Agency may bill vendors for overcharged items.  
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 601. Importance of Stocking Requirements:  
 

This section is not applicable to DC WIC Pharmacies.  
 
Minimum stocking requirements (MSR) ensure that a variety of WIC-approved foods are available for WIC 
participants to purchase at all times.  WIC customers must purchase all of the food items listed on their 
check during one transaction, otherwise they will lose out on food items.  
 
Vendors must meet the following MSRs for WIC-approved foods. DC WIC reserves the right to revise the list 
of WIC-approved foods and the MSRs, as needed. The State Agency will send updated product information, 
as needed. For an up-to-date listing of WIC-approved foods complete with approved brands, visit 
www.dcwic.org.  
 
The following forms may be referenced for a condensed view of the MSR: 

 
• 4a – Minimum Stocking Requirements Checklist for Medium and Large Vendors 
• 4b – Minimum Stocking Requirements Checklist for Small Vendors 

 
Vendors are informed of their vendor peer group placement (small, medium, or large) via the Vendor 
Agreement upon authorization. A vendor must meet the MSR per their peer group assignment. However, 
vendors are encouraged to stock items above the WIC MSR, and should not deny a WIC participant from 
purchasing a WIC-approved item if it is not marked as such through the use of a shelf tag or other WIC-
approved identifying marker.  

 
 
602.  Cereal: 

Vendors:  Specifications: 
Small Vendors: 
- At least 4 varieties of approved cereals 
- QTY: At least 72-oz total  

o Package sizes 8-oz to 36-oz  

• Any combination of sizes may be purchased for a total 
weight of less than or equal to the amount prescribed on 
the check 

 

Medium and Large Vendors: 
- At least 8 varieties of approved cold cereals  
- At least 1 type of approved hot cereal  
- QTY: 25 x 8-oz to 36-oz packages  
 

* For example:   
If the prescribed amount is 18-oz, the following 
combinations of products would be allowed: 
• Two 9-oz boxes = 18-oz 
• One 10-oz box + one 8-oz box = 18-oz 
• Two 8-oz boxes = 16-oz 

 
 
603.  Dry Beans and Peas: 

Vendors: Specifications: 
Small Vendors: 
- At least 2 types of dry beans 
- QTY: 2 x 16-oz bags 

• Any brand and type of plain dry beans 
• Varieties such as black beans, black-eye peas, garbanzo 

beans, kidney beans, lima beans, pinto beans, navy 
beans, soybeans, split peas, lentils, great northern beans 

Medium + Large Vendors: 
- At least 3 types of dry beans  
- QTY: 10 x 16-oz bags 
 

 
Varieties NOT Allowed: 
• Organic  
• Beans, soups, or soup mixes with flavor packets 

 
 

http://www.dcwic.org/
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604. Canned Beans:
Vendors: Specifications: 
Small Vendors: 
- At least 2 types of canned beans
- QTY: 10 x 15-oz to 16-oz cans 

• Any brand and variety
• Plain or reduced sodium
• Varieties such as black beans, black-eye peas, garbanzo

beans, kidney beans, lima beans, pinto beans, navy
beans, soybeans, split peas, lentils, great northern beans

Medium + Large Vendors: 
- At least 2 types of canned beans
- QTY: 10 x 15-oz to 16-oz

Varieties NOT allowed:  
• Organic
• Added seasonings, sauce, meat, fat, or oil
• Beans, soups, or soup mixes with flavor packets
• Pork and beans, beans and franks, refried beans, or

baked beans
• Canned green beans, green peas, snap beans, orange

beans, wax beans

605. Peanut Butter:
Vendors: Specifications: 
Small Vendors: 
- At least 2 brands of peanut butter
- QTY: 6 x 16-oz to 18-oz jars

• Any brand
• “Natural” is allowed
• Creamy, Crunchy or Chunky
• Low-fat, reduced-fat, or reduced sodium

Medium + Large Vendors:  
- At least 2 brands of peanut butter
- QTY: 12 x 16-oz to 18-oz jars

Varieties NOT allowed: 
• Organic
• Added jams, jelly, honey, marshmallow, chocolate, or

omega-3
• Peanut “spread”

606. Cheese:
Vendors: Specifications: 
Small Vendors: 
- At least 2 varieties
- QTY: 4-lb total of 8-oz and 16-oz packages

• Any brand allowed
• 8-oz and 16-oz packages
• American, Cheddar, Colby, Monterey Jack, Mozzarella,

Muenster, Provolone or Swiss
• Block, shredded, cubed, or slices
• Kosher is allowed if meets criteria above

Medium + Large Vendors: 
- At least 3 varieties
- QTY: 15-lb total of 8-oz and 16-oz packages

Varieties NOT allowed: 
• Organic or imported (cheese made outside the USA)
• Cheese with flavors, nuts, peppers, or crackers
• String cheese, or individually wrapped slices
• Cheese from the deli
• Cream cheese, cheese spreads or processed cheese

products such as Velveeta
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607. Canned Fish: 
Vendors: Specifications: 
Small Vendors: 
• At least 2 varieties of canned fish 
• QTY: 30-oz total  

• All fish: any brand, packed in water or oil  
• Tuna: chunk-light only, 5-oz to 6-oz cans 
• Pink Salmon: 14.75-oz cans  
• Sardines: 3.75-oz cans 

o  May have sauces or flavorings 
• Mackerel: 15-oz cans 

o North Atlantic, chub (Pacific) or Jack mackerel 
o May have sauces / flavorings such as tomato, 

mustard, or lemon 
Medium + Large Vendors:  
• At least 3 varieties of canned fish 
• QTY: 60-oz total  
 
 

Varieties NOT allowed: 
• Chunk white or solid white (Albacore), yellow fin or 

Tongol tuna 
• Pouches, easy peel sensations, lunch-to-go, tuna or 

salmon creations 
• Individual containers with crackers, bowls, or kits     
• Flavored or seasoned salmon or tuna  
• Red, sockeye, blue back, or smoked salmon  
• Salmon or tuna fillets 
• Kippered snacks or fish steaks 

 
 

608. Cow’s Milk: 
Vendors: Specifications: 
Small Vendors: 
• Cow’s Milk QTY: 6 gallons total 

o 4 gallons low-fat (1%) / fat-free (skim) 
o 2 gallons whole milk  

• Lactose-free QTY: 6 gallons total  
o  4 gallons low-fat (1%) / fat-free (skim) 
o 2 gallons whole milk  

• Evaporated QTY: 4 x 12-oz cans 
• Powdered Milk (3-qt to 5-qt cartons) OR       

UHT Milk (8.4 fluid oz. cartons) QTY: 4 total 

• Any brand 
• Vitamin D Fortified 
• May also carry reduced fat (2%), Buttermilk 
• Type and size of milk is listed on WIC check 

Medium + Large Vendors: 
• Cow’s Milk QTY: 12 gallons total  

o 8 gallons low-fat (1%) / fat-free (skim) 
o 4 gallons whole milk  

• Lactose-free QTY: 6 ½ gallons total  
o 4 gallons low-fat (1%) / fat-free (skim) 
o 2 gallons whole milk 

• Evaporated QTY: 8 x 12-oz cans 
• Powdered Milk (3-qt to 5-qt cartons) OR  
       UHT Milk (8.4 fluid oz. cartons) QTY: 4 total 

Varieties NOT allowed:   
• Organic  
• Rice milk, goat’s milk, milk with added protein, 

sweetened condensed milk, or flavored milk 
• Raw milk 

 

 
 
 
 
 
 



 
       DC WIC Vendor Manual 600. Minimum Stocking Requirements 
 

February 2021   4 

609. Soy Milk: 
Vendors: Specifications: 
Small Vendors: 
• At least 2 selections of approved brands  
• Must stock half gallons AND quarts 
• QTY: 4 x 64-oz cartons  
• QTY: 4 x 32-oz cartons 
 

Approved Brands: 
Refrigerated: 
• 8th Continent Original – 64-oz 
• Silk Plain -  32-oz and 64-oz 
• Great Value - 64-oz  
Shelf-Stable 
• Pacific Foods Ultra Plain- 32-oz  

Medium + Large Vendors:  
• At least 2 selections of approved brands  
• Must stock half gallons AND quarts 
• QTY: 7 x 64-oz cartons  
• QTY: 7 x 32-oz cartons 
 

 
Varieties not allowed:   
• Light or fat-free Soy Milk 
• Flavored Soy Milk 

 
  
610. Tofu: 

Vendors: Specifications: 
Small Vendors: 
• At least 1 selection 
• QTY: 2 x 8-oz to 16-oz packages 

Approved Brands: 
• Azumaya: Extra Firm, Firm, Silken    
• Giant Nature’s Promise: Organic Firm 
• House Foods: Extra Firm, Medium Firm, Firm 
• Nasoya: Organic Silken, Organic Extra Firm, Organic 

Firm, Lite Firm 
• Safeway O Organics: Extra Firm, Silken, Sprouted Super 

Firm 
Medium + Large Vendors:  
• At least 1 selection 
• QTY: 5 x 8-oz to 16-oz packages 

 
Varieties not allowed:   
• Added fat, sugar, oil, and/or salt 

   
 

611. Yogurt 

Vendors: Specifications: 
Small Vendors: 
• At least 1 selection  
• QTY: 4 x 32-oz containers 
 

• Any brand 
• 32-oz containers 
• Plain, unflavored 
• Low-fat or fat-free (non-fat) 

Medium + Large Vendors: 
• At least 2 selections 
• QTY: 5 x 8-oz to 16-oz packages  

 
Varieties NOT allowed:   
• Organic 
• Greek  
• 2% or whole milk yogurts 
• Flavored, custard style, or drinkable yogurts 
• Multi-packs 
• Accompanying mix-in ingredients such as granola, 

honey, sprinkles, candy, or nuts 
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612. Eggs:
Vendors: Specifications: 
Small Vendors: 
- At least 1 selection
- QTY: 3 x one-dozen cartons

• Any brand
• Grade A eggs
• Medium or Large eggs
• White eggs only

Medium + Large Vendors: 
- At least 1 selection
- QTY: 12 x one-dozen cartons

Varieties NOT Allowed: 
• Organic
• Specialty eggs such as Eggland’s Best, reduced

cholesterol, cage free, or Omega-3
• Brown, powdered, liquid eggs
• Small or extra-large eggs

613. Juice:
Vendors: Specifications: 
Small Vendors: 
• Shelf Stable: 6 containers total

o 48-oz: 1 variety, 3 containers
o 64-oz: 1 variety, 2 containers

• Frozen: 6 containers total
o 11.5-12-oz: 1 variety, 3 containers
o 16-oz: 1 variety, 2 containers

• Approved brands
• 100% juices only
• Must stock 48-oz and 64-oz shelf stable options
• Must stock 12-oz and 16-oz frozen options
• Added calcium and pulp are allowed

Medium + Large Vendors: 
• Shelf Stable: 20 containers total

o 48-oz: 2 varieties, 10 containers
o 64-oz: 2 varieties, 10  containers

• Frozen: 10 containers total
o 11.5-12-oz: 2 varieties, 10 containers
o 16-oz: 2 varieties, 10 containers

Varieties NOT allowed: 
• Organic
• Fresh squeezed
• Refrigerated cartons or any glass bottles
• Fruit cocktails, punch, ades, drinks, nectars, pouches,

beverages, Hi-C, twisters, cider or coolers

614. Infant Cereal:
Vendors Specifications 
Small Vendors: 
• At least 2 selections (1 must be rice)
• QTY: 4 x 8-oz containers

• Only dry, plain, unflavored cereal
• Oatmeal, Rice, and/or Multigrain cereals allowed

Medium + Large Vendors: 
• At least 3 selections (rice, oatmeal, &

multigrain)
• QTY: 8 x 8-oz containers

Varieties NOT allowed:  
• Cereal mixed with fruit, formula or DHA
• Jars or cans of cereal
• Toddler cereals
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615. Infant formulas: 

Vendors: Specifications: 
Small Vendors: 
Similac Advance 
• 12.4-oz powder cans: QTY 15 
• 13-oz concentrate cans: QTY 24 
• 32-oz RTU bottles: 6 
 
Similac Soy Isomil: 
• 12.4-oz powder cans, QTY: 10 
• 13-oz concentrate cans, QTY: 12  
 
Similac Sensitive: 
• 12.5-oz powder cans. QTY: 10  

Notes: 
Food vendors are not required to stock formula options 
other than those listed here. The name of the standard 
formula, form (powder, concentrate, or RTU), and package 
size will appear on the face of the check. 

  
 

Medium+ Large Vendors:      
Similac Advance: 
• 12.4-oz powder cans, QTY: 18  
• 13-oz concentrate cans, QTY 24 
• 32-oz RTU bottles: 6  
 
Similac Soy Isomil: 
• 12.4-oz powder cans, QTY: 12 
• 13-oz concentrate cans, QTY 6 
• 32-oz RTU bottles: 6  
 
Similac Sensitive 
• 12.5-oz powder cans, QTY: 18 
• 32-oz RTU bottle: 6 

 
Notes:  
Each non-pharmacy vendor is required to secure “out of 
stock” infant formula requested by a WIC customer within 
24 hours. Attempts should be made to provide the 
products as soon as possible. Stores will be sanctioned if 
participants, after making repeated trips to the store, are 
unable to redeem checks for standard WIC formulas. 
 
Refer to the DC WIC Formula Guide for more information 
on DC WIC-approved formulas and medical foods, and find 
the current list of DC WIC Approved Formula Suppliers 
(from whom you may purchase your formula inventory) at 
www.dcwic.org or contact the State Agency.  

 
 
616. Infant Meats: 

 Vendors: Specifications: 
Small Vendors: 
• At least 1 selection 
• QTY: 16 x 2.5-oz jars 
  

• Any Brand 
• Single meat ingredient (chicken, turkey, beef, lamb, 

veal, or ham) 
• Can be in gravy or broth 
 

Medium + Large Vendors: 
• At least 2 selections 
• QTY: 16 x 2.5-oz jars 
 

Varieties not allowed:   
• Organic 
• Added DHA 
• Added vegetables, fruit, rice, cereal or pasta 
• Dinners, meat sticks, soup, or stew 

 
 
 
 
 
 
 
 

http://www.dcwic.org/
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617. Infant Food Fruits and Vegetables: 

 
 
618.  100% Whole Grains: 
All whole grain items are in 16-oz (1 lb.) package sizes, and may be substituted among each other. 

 
Brown Rice and Barley 
Vendors Specifications 
Small Vendors: 
• At least 1 selection  
• QTY: 4 x 16-oz packages 

• Any brand 
• Must be plain 
• May be regular, quick-cooking, or instant 

 
Medium + Large Vendors: 
• At least 1 selection 
• QTY: 10 x 16-oz packages 

Varieties not allowed:  
• Organic  
• Added seasonings, flavor, sauce, sugar, vegetables, fat, 

oil, or salt                         
• Precooked in pouch, boil-in-bag 
• Mixes with any other type of rice                                                           

 
Whole Oats  
Vendors: Specifications: 
Small Vendors: 
• At least 1 selection of approved brands 
• QTY: 3 x 16-oz packages 

Approved Brands:  
• Mom’s Best Naturals  

o Quick Whole Oats 
o Old Fashion Oats 

Medium + Large Vendors: 
• At least 1 selection of approved brands 
• QTY: 5 x 16-oz packages 

 

 
Varieties not allowed   
• Organic  
• Individual packets  

 
 

Vendors Specifications: 
Small Vendors: 
• Baby food fruits: at least 2 selections 

QTY: 16 x 4-oz jars 
• Baby food vegetables: at least 2 selections 

QTY: 16 x 4-oz jars  
 

• Any brand, any stage  
• Texture may range from strained to diced 
• Plain vegetables and fruits 
• Single vegetable or single fruit ingredient 
• Combinations of single vegetables (example – peas 

and carrots)  
• Combinations of single fruits (example – bananas, 

apples and pears) 
• Multi-packs of two 4-oz jars are allowed 
 

Medium + Large Vendors:  
• Baby food fruits: at least 2 selections 

QTY: 32 x 4-oz jars 
• Baby food vegetables: at least 2 selections 

QTY: 32 x 4-oz jars  
  

Varieties not allowed:   
• Organic or Natural 
• Added DHA 
• Toddler foods  
• Added meat, rice, yogurt, pasta, or cereal including 

granola or oatmeal Added sugars, starches, or salt  
• Dinners, desserts, soup, stew or mixtures 
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Whole Grain Breads 
Vendors: 
Small Vendors: 
• At least 1 selection of approved brands 
• QTY: 4 x 16-oz package 

Medium + Large Vendors: 
• At least 2 selections of approved brands 
• QTY: 8 x 16-oz packages 

Approved Brands:  
• Arnold  

o 100% Whole Wheat Burger Rolls 
o Nature’s Harvest 100% Whole Wheat 

• Essential Everyday 100% Whole Wheat 
• Giant  

o 100% Whole Wheat 
o Stone Ground 100% Whole Wheat  

• Harvest Pride 100% Whole Wheat 
• Hauswald’s 100% Whole Wheat Bread 
• Merita 100 % Whole Wheat 
• Nature’s Own  

o 100% Whole Wheat with Honey 
o 100% Whole Wheat Sugar Free 

 
• Roman Meal Sungrain 100% Whole Wheat 
• Shopper's 100% Whole Wheat Bread 
• Sara Lee Classic 100% Whole Wheat Bread 
• Safeway Kitchens 100% Whole Wheat 
• Schmidt Old Thyme  

o 100% Whole Wheat Bread 
o 100% Whole Wheat Hotdog Rolls 
o 100% Whole Wheat Hamburger Rolls 

• Weight Watcher’s 100% Whole Wheat 
• Wonder Bread 100% Whole Wheat 

Varieties not allowed: 
• Multigrain 
• Double fiber bread 

 
• Contains cinnamon, nuts, raisins, or fruit 
• Organic 

 
 

Whole Wheat Pasta 
Vendors: 
Small Vendors: 
• At least 1 selection of approved brands 
• QTY: 4 x 16-oz packages 

Medium + Large Vendors: 
• At least 2 selections of approved brands 
• QTY: 10 x 16-oz packages 

Approved Brands:  
• Essential Everyday  

o Whole Wheat Macaroni 
o Whole Wheat Penne  
o Whole Wheat Rotini 
o Whole Wheat Spaghetti 
o Whole Wheat Thin Spaghetti  

• Harris Teeter Brand 
o Whole Wheat Capellini 
o Whole Wheat Fusilli  
o Whole Wheat Penne  
o Whole Wheat Rigatoni\ 
o Whole Wheat Spaghetti 

• Safeway O Organics  
o Whole Wheat Rotini 
o Whole Wheat Spaghetti 

 
• Racconto  

o Whole Wheat Capellini\ 
o Whole Wheat Elbows  
o Whole Wheat Farfelle  
o Whole Wheat Penne Rigate 
o Whole Wheat Rotini 
o Whole Wheat Spaghetti 
o Whole Wheat Linguine  

• Ronzoni  
o Whole Grain Penne Rigate 
o Whole Grain Spaghetti 
o Whole Grain Thin Spaghetti 
o Whole Grain Linguini 
o Whole Grain Rotini 

Varieties not allowed for Whole Wheat Pasta:   
• Added fats, oils, sugars, or salt 

 
• Mixtures with meat, cheese, or added ingredients 
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Tortillas 
Vendors: 
Small Vendors: 
• At least 1 selection of approved brands 
• QTY: 4 x 16-oz package 

Medium + Large Vendors: 
• At least 2 selections of approved brands 
• QTY: 8 x 16-oz packages 

Approved Brands:  
• Celia’s  

o Whole Wheat  
o Yellow Corn  

• Chi Chi’s 
o Whole Wheat Fajita 

• Everyday Essential 
o Soft White Corn 
o Whole Wheat  

• Giant  
o White Corn  
o Whole Wheat  

• Giant Nature’s Promise 
o Whole Grain Wheat 
o Whole Grain Corn 

 
• Guerrero 

o White Corn 
o Whole Wheat 

• La Banderita 
o White Corn  
o Grande Forn 
o Whole Wheat Fajita 

• La Burrita - 8” Yellow Corn 
• Mi Casa - 100% Whole Wheat 
• Mission  

o Whole Wheat 
o 6” Yellow Corn 

• Ortega - Whole Wheat 

Varieties not allowed: 
• Organic 
• White flour tortillas 

• Flavored tortillas (lime, sun-dried tomato) 
• Fried tortillas, tortilla chips, “hard shell” tortillas or taco 

shells  
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619. Vegetables and Fruits: to be purchased with Cash Value Checks (CVCs) 
All Vendors:  
• At least 2 selections each of fresh, frozen, and canned fruits 
• At least 2 selections each of fresh, frozen, and canned vegetables 

Small Vendors: Medium and Large Vendors: 
• Fresh fruits and vegetables, QTY: 8-lb  
• Frozen vegetables and fruits, QTY 8-lb 
• Canned fruits and vegetables, QTY: 14 cans 
 

• Fresh fruits and vegetables, QTY: 16-lb  
• Frozen vegetables and fruits, QTY 16-lb 
• Canned fruits and vegetables, QTY: 30 cans 
• Dried fruits and vegetables, QTY: 3-lb 

 
Approved Fresh Vegetables and Fruit:   
• Plain vegetables and fruits 
• Whole, cut, or loose  
• Bagged or plastic package 
• Any potato 
• Organic 
 

Varieties not allowed:   
• Salad bar items, party platters / trays, fruit baskets 
• Salad kits with nuts, fruit, croutons, meat, dressing  
• Fruit or vegetables with dips, butter, or sauces 
• Decorative vegetables and fruits such as chili peppers or 

garlic on a string, gourds, painted pumpkins 
• Spices, herbs, or edible blossoms of flowers 
• Blueberry (or any) muffins, and other baked goods 

Approved Frozen Vegetables and Fruit:   
• Plain vegetables and fruits without added 

oils, fats, or sugars 
• Any beans 
• Bag or box 
• Any brand or size 
• Organic 

Varieties not allowed:   
• Added sugar, fat, or artificial sweeteners 
• Vegetables with meat, nuts, potatoes, rice, or pasta 
• Vegetables with breading, fried, sauces, cream, cheese, 

seasoned, or teriyaki sauce 
• Fruit bars, fruit popsicles, Italian ice, fruit blends, sorbets 
• Sweet potato pancakes or sweet potato fries 

Approved Canned Vegetables and Fruit:   
• Plain varieties 
• Reduced-sodium, low-sodium or no-salt 

added vegetables only  
• Immature beans such as green beans, 

green peas, snap beans, wax beans, 
succotash (lima beans and corn) 

• Fruit packed in water, unsweetened fruit 
juice, unsweetened fruit juice concentrate 

• Applesauce without added sugar 
• Any brand or size 
• Metal, glass, or plastic jar 
• Organic 

Varieties not allowed:   
• Fruit in syrup or with added sugars or artificial sweeteners 
• Regular canned vegetables (full sodium) 
• Cranberry sauce, pie fillings 
• Yams or sweet potatoes 
• Spaghetti or pizza sauces 
• Vegetables with meat, nuts, potatoes, rice, or pasta 
• Soup, ketchup, relishes, olives, or other condiments 
• Pickled (sauerkraut, 3 bean salad, sweet & sour cabbage), 

creamed vegetables (corn), marinated vegetables or 
vegetables in brine (olives) 

• Mature beans such as those allowed in section 604 

Approved Dried Vegetables and Fruit:   
• Plain vegetables and fruit without added 

oils, fats, or sugars 

Varieties not allowed:   
• Dried fruit or vegetables with added sugars, fats, or oils 
• Fruit leathers or roll ups with added sugars, fats, or oils 

Not allowed for fresh, frozen, canned and dried vegetables and fruits: 
 

Sugars - includes sugar, high fructose corn syrup, corn syrup, honey, maple syrup, syrup, molasses, dextrose, 
fructose, maltose, lactose, sucrose, sugar cane, sorbitol, mannitol, xylitol, cane syrup 

 
Fats - includes oils (soybean, cottonseed, olive, canola, partially hydrogenated oils, etc.) butter, margarine 

 
Artificial Sweeteners – includes sucralose, Splenda, NutraSweet, aspartame, acesulfame potassium, saccharin, 
stevia 
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701. Purpose of Vendor Monitoring: 
 
To maintain program integrity, the WIC State Agency has implemented an on-going vendor 
monitoring and corrective action system. This system is designed to prevent and detect fraud and 
abuse, and to ensure compliance with Federal Requirements.  

 
The State Agency is responsible for monitoring vendors to determine their compliance with Program 
regulations and vendor agreements. Investigations, which are a component of vendor monitoring 
activities, may remain open from a period of 30 days to one year. State Agency investigations 
include, but are not limited to: 
 

• Eligibility criteria reviews (pre-authorization monitoring) 
• Routine monitoring review  
• Educational visits 
• Formula inventory audits 
• Compliance buys 

 
The State Agency must notify a vendor in writing when an investigation reveals an initial violation. A 
pattern of two (2) violations must be established in order to impose a sanction. If a vendor is 
currently under investigation, the State Agency may determine that notifying the vendor may not be 
warranted if it is believed that this may compromise the investigation. 
 
702. Routine Monitoring Visits 
 
The State Agency will monitor no fewer than 5% of authorized vendors per fiscal year. Routine 
monitoring visits may be announced or unannounced. 
 
Objective:  To evaluates a vendor’s compliance with the Vendor Agreement and WIC Program 
regulations. Routine monitoring activities include, but are not limited to: 

 
o Evaluating the store’s sanitary conditions 
o Reviewing shelf prices and WIC shelf labels 
o Verifying compliance with minimum stocking requirements 
o Reviewing CVC and WIC check transaction procedures and redeemed checks on hand 
o Checking expiration dates  
o Checking quality of WIC-approved food items 
o Interviewing the store manager 

 
Findings: 
 

o Immediate feedback will be provided concerning the findings of the visit, with written 
notification provided within two (2) weeks. Vendors should view feedback as an 
opportunity to get answers to questions concerning WIC policies and procedures  

o Results are also sent to the corporate office of chain stores (if applicable) 
o See Attachment 5 - Vendor Monitoring Form for an example monitoring form 

 
Vendor's responsibility: Vendors should be prepared to do the following: 

 
o Discuss possible solutions to problems observed 
o Mutually agree upon corrective action-items for follow up 
o Sign and date the visit summary to document visit and actions taken 

 



 
DC WIC Vendor Manual                                                                         700. Vendor Monitoring    
 

2 
February 2021 

703. Educational Visits: 

Educational Visits are unannounced monitoring visits that end with the State Agency representative 
sharing visit results with the manager to educate on WIC policies and procedures.  
 
Objective:  To monitor performance and train vendors, as needed, on WIC transactions 

 
Findings: 

 
o The State Agency representative will share results and action steps with the vendor, and 

provide technical assistance to resolve identified problems 
o A written summary of the above items is sent to the vendor, and corporate office (if 

applicable), within two (2) weeks  
 

Vendor's Responsibility: 
 

o Discuss findings with the State Agency representative 
o Sign and date the visit summary 
o Implement corrective action, as needed 

 
 
704. Technical Assistance Visits: 
  
Technical assistance visits are conducted upon request to review a problem area and develop 
appropriate solutions. For example, a vendor may request advice on how to ensure cashiers detect 
check errors properly, or how to complete the Corrective Action Follow-up Report. 

 
Objective:  To assist the vendor by addressing specific concerns and needs 

 
Findings:  A written summary is provided within two (2) weeks of the visit 

 
Vendor's Responsibility:  Inform the WIC State Agency of actions taken 
 
 
 
705.  Compliance Investigations: 

 
1. Compliance Buys are covert, on-site investigations in which a representative of the Program 

poses as a participant, parent or caretaker of an infant or child participant, or proxy, and 
transacts one or more WIC checks without revealing during the visit their identity as a 
representative of DC WIC. 
 
Compliance buys will be performed on at least 5% of all authorized vendors each fiscal year. 
Vendors deemed high risk will be first priority for compliance buys, followed by non-high risk 
vendors suspected of fraud or abuse. Buys may consist of the purchase of a full or partial food 
package, purchase of multiple items or one food, or the use of CVC checks. 

 
 Objectives: 
 
o Determine the degree of vendor compliance with WIC Program regulations 
o Verify suspected fraud or abuse 
o Gather evidence of fraud or abuse 
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         Findings: 
 
o The State Agency will notify a vendor in writing of the type of violation(s) committed 
o If the same violation(s) occurs more than twice in a compliance investigation, the store 

will be sanctioned and/or applied a civil money penalty based on the violations cited (see 
section 710 for the sanction schedule) 

 
Vendor’s Responsibility 
If abuse or non-compliance is detected during a compliance investigation, the store will be 
sanctioned and required to implement the following corrective actions: 

 
o Document actions taken to resolve and prevent abuse or further non-compliance with 

WIC policies using the Corrective Action Follow-Up Report provided by the State Agency 

o Submit the report to the WIC State Agency within two (2) weeks of receiving notification 
of non-compliance by emailing it to info.vendor@dc.gov.   

2. Formula Inventory Audits are used to identify potential discrepancies between vendors’ 
purchasing records compared to WIC transactions processed at the vendors’ location. 
 
Each fiscal year, a sample of WIC authorized vendors deemed high-risk shall be selected for 
formula inventory audits. The State Agency shall verify that the stores’ formula purchases, WIC 
redemptions, and inventory invoices within a one-month period correlate with each other, and 
ensure that formulas are being purchased from DC WIC-approved suppliers.  
 
Objectives: 
 

o Examine discrepancies, if any, between vendor’s reported formula sales and actual 
quantity of formula purchased with WIC checks 

o Ensure vendors are purchasing formula from DC WIC-Approved suppliers 
o Gather evidence of fraud or abuse regarding infant formula 

 
      Findings:  
 

o The State Agency will notify the vendor in writing of the results of the audit, and of any 
follow-up actions required 

o Stores whose purchase records do not support the quantity of WIC sales for a standard 
contract formula based on redeemed WIC checks, or who purchased infant formula from 
non-approved suppliers, shall be sanctioned and/or disqualified from the WIC Program 

 
Vendor’s Responsibility: If abuse or non-compliance is detected, the store will be sanctioned and   
required to implement the following corrective actions: 

 
• Document actions taken to resolve and prevent abuse or further non-compliance with WIC 

policies using the Corrective Action Follow-Up Report provided by the State Agency 

• Submit the report to the WIC State Agency within two (2) weeks of receiving notification of 
non-compliance by emailing it to info.vendor@dc.gov.  

 
 
 
 
 

mailto:info.vendor@dc.gov
mailto:info.vendor@dc.gov
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706. USDA Monitoring:  
 
Periodically, the USDA Mid-Atlantic Regional Office (MARO) conducts a review of vendor 
management and food delivery system activities to monitor compliance with federal WIC regulations 
in the District of Columbia WIC Program. During these reviews, a USDA representative may perform 
routine monitoring visits on authorized WIC vendors to provide comments and recommendations to 
the State Agency.  In turn, the State Agency will share USDA findings and discuss required action 
steps with the vendor if violations were detected.  
 

707. Detection of Check Errors: 

All CVCs and WIC checks are processed through the WIC Banking system and will be reviewed for 
check errors. Checks may be rejected for non-payment if they exhibit the following check errors: 

 
• Redeemed outside of valid use dates 
• No dollar amount written on check 
• Missing signature 
• Alteration of food items on check or date 
• Alteration of purchase amount conducted incorrectly 
• No vendor stamp 
• Invalid vendor stamp 
• Over the maximum price (also known as the Not To Exceed, or NTE, amount) 
• Late deposit (more than 60 days past “first date to use”) 
• Encoding error 

 
Rejected CVCs and WIC checks may be paid when resubmitted based on the guidelines found in 
Section 800 – Revalidation of WIC Checks. Checks rejected for the following reasons may be subject 
to revalidation: 

 
o Altered amounts completed incorrectly   
o Checks over the maximum 
o Missing vendor stamp 
o Checks reported as stop payment due to lost/stolen status 
o Checks printed with an alignment flaw 
o Checks processed correctly but rejected by the bank 

 
 
708. High Risk Designation and Implications 
 
DC WIC’s CARES software system generates vendor monitoring reports that detect high-risk vendors. 
A vendor may be designated as “High Risk” for the following reasons.  
 

1. Based on number of checks rejected for check errors 
a. “Check error rate” is the ratio of the number of WIC checks rejected for errors to the 

total number of WIC checks redeemed. 
b. Check error rates will be assessed each quarter, with high risk criteria being: 

i. Medium and Large Vendor Peer Group stores: greater than or equal to 1% 
ii. Small Vendor Peer Group stores: greater than or equal to 1.5% 
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2. Based on charges over the NTE 
a. Charges over the NTE occur when 1) purchase amounts exceed the MARL for a given 

type of WIC check; 2) charges exceed the vendor’s shelf prices; 3) charges exceed 
those charged to other customers.  

b. Data will be evaluated each quarter, with the following criteria leading to a high-risk 
designation:  
 

i. Medium and Large VPG stores: If the dollar amount of checks rejected is 4% 
or more of the total paid by the WIC program 

ii. Small VPG stores: If the dollar amount of checks rejected is 6% or more of 
the total paid by the WIC program 

 
3. High Mean - Peer group redemption and percentage comparisons: 

a. A store’s average prices are found to be extremely high when compared to other 
stores in their peer group 

b. The Flagged Food Instrument (FI) Report determines the MARL for vendor peer 
groups and provides a monthly summary of each vendor’s prices for selected check 
types compared to other vendors in the peer group 

c. A store who generates prices 25% or more higher than those of its respective peer 
group’s prices will be deemed high risk 
 

4. Low Variance – 
a. A store whose WIC check redemption values exhibit an extremely small amount of 

variation may be deemed high-risk 
 

5. Other high risk criteria: 
a. Disqualification from another USDA FNS program, such as SNAP 
b. Complaints reported by WIC Staff or participants related to fraud or civil rights 

violations, and substantiated by the State Agency  
c. Receipt of a civil money penalty (see section 713) in lieu of program disqualification 

 
Notification of High-Risk Rating: 
 
The State Agency will notify a vendor in writing when an investigation reveals an initial incidence of a 
violation for which a pattern of incidences must be established in order to impose a sanction, before 
another such incidence is documented, unless the State agency determines, in its discretion, on a 
case-by-case basis, that notifying the vendor would compromise an investigation.  
 
 
709. How to Prevent Overcharges: 
 
Overcharges are charges in excess of the NTE amount for each type of WIC and CVC check. 
 
Overcharges result from a vendor intentionally or unintentionally charging the State Agency more for 
authorized supplemental foods than what is permitted under the vendor agreement. 
 
The vendor agreement states that a vendor will charge the WIC Program the current shelf price or 
less than shelf price (i.e. sale item or coupon item) charged to other customers. It is not an 
overcharge when a vendor submits a CVC or WIC check for redemption and the State Agency makes 
a price adjustment to the voucher. 
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Overcharge information is compiled and analyzed for each vendor on a monthly basis for charges 
over the NTE amount for the check type, according to vendor peer group. 

 
The following steps must be performed to ensure that the WIC State Agency has current pricing 
information for WIC-approved food items and special formulas: 

 
• Submit the Quarterly Food Price List for WIC-approved food items (food retailers) to reflect 

current prices for WIC food items 

• Submit the Quarterly Formula Price List for special formulas (pharmacies) to reflect current 
prices for WIC special formulas 

• If substantial changes in prices of WIC food items or special formulas occur after a Quarterly 
Food or Formula Price List is submitted, update the necessary price list(s) and Submit to the 
State Agency prior to implementing changes 

Following these steps greatly reduces the likelihood of incurring overcharges. If a vendor overcharges 
the WIC Program, the WIC State Agency will take the following actions: 

 
o The checks will be rejected by the State Agency’s bank  

o The State Agency’s bank will reimburse the vendor for the NTE amount allowed per 
check type for their respective peer group or price category 

o These NTE amounts are paid through an Automated Clearing House (ACH) payment 
 
 
710. Vendor Claims 
 
The State Agency may issue a claim and bill a vendor for payments already made to the vendor in 
error, or upon detection of a Program violation that affects payment to the vendor. The State Agency 
may establish a claim for the full purchase price of each voucher that contained the vendor 
overcharge or other error.  
 
Other errors (violations) include, but are not limited to: 

• Transacting or redeeming CVCs and WIC checks outside the valid dates 
• Redeeming unsigned CVCs and WIC checks 
• Redeeming CVCs and WIC checks with alterations in the date, food quantity, description, or 

participant information 
 
When a claim is established, the State Agency will provide the vendor with an opportunity to justify 
or correct the vendor overcharge or other error. The vendor will have 14 days from the date of State 
Agency notification to take action on the claim. If satisfied with the justification or correction, the 
State Agency must adjust the proposed claim accordingly. The State Agency must obtain approval 
from the U.S. Department of Agriculture Mid-Atlantic Regional Office (MARO) to adjust claims that 
exceed $500.00 for CVCs and WIC checks redeemed after the expiration date.  
 
The Vendor will have 30 calendar days to pay the claim. Failure to pay the claim shall result in future 
payments being withheld to offset the amount of the claim.  
 
 
 
 
 
 



 
DC WIC Vendor Manual                                                                         700. Vendor Monitoring    
 

7 
February 2021 

711. State Agency Established Violations and Sanctions:  
 
The WIC State Agency has established a sanction system as a means to deter vendor abuses or 
violations. According to the Code of Federal Regulations (CFR), a vendor violation is defined as any 
intentional or unintentional action of a vendor’s current owners, officers, managers, agents, or 
employees (with or without knowledge of management) that violates the vendor agreement or 
Federal or State statues, regulations, polices, or procedures established by the Program. 
 
The sanction system provides a means to monitor the level of abuse by each authorized store, and an 
objective method for applying penalties and corrective actions when abuse occurs. A vendor will be 
notified after the first instance that a violation has been observed by the State Agency. The State 
agency may consider a compliance investigation complete when two compliance buys have been 
conducted in which no serious vendor violations that would trigger a mandatory sanction are 
detected. 
 
When the WIC State Agency determines that a pattern of violations (two or more instances of the 
same violation) is established for any State-established Program violations, a sanction will be applied. 
The sanction for the first established pattern of violations is an administrative fine. The fine will be 
doubled if a second pattern of violations is established within the same contract period. The vendor 
will be subject disqualification if a third pattern of violations is established. 
 
Notification of Violations, and Corrective Action Plans (CAPs): 
 
The State Agency will notify a vendor in writing when a monitoring visit or investigation reveals an 
initial incidence of a violation for which a pattern of incidences must be established in order to 
impose a sanction, before another such incidence is documented, unless the State agency 
determines, in its discretion, on a case-by-case basis, that notifying the vendor would compromise an 
investigation 
 
The State Agency will also notify a vendor in writing when a pattern of violations has been 
established and a sanction is to be imposed, informing them of any administrative fines assessed, 
how to pay said fines, and of their right to a fair hearing. 
 
These written notifications will include a Corrective Action Plan (CAP) outlining violations observed, 
and will include space for the vendor to detail how they will resolve these violations through 
corrective actions. The vendor shall complete the (CAP) within two (2) weeks of communication from 
State Agency. The vendor must document the corrective actions taken and submit that 
documentation to the State Agency within 30 days of the submitting the CAP. 
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State Agency established Program violations are grouped into two (2) categories: 
 

I. Minor Abuses 
Abuses   
1. During WIC transactions, the vendor: 

a. Does not offer participant the same courtesies offered to other customers; such as honoring 
coupons and store discounts 

b. Requires participant to purchase a store brand WIC food item 
c. Compels participant to buy quantities of food less than what is listed on their WIC check 
d. Does not allow participant to purchase approved food items listed on their WIC check 
e. Accepts CVCs / WIC Checks before or after the valid period on the check 
f. Accepts altered CVCs / WIC checks 
g. Requests signature before the purchase amount is written on the CVC / WIC check 
h. Alters CVCs / WIC Checks (other than allowable price corrections) 
i. Performs price correction incorrectly  
j. Fails to check the WIC Identification folder 
k. Fails to provide sales receipt following WIC transactions 

 
2. During Program operations, the vendor: 

a. Does not submit a Quarterly Food Price List for all WIC food items 
b. Shelf prices do not match the Quarterly Food Price List  
c. Does not display shelf labels for WIC approved foods  
d. Does not keep WIC reference materials on hand in the manager’s office or at cash registers 
e. Does not display WIC decal or sign in a place conspicuous to the public  
f. Does not store WIC approved foods in adequate temperature range 

 
Sanctions 

• 1st pattern: $500 administrative fine 
• 2nd pattern: $1000 administrative fine  
• 3rd pattern: Termination of the vendor agreement  

Note – Failure to make scheduled payments on monetary sanctions will result in termination from the 
Program. These fines will remain on the vendor’s record and must be settled before future 
authorization in the Program. 

Corrective Action 
• Pay the administrative fine; or termination of the agreement, and/or complete the 

waiting period; or pay a Civil Money Penalty (CMP) in lieu of disqualification. (See 
Section 714 for more details on CMPs) 

• Complete a CAP detailing how the violation will be resolved within two (2) weeks 
of communication from State Agency (see Corrective Action Plans, page 7). 

Note – Failure to follow through with the CAP will result in termination from the Program. 
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II. Major Abuses 
Abuses: 
1. During WIC transactions, the vendor: 

a. Requires participants to use a separate checkout line  
b. Does not accept the WIC ID folder as sole proof of identity 
c. Does not accept other forms of tender for remaining CVC transaction balances 
d. Does not honor valid CVCs / WIC checks 
e. Attempts to limit the number of checks a participant spends  
f. Charges participants a service fee or requires them to pay additional cash for food purchased  
g. Does not permit participants to redeem CVC / WIC checks without making other purchases 
h. Suggests participant give away excess food when not all items listed on WIC check are 

purchased 
i. Issues participant a “rain check” because a WIC food item was out-of-stock  
j. Contacts a participant to request they return to the store to rectify a check error 

  
2. During Program operations, the vendor: 

a. Refuses to secure “out of stock” standard infant formula within the required 24-hour period 
b. Pharmacy vendor fails to supply special formula within the required 48-hour period 
c. Fails to purchase formula from a DC WIC-approved formula supplier  
d. Fails to meet minimum stocking requirements for DC WIC authorized foods  
e. Stocks and sells food items beyond the manufacturer’s expiration date  
f. Fails to comply with WIC monitoring procedures  
g. Store premises are not maintained in a sanitary condition  
h. Fails to submit annual copy of state-approved health inspection  
i. Fails to keep WIC participant information confidential 
j. Uses WIC acronym and logo in a way that violates the Vendor Agreement (see Section 311) 

 
3. Other; the vendor: 

a. Provides cash to participant for returned WIC food items  
b. Provides participant with cash back from CVC / WIC check  
c. Collects sales tax on WIC approved food items  
d. Seeks restitution from participant for rejected checks not paid by the State Agency  
e. Discriminates against WIC participants based on sex, race, color, age, disability or national 

origin (Civil Rights violations) 
f. Does not ensure that store employees who are WIC participants do not process their own 

redemption of CVCs / WIC checks  
g. Fails to cooperate with WIC monitoring procedures 

 
Sanction:  

• 1st pattern: $1000 administrative fine 
• 2nd pattern: $2000 administrative fine   
• 3rd pattern: Termination of vendor agreement 

Note – Failure to make scheduled payments of monetary sanctions will result in termination from the 
Program. These fines will remain on the vendor’s record and must be settled before future 
authorization in the Program. 

Corrective Action: 
• Pay the administrative fine; or terminate the vendor agreement, and/or complete the 

waiting period; or pay a Civil Money Penalty (CMP) in lieu of disqualification. 
• Submit a CAP within two (2) weeks of receiving written notification from the State Agency. 

Note – Failure to follow through with the CAP will result in termination from the program. 
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712. Federally Established Violations and Mandatory Sanctions 
 

I. Mandatory Sanctions 
Description 
The following violations require mandatory sanctions as established by the Code of Federal 
Regulations (CFR), per the Food and Nutrition Services (FNS) branch of the United States Department 
of Agriculture (USDA), which governs the WIC Program. Violations are grouped by applicable sanction.  
 
1. Abuses which warrant a 1-year disqualification: 

  
a. A pattern of providing unauthorized food items in exchange for CVCs or WIC checks, including 

charging for supplemental foods provided in excess of those listed on food instrument  
b. A pattern of providing prohibited incentive items to customers 

 
2. Abuses which warrant a 3-year disqualification: 

 
a. One incidence of the sale of alcoholic beverages or tobacco products in exchange for CVCs or 

WIC checks  
b. A pattern of claiming reimbursement for the sale of a specific item which exceeds the store’s 

documented inventory of that item during that specific period of time 
c. A pattern of vendor overcharges 
d. A pattern of receiving, transacting, and/or redeeming CVCS or WIC checks outside of the 

authorized channels, including the use of unauthorized vendor and/or an unauthorized 
person 

e. A pattern of charging for supplemental foods not received by participants 
f. A pattern of providing credit or non-food items other than alcoholic beverages, cash, 

firearms, ammunition, explosives, or controlled substances in exchange for CVCs or WIC 
checks 

 
3. Abuses which warrant a 6-year disqualification: 

  
a. One incidence of buying or selling CVCs or WIC checks for cash 
b. One incidence of selling firearms, ammunition, explosives, or controlled substances in 

exchanged for CVCs or WIC checks 
 

 
II. Second Mandatory Sanctions 

Description  
When a vendor who was previously assessed a sanction for any Federally Mandated violations 
listed in table I of section 712 receives another sanction for any of these violations, the State 
Agency must double the second sanction. A CMP may only be doubled up to the limits allowed by 
the USDA (see section 714.c). 

 
III. Third or Subsequent Mandatory Sanctions 

Description 
When a vendor who was previously assessed two or more sanctions for any Federally Mandated 
violations listed in Table I of section 712 receives another sanction for any of these violations, the 
State agency must double the third sanction and all subsequent sanctions. The State Agency may 
not impose CMP in lieu of disqualification for third or subsequent sanctions for violations listed in 
Table I of section 712.  
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IV. Permanent Disqualification  
Description: 
The State Agency must permanently disqualify any vendor convicted of:  

• Trafficking in CVCs or WIC Checks 
• Selling firearms, ammunition, explosives, or controlled substances in exchange for CVCs 

or WIC checks 
 
A vendor is not entitled to receive any compensation for revenue lost as a result of such a 
violation. The State Agency may impose a CMP in lieu of disqualification if: 
 

1. The vendor can prove that at the time of the violation, they had a policy and program in 
effect to prevent trafficking 

2.  The State Agency determines that disqualification of the vendor would result in 
inadequate participant access 

 
 
 
713. Vendor Disqualification Information 
 
Disqualification based on a SNAP disqualification: 
 
The State Agency must disqualify a vendor who has been disqualified from SNAP. The disqualification 
must be for the same length of time as SNAP disqualification, may begin at a later date than SNAP 
disqualification, and is not subject to administrative or judicial review under the WIC Program. 
 
Voluntary withdrawal or non-renewal of agreement: 

 
The State Agency may not accept voluntary withdrawal of the Vendor from the Program as an 
alternative to disqualification for any Federally established violations (see section 711), and must 
enter the disqualification on the Vendor’s record. In addition, the State Agency may not use non-
renewal of the vendor agreement as an alternative to disqualification. 

State Agency established disqualifications: 
 

• The State Agency may determine that disqualification of a vendor would result in inadequate 
participant access. In this case, the State Agency may impose a Civil Money Penalty (CMP) in lieu 
of disqualification (see section 714). If the vendor fails to pay the CMP by the terms established 
by the State Agency, the State Agency will rescind the CMP and the disqualification will be 
imposed. 

•  Once the State Agency determines that disqualification is the appropriate sanction, the vendor 
will have 30 days from receipt of the notice of disqualification to file a fair hearing request (see 
section 900 for more information) 

• During disqualification, participants may not redeem CVCs or WIC checks at these stores 

• A disqualified vendor may apply for reauthorization after the disqualification period has ended 
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714. Civil Money Penalty (CMP): 
 
This policy explains the conditions under which the State Agency may assess a CMP against an 
abusive WIC vendor in lieu of disqualification, and the method to determine the amount of the CMP. 
These determinations will be made by the State Agency on a case-by-case basis. 
 
If the State Agency determines that disqualification of the vendor would result in inadequate 
participant access, the State Agency must impose a CMP in lieu of disqualification. The State Agency 
may not impose a CMP in situations where the vendor has been assessed a CMP in lieu of 
disqualification by another WIC State Agency. A CMP does not relieve the vendor of financial liability 
for previous compliance issues, such as outstanding overcharges or payments due for sale of 
unauthorized foods, etc. Such outstanding liabilities must be paid in addition to the CMP.  
 
a. When to Offer a Civil Money Penalty: 
 
CMPs will be offered to a vendor in lieu of disqualification only when the State Agency determines 
that disqualification of the vendor would result in inadequate participant access (not just an 
inconvenience or preference). The State Agency will review and document each of its inadequate 
participant access determinations prior to imposing a sanction or making an authorization decision. 
 
A vendor about to be disqualified may not request a CMP in lieu of disqualification; this decision rests 
solely on the State Agency's discretion. A CMP shall not be offered to any vendor more than one time 
during that vendor's contract period. Disqualification would be applied to a second offense. This 
limitation shall apply separately to each location maintained by the vendor in violation. 
 
The application of a CMP shall rely on the vendor's written acknowledgment of an agreement to 
resolve, to the satisfaction of the State Agency, all past violations of the Vendor Agreement and 
other applicable policies and procedures of the WIC Program. If the State Agency determines that 
the vendor has failed to comply fully with any terms and conditions of the Vendor Agreement, the 
State Agency may immediately terminate the vendor.  
 
The application of a CMP shall not be construed as a guarantee of continued participation in the WIC 
Program by the violating vendor, nor shall it be construed to limit the discretion of the State Agency 
in any degree with respect to the imposition of any other penalty against the abusive vendor. 
 
b. Civil Money Penalty Procedures: 
 

1. Once it has been determined that a WIC vendor has committed a pattern of violations for 
which a disqualification must be imposed, the State Agency will review the case to determine 
whether disqualification of the vendor would result in inadequate participant access. This 
review will take place prior to notification of disqualification, so that the vendor will be made 
aware of any alternative sanction options at the time of notification.  

2. If the State Agency determines that a CMP is an appropriate alternative, then the State 
Agency will schedule a conference with the vendor to review:  

• The amount of the alternative CMP 

• The method(s) of payment available to the vendor 

• All compliance issues, not just those that brought about the disqualification 

3. After the conference, the vendor will have 15 days to accept the CMP sanction in lieu of the 
disqualification. 
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Acceptance and payment of a CMP does not relieve the vendor of its obligation to document the 
resolution of any identified problems, nor does it eliminate the possibility of any future sanctions 
being imposed for non-compliance. Past violations settled by the CMP may be considered if 
additional violations of the same nature occur in the future. 

 
c. Calculating the Civil Money Penalty: 
 
All CMPs issued by the State Agency will be calculated using a standard formula; however, the 
penalty shall not exceed $15,306 per abuse, even if the formula indicates that a higher penalty is 
warranted. The formula is as follows: 
 

Step 1. Determine the vendor’s average monthly redemptions for a 6-to-12 month period 
ending with the month immediately preceding that during which the notice of adverse 
decision is dated 
 
Step 2.   Multiply average monthly redemptions figure by 10 percent (.10) 
 
Step 3. Multiply the product of Step 2 by the number of months for which the store would 
have been disqualified. This would be the amount of the CMP provided that the penalty does 
not exceed $15,306 for each violation. 
 
Example: A vendor is notified of a two-year disqualification beginning on October 1st.  A CMP 
in lieu of a disqualification would be calculated as follows:        

 
1. WIC Redemptions per month: 
September $3,500                              2.  Average redemptions, calculate 10%: 

  August  $2,900    $19,650/6 = $3,275 X 0.10 = $327.50       
July  $3,100      
June  $2,800   3. Multiply x # months of disqualification: 
May  $3,600   $327.50 X 24 months = $7,860.00 
April  $3,700 

             $19,650  
 
 
715. Payment of Civil Money Penalties (CMPs) 
 
A CMP is an alternative to disqualification that is only used when the State agency determines, in its 
sole discretion, that disqualification of the vendor would result in inadequate participant access.  All 
CMPs must be paid using the following method as determined by the State Agency: 
 

• A lump sum of the money penalty which must be received on or before the date the 
disqualification was to be effective 

• One payment for the total of the CMP 
• Six (6) installment payments of equal amounts (only for CMPs) 

 
All payments must be made by certified check or money order.  The first installment must be 
received by the State Agency on or before the date of disqualification was to be effective. If 
applicable, subsequent payments must be received on the first day of the month until final payment 
is received. 
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All payments must: 
 

Be made payable to: Be Mailed to: Include: 

DC Treasurer Payments 

DC WIC 
899 North Capitol Street NE 

3rd Floor 
Washington, DC 20002 

 
- Vendor’s Name 
- Store’s WIC ID # 

 
If a vendor fails to make any scheduled installment payment by the due date, the State Agency shall 
disqualify the vendor for the length of the disqualification period corresponding to the violation for 
which the CMP was assessed.  
 
Exceptions to Calculated Civil Money Penalties: 

 
If a violation warrants permanent disqualification, the amount of the CMP shall be $15,692. 

 
• When, during the course of a single investigation, the State Agency determines that a vendor 

has committed multiple violations, the State Agency shall impose a CMP for the most serious 
violation. The total amount of CMPs imposed for all violations investigated as part of a single 
investigation shall not exceed $62,767. 

 
 

716. Incentive Items Policy: 
 
Sections 203(e)(13) of the Child Nutrition and WIC Reauthorization Act of 2004, P.L. 108-265, amends 
Section 7 (h)(14) of the CNA by prohibiting a State Agency from authorizing or making payments to 
vendors, as described below, to provide incentive items or other free merchandise (except food or 
merchandise of nominal value), to program participants unless the vendor provides proof to the 
State Agency that they obtained the incentive items/merchandise at no cost.  
 

1. Vendors may not give away incentive items or other free merchandise unless: 
 

a. The store can prove that the items/merchandise were obtained at no cost 
b. The food or merchandise is of nominal value  

i. Nominal Value = Cost of less than $2.00 per item 
c. The State Agency approves of allowable incentive items in writing: 

i. The vendor must submit a list of incentives, the cost of each item, and 
documentation indicating the cost of each item 

ii. The vendor must submit documentation that items of greater than nominal 
value were provided to the vendor at no cost 

iii. The State Agency must contact the source stated on the invoice(s) to verify 
the information 
 

2. Vendors may not circumvent this restriction by selling an incentive item to a WIC participant 
for less than its cost 

3. Vendors may not provide lottery tickets to participants for free or below face value 

4. Cash gifts to participants are strictly prohibited 

5. Vendors are not permitted to provide services to participants such as transportation, or 
delivery of supplemental foods 
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717. Acceptable Incentive Items: 
 

a. Merchandise obtained at no cost to the vendor and provided to participants without charge, 
subject to documentation 

b. Goods / merchandise of nominal value (per item cost is less than $2); subject to 
documentation 

c. Food sales and specials which involve no cost or only a nominal value for the vendor 
regarding the food items involved AND do not result in a charge to CVC or WIC check  

d. Merchandise or food items involved with a raffle or similar promotion are acceptable if 
obtained by the vendor at no cost or minimal cost 

e. Sales and “specials” for supplemental foods obtained with WIC checks are acceptable if 
certain conditions are met.  Sales and specials include: reduced prices for a period of time, 
buy one/get one free or reduced price, free amounts added to an item by a manufacturer 

f. Manufacturer coupons and store loyalty shopping cards. Sales and specials for supplemental 
foods obtained with CVCs and WIC checks are acceptable if such sales or specials involve no 
cost or only a nominal value for the vendor regarding the food items involved 
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801. Definition of Revalidation 
 
Revalidation is the process whereby the WIC State Agency reviews and approves payment of CVCs 
and WIC checks previously rejected by the WIC bank, at the request of a WIC vendor. If the bank 
returns a check and the vendor feels there is a justifiable reason for revalidating the check, the 
vendor may submit a Revalidation Request to the State Agency along with images of the rejected 
checks.  

 
 

802. Reasons for Revalidation 
 
The following conditions may result in check revalidation: 

 
• The bank rejects a check that was processed correctly 
• The WIC State Agency agrees to revalidate price-altered checks that have no other errors 
• The WIC State Agency placed a “stop payment” on a check 
• A check missing the vendor stamp which contains no other check errors 
• A WIC check rejected for over the maximum allowable amount 
• A check that was printed with an alignment flaw 
 
Note – WIC will readjust payment to reflect the maximum allowable amount per check and make 
a payment through an Automated Clearing House (ACH) payment of the adjusted amount.  

 
 
 
803. Revalidation Policy  

1. Price Altered Checks 
 
a. Vendors may request revalidation of price altered check by providing documentation of 

the actual foods purchased by the WIC participant (both quantity of foods, types and 
cost of each item) with each price altered check submitted.  

b. Each store may submit altered checks monthly 
 

2. Checks over the Maximum 
 

a. WIC checks rejected for over the maximum allowable amount will be readjusted to 
reflect the maximum allowable amount per check and a payment through an ACH 
payment of the adjusted amount will be paid per check to the vendor.  

 
3. Checks Issued Stop Payments 

 
a. The State Agency will revalidate all checks which were issued stop payments, as long as 

there are no other check errors, since the vendor is not at fault for checks rejected due 
to stop payment. 
 

4. Checks Missing the Vendor Stamp 
 
a. The vendor must simply stamp these checks with their DC WIC vendor stamp and 

resubmit them to the bank as soon as possible.  
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804. Revalidation Procedure  
 
Checks returned with no vendor stamp and no other errors may be stamped and resubmitted to the 
bank for payment.  
 
Checks rejected for other reasons listed in section 803 may receive revalidation approval from the 
State Agency. Checks eligible for revalidation must be submitted within 60 days of the first day to use 
shown on the check. This allows time for processing and redeposit. Vendors are responsible for 
initiating requests for revalidation. The process is as follows: 
 

a. Email info.vendor@dc.gov with images of the rejected checks. Include “Rejected 
Checks” and the vendor’s store number in the subject line of the email. 

b. Attach documentation of the correct transaction price of each price-altered check 
listed (if needed) 

i. Documentation may be in the form of a duplicate receipt of a printout from 
the vendor’s automated database.  

ii. Documentation must show the total dollar amount of the purchase, the 
quantity and cost of each food purchased, and the date of the transaction.  

 
The State Agency will process revalidation requests as follows: 
 

1. Send a confirmation email to the vendor within 24 hours that the request was received 
2. Assess the eligibility of each check for revalidation.  

a. If deemed eligible, the State Agency will forward check information to WIC Banking  
b. If deemed ineligible, the check(s) will not be submitted for revalidation 

3. Reply to the vendor with the result of the revalidation request within 10 business days: 
a. Checks were eligible and the vendor will receive payment through the ACH system 
b. Checks were not eligible for revalidation, and why 

 
 
  

mailto:info.vendor@dc.gov
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901. The Right to a Fair Hearing 
 
A fair hearing is a formal procedure in which an authorized vendor or vendor applicant may appeal a 
State Agency decision or action which adversely affects their participation in the WIC Program. A fair 
hearing allows a vendor to present their case to an impartial official who will make a decision.  

 
 
902. Full Administrative Reviews 
 
The State Agency must provide full administrative reviews to vendors who appeal the following 
adverse actions: 

 
a. Denial of authorization based on selection criteria for competitive price, or for minimum 

stocking requirements for authorized foods 
b. A determination that the applicant or vendor is attempting to circumvent a sanction 
c. Imposition of a fine or civil money penalty in lieu of disqualification 
d. Termination of a Vendor Agreement for cause 
e. Disqualification from the Program 

 
 
903. Abbreviated Administrative Reviews 
 
The State Agency must provide abbreviated administrative reviews to vendors who appeal the 
following adverse actions: 

 
a. Denial of authorization based on selection criteria for business integrity 
b. Denial of authorization based on selection criteria if the basis of the denial is a standing WIC 

sanction, a SNAP Program disqualification, or if the applicant was not SNAP-authorized at the 
time of application  

c. Termination of a Vendor Agreement due to change in ownership or location, or cessation of 
operations 

d. Disqualification based on a trafficking conviction 
e. Disqualification based on SNAP Program civil money penalty sanction in lieu of 

disqualification 
f. Civil money penalty imposed in lieu of disqualification based on a mandatory sanction 

imposed by another WIC State Agency 
g. Denial of application based on determination of applicant’s current SNAP authorization 

status 
 
 
904. Adverse Actions Not Subject to Appeal 
 
Vendors may not request fair hearings for the following adverse administrative actions: 

 
a. Expiration of the Vendor Agreement 
b. Validity or appropriateness of State Agency’s vendor selection criteria 
c. Validity or appropriateness of State Agency’s participant access criteria determination 
d. Validity or appropriateness of State Agency’s vendor peer group criteria  
e. State Agency’s determination of whether a vendor has effective policies in place to prevent 

trafficking 
f. Disputes concerning CVC or WIC check payments and vendor claims for reimbursement (other 

than the opportunity to justify or correct a vendor’s overcharge or other check error) 
g. WIC disqualification based upon a SNAP disqualification 



DC WIC Vendor Manual                                                                900. Vendor Rights 
 

February 2021   2 

h. A civil money penalty imposed in lieu of disqualification based on SNAP disqualification 
i. Denial of authorization due to contractual procurement requirements to which the State 

Agency must abide 
j. The State Agency’s determination to include or exclude an infant formula manufacturer, 

wholesaler, distributor, or retailer from the approved infant formula suppliers list 
k. The validity or appropriateness of the State Agency’s prohibition of incentive items 
l. The State Agency’s determination whether to notify a vendor when an investigation reveals 

an initial violation for which an established pattern of violations would result in a sanction 
 

 
905. Submitting a Fair Hearing Request 
 
The State Agency will provide at least 15 days advance written notice of an adverse action, its cause, 
and potential impact. During this time, the vendor has the right to appeal and request a fair hearing. 
Two opportunities for a fair hearing will be provided: one original date and one reschedule. 
 
Fair hearing requests must be submitted to the Office of Administrative Hearing within 15 days of 
receiving the notice of adverse action. A copy of the fair hearing request must be sent to the State 
Agency. Adverse actions include, but are not limited to: denial of application, disqualification, civil 
money penalties, etc.  
 
Include the following details in the fair hearing request: 

 
• Incident which led to the request 
• Persons involved 
• Dates pertinent to the request 
• Specific actions taken to resolve the "problem" 

 
Forward your fair hearing request to: Send a copy of your fair hearing request: 

Office of Administrative Hearing 
One Judiciary Square 

441 Fourth St NW Suite 540 
Washington, DC  20001 

(202) 442-9094 
 

DC Health – WIC State Agency 
Attn: WIC Director 

899 North Capitol St NE, 3rd Fl 
Washington, DC 20002 

Or 
Email it to: info.vendor@dc.gov  

 
The fair hearing shall be scheduled within 60 days of the date the request is received. A written 
notice of the hearing will be sent to all parties involved at least 10 days prior to the scheduled 
hearing date. This fair hearing notice will contain the following information: 

 
• Date, time and location for the hearing 
• Background on the issue(s) for which the hearing is focused 
• Details on the manner in which the hearing will be conducted 
• Information on a vendor’s right to be represented, to verify and present documented 

evidence, produce witnesses, question adverse witnesses, and to examine documents 
and records supporting the action under appeal 

 
 
 

 
 
 

mailto:info.vendor@dc.gov
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906. Denial of a Fair Hearing Request 
 
The State Agency may deny or dismiss a request for a fair hearing due to the following reasons: 

 
a. A request is not received within the period stated above 

 
b. A vendor or representative fails to appear at the scheduled hearing without good cause 

 
c. A vendor or representative withdraws the fair hearing request in writing 

 
d. A vendor was denied participation by a previous hearing, and is unable to provide 

evidence that circumstances relevant to participation in WIC have changed in a way that 
justifies a hearing 

 
e. Reciprocal disqualification from WIC based on disqualification from SNAP 

 
 
907. Scheduling the Fair Hearing 
 
The fair hearing will be held within 60 days of the date on which the hearing request was received. 
Two opportunities to will be provide: the scheduled hearing date, and rescheduled date. 
 
 
908. Conducting the Fair Hearing 
 
The fair hearing shall be conducted by an impartial official who does not have any personal stake in 
the decision, and who was not directly involved in the initial determination of the action being 
appealed. 

 
If a State Agency decision is upheld against the vendor, the vendor may pursue a higher review of the 
decision. If further reviews are unavailable and/or have been exhausted, the vendor has the right to 
pursue judicial review of the decision. 
 
 
909. Reapplication for Authorization 
 
Following a disqualification, a vendor must reapply to participate in the WIC Program again. The 
application procedure is discussed in Section 300 of the Vendor Manual. 
 
Failure to take corrective action will result in denial of the application for authorization. 
 
Disqualified vendors who reapply and are authorized will be monitored at least once per month for 
three consecutive months to ensure continued implementation of corrective action(s), and to 
prevent further abuse of the Program. 
 
 
910. Right to File Complaints 
 
Vendors are encouraged to contact the State Agency directly whenever problems with participants 
are experienced. The Vendor Complaint Form (See Form 6), may be used to file a written complaint.  
Vendors may also contact the State Agency by telephone or email (info.vendor@dc.gov), or through 
the DC WIC website www.dcwic.org. 
 

mailto:info.vendor@dc.gov
http://www.dcwic.org/
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The State Agency will document, investigate, and attempt to resolve each vendor complaint. This will 
include contacting the participant to obtain their perspective on the problem or circumstance. 
 
The local agency where the participant is enrolled will be consulted in this process, and will be 
required to sanction the participant if, and when, appropriate. 

911. Documentation of Complaints 
 
The State Agency will notify vendors in writing regarding actions taken by the State and Local 
Agencies to resolve complaints. 
 
 
912. The Right to Written Guidance 
 
The State Agency will provide the following important information about the program to each vendor: 

 
• A current copy of the Vendor Agreement  

 
• USDA Food and Nutrition Service's Program guidelines and instructions 

 
• A current list of authorized DC WIC foods, with updates as necessary; the DC WIC Vendor 

Manual, and the DC WIC Formula Guide (as needed) 
 
 
913. On-going Technical Support: 
 
The State Agency will make every effort to ensure that each authorized vendor has a successful 
working relationship with the Program. Through intensive yearly training, quarterly Vendor Reports, 
and on-site monitoring visits, vendors will have opportunities to voice their concerns and suggestions 
for making the working relationship with WIC a viable one. 

 
Vendors may contact State Agency vendor management team if there are any concerns about WIC 
foods, policies, or procedures. 

 
The State Agency vendor management team is available for technical assistance on all matters 
related to participation as an authorized vendor. 
 
 
914. Vendor Advisory Group: 
 
The State Agency established a Vendor Advisory Group to help maintain ongoing dialogue and 
collaboration between the State Agency, authorized WIC vendors, representatives of retailer 
associations, and other entities interested in vendor management activities. The Vendor Advisory 
Group meets every quarter, and provides an effective mechanism for strengthening ongoing 
communication and collaboration between the State Agency and the retail vendor community that 
provides supplemental foods and supports WIC participants. 
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This section provides frequently asked questions and solutions to problems that vendors may 
encounter when assisting WIC participants. 

 
 

1001. No WIC Identification Folder: 
 
What should you do if a participant does not have her/his WIC ID Folder, but has other types of 
identification? 

 
• To redeem CVCs and WIC checks, the WIC participant must present a DC WIC ID Folder 

corresponding to the checks they redeem. Vendors must refuse to accept all checks if the 
customer does not have a WIC ID Folder or if their name is not in the WIC ID Folder. 

 
 
1002. Altered Checks: 
 
Should you accept CVCs and WIC checks that have items crossed out and something else written 
over them? 

 
• Do not accept CVCs or WIC checks with altered or removed food items. 

 
• Immediately contact the WIC State Agency and provide the participant’s name, WIC ID 

number, the check number(s), and local agency number. This information can be obtained 
from the top of the check. 

 
 
1003. Complaints Against Participants: 
 
a. How should you handle a WIC participant who becomes abusive to a cashier or other staff 

member because he or she will not allow the DC WIC guidelines to be compromised? 
 

• Contact the State Agency. Provide the participant's name, ID number, and WIC local agency 
assigned. This information can be obtained from the top of the check.  
 

• Follow your store’s policy regarding abusive customers to handle WIC participants who 
become irate and abusive.  

 
State Agency phone: (202) 442-9397 

State Agency email: info.vendor@dc.gov 
 
b. How should you handle WIC participants who attempt to return WIC food items in exchange 

for money, buy unauthorized food items, incorrectly redeem their WIC checks, or who are 
unwilling to follow WIC procedures? 

 
• Vendors should file complaints using the Vendor Complaint Form (Form 7) 

 
• Complete the Vendor Complaint Form and email to info.vendor@dc.govv   

 
1. All vendor complaints are handled by the State Agency and the participant’s local 

agency 
 

mailto:info.vendor@dc.gov
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2. The State Agency will follow up with the store and the participant to resolve the 
complaint within ten (10) business days 

 
3. The State Agency will contact the appropriate local agency clinic for follow-up, if 

necessary 
 

4. The State Agency will determine whether the vendor or participant should receive a 
warning and/or sanction 

 
5. Complaints are documented and resolved using the Vendor Complaint Form 

 
 
1004. Participants Who Cannot Write: 
 
What should you do if you encounter a WIC participant who cannot write their name?  How will 
you know the correct WIC participant is redeeming the WIC checks? 

 
• Since participants must sign the WIC certification form and ID Folder at the clinic, this 

problem would have been detected before the participant reaches the store 
 

• Allow participants who cannot write to make their signature "mark" on the WIC check - this 
“mark” is recognized as the participant’s signature 
 

• Use the WIC ID Folder to verify the participant’s “mark” on the checks 
      
 
1005. WIC Foods Out of Stock: 
 
What should you do if your store is out of a WIC food item? 

 
• DC WIC Authorized vendors are responsible for stocking a sufficient quantity of WIC foods at 

all times, according to the WIC Minimum Stocking Requirements. See section 600 of the 
Vendor Manual and forms 4a_Minimum Stocking Requirements for Medium and Large 
Vendors, or 4b_Minimum Stocking Requirements for Small Vendors, as applicable, for more 
information on Minimum Stocking Requirements.   
 

• Standard contract infant formulas are expected to be stocked to WIC Minimum Stocking 
Requirements at all times – see section 600 of the Vendor Manual and forms 4a_Minimum 
Stocking Requirements for Medium and Large Vendors, or 4b_Minimum Stocking 
Requirements for Small Vendors, as applicable, for more information on Minimum Stocking 
Requirements. (Not applicable to pharmacies) 

 
• While special formulas are not required to be in-stock at authorized pharmacies, these 

pharmacies are required to obtain WIC-approved special formulas and nutritionals within 48 
hours when requested by a participant. (Only applicable to pharmacies) 
 

• If the store is out of a particular WIC food item, the store should: 
 

o Take immediate action to replenish the stock 
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• If the store is out of a standard contract infant formula, store management should obtain the 
number of cans specified on the participant’s WIC check on the same day, if possible (not 
applicable to pharmacies) 
 

o Stores have 24 hours to replenish out-of-stock standard contract infant formulas 
(not applicable to pharmacies) 

 
• Stores reported for not having a sufficient stock of WIC approved food items will be 

sanctioned. Insufficient stocking may be observed and reported by participants, or by State 
Agency representatives performing monitoring visits, compliance buys, educational buys or 
technical assistance visits. (see section 700 of the Vendor Manual for more information). 

 
 
1006. Cents-Off Coupons and Customer Discount Cards: 
 
Can WIC participants use cents-off coupons or customer discount cards for WIC approved foods 
purchases? 

 
• Yes, the same courtesies given to other customers must be extended to WIC participants 
• Any cost savings should be deducted from the total purchase price entered on the CVC or 

WIC checks 
• WIC participants should not receive any cash in exchange for the use of the cents-off 

coupons or the customer discount card 
• Participants are allowed to participate in “Buy One and Get One Free” type promotions 

without charging the WIC Program for the free item(s). 
 
 
1007. WIC Participants as Employees 
 
What should you do if an employee at your store is also a DC WIC participant wanting to redeem 
their WIC checks? 
 

• Inform employees that they may not process their own WIC checks during check-out 
• Ensure that another cashier processes the employee’s WIC checks 
• Ensure that all employees are notified of this policy requirement   
• Ensure store management monitors employee activities to verify compliance in this area 

 
 
1008. Servicing Non-English Speaking WIC Participants: 
 
What should you do if a WIC participant experiences a problem in the store and is unable to 
express their concerns to store management? 

 
• Identify the language spoken and, if possible, utilize a store employee who can interpret 

for the WIC participant. 
 

• If the store has access to Language Line services, the employee interacting with the WIC 
participant should use the store’s Language Line information to call an interpreter. 
Language Line interpreters are available 24-hours a day, 7 days a week for language 
interpreting services by phone. 
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1009. Other Frequently Asked Questions 
 

1. Do WIC Participants identify themselves? 
• WIC participants are instructed to identify themselves. Sometimes they forget! It's a good 

idea to ask customers if they have any coupons, SNAP benefits (EBT card), or WIC 
vouchers before you start to ring up the sale. 

 
2. Where can I find the information to review on the WIC ID folder? 

• The first page contains the WIC participant ID number, name(s), and the signature(s) of 
the participant, parent/guardian, and/or assigned proxy. 

 
3. What is a proxy? 

• A person who is authorized to act for the WIC participant. They may redeem WIC checks 
when indicated. 

 
4. What if a WIC participant or proxy doesn’t have their WIC ID folder? 

• Do not accept any WIC checks. You may not accept any other form of ID from the person. 
 

5. What if a WIC participant signs the WIC check before they come into the store? 
• Do not accept a pre-signed WIC check. The WIC participant or proxy must sign checks in 

your presence. 
 

6. What if the WIC check has food items crossed off and other items written on it? 
• Do not accept the voucher. There should be no handwriting on the voucher before the 

WIC Transaction. 
 

7. What if the signature on the WIC check is not listed in the WIC ID folder? 
• Do not accept the WIC checks. Only a person whose signature is listed in the WIC ID folder 

is 
    authorized to redeem the checks. 

 
8. What if the name and ID number on the WIC checks are not listed in the WIC ID folder? 

• Do not accept the WIC checks. You have no way of knowing if the person with the WIC 
checks is authorized to redeem them. Direct WIC customers to their local WIC clinic to 
have their folder corrected. 

 
9. What do I do if the transaction date is not within the First Day and Last Day to Use dates? 

• Do not accept any checks before the First Day to Use, or after the Last Day to Use 
indicated on the check. 

 
10. How many WIC checks can a WIC participant cash at one time? 

• The WIC participant can cash any number of valid WIC checks at one time. Handle each 
check separately. 

 
11. What if the WIC participant tried to purchase the wrong WIC food items? 

• Do not accept any foods that are not listed on the voucher. 
 

12. Can I allow substitutions for the WIC foods listed on the check? 
• No, the WIC participant can only purchase the WIC foods, in the quantities and package 

sizes, listed on the WIC check. 
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13. Can I give a WIC participant a rain check for WIC foods that are out of stock? 
No. If a WIC participant cashes the check with out of stock WIC foods, they lose those items. 
 

14. What do I do when our store is out of stock of WIC foods? 
• The only thing that you can do is inform the WIC participant of their options:  

o 1) purchase the items listed on the check that are available 
o 2) return to the store when the item(s) is available 
o 3) use the WIC check(s) at another authorized WIC store 

 
15.  What if my store has a special offer, i.e. Buy 1 Get 1 Free or Buy 2 Get 3 Free? 

• If the special offer involves a WIC food, the WIC participant may participate in the offer. 
 

16.  Can a WIC participant use coupons and/or club cards with the vouchers? 
• Yes, a WIC participant can use coupons and club cards. 

 
17. Can a WIC participant exchange WIC food for cash? 

• No, you can not knowingly allow any exchange of WIC food items for cash. 
 

18. What is a cash-value-check (CVC)? 
• A check for a set dollar amount that can be redeemed by the Participant for the purchase 

of fresh fruits and vegetables. 
 

19. What if a WIC participant is cashing more than one CVC at a time? 
• Handle each CVC separately. There should be no exchange of cash between vendors and 

participants redeeming CVCs. 
 

20. What if a WIC participant's purchase goes over the dollar amount listed on the CVC? 
• Vendors must allow for split tender transactions when participants redeem CVCs.  
• Example: If a WIC customer comes to the register with $12.50 worth of fresh fruits and 

vegetables and presents an $9.00 CVC, the cashier would write $9.00 on the CVC and 
collect the remaining $3.50 balance in another form of payment. 

 
21. What if a WIC participant does not use the full dollar amount on the CVC? 

• Participants may choose not to use the full dollar amount listed on the CVC; the cashier 
may encourage the participant to purchase a few more fresh fruits and vegetables. 
 

22. Can I combine a WIC families CVCs together? 
• No. Each cash value voucher is to be handled separately. 
 

23. Can a participant buy bagged fruit/vegetables with the CVC? 
• Yes. Participants may purchase all fresh fruits and vegetables as long as the items do not 

come with dips or dressings. 
 

24. Why can’t I call the WIC clinic nearest to my store and ask them questions? 
• WIC staff do not have any authority to deal with vendor service issues.   

 
25. Who do I call if I have a question or problem? 

• Contact the DC WIC State Agency with any questions or problems.  
• The phone number is 202-442-9397 Or the email is info.vendor@dc.gov 
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1100. Purpose of Vendor Training  
 
All vendor training is designed to provide information on the WIC Program, prevent vendor errors 
and noncompliance, and to improve Program service. All vendors must attend mandatory training 
prior to initial authorization and mandatory annual interactive training sessions during the 3-year 
authorization period. The State Agency will also schedule corrective action training for noncompliant 
or problematic authorized vendors on an as-needed basis and offers technical assistance to 
supplement formal training opportunities 
 
What are the State Agency’s Responsibilities? 

• Provide interactive training prior to a vendor’s authorization (“pre-authorization training”) 
• Designate the date, time, and location of the interactive trainings and the audience 

(managers, cashiers, etc.) for whom the training is directed 
• Document the content of and vendor participation in all forms of vendor training  
• Provide vendors with at least one alternative date on which to attend interactive trainings  
• Provide Annual Training to at least one representative of each vendor 
• Determine the method of vendor training used, regardless of reason for training 
• Terminate any vendor that does not attend training, as scheduled 

 
What are the Vendor’s Responsibilities?  

• Attend vendor trainings, as scheduled by the State Agency  
• Train cashiers and other staff on Program requirements 

 
DC WIC employs a “train the trainer” model. Every authorized vendor is required to designate at 
least one person to serve as the designated trainer. The designated trainer shall train all cashiers and 
other staff involved with WIC transactions on Program requirements. The vendor or its designated 
trainer will promptly inform employees of changes in the WIC Program, including changes to the 
Authorized Foods List. 
 
How does the State Agency Document the Content of and Vendor Participation in Vendor 
Trainings? 
 
All vendors are required to sign in during in-person trainings, attendance will be taken for virtual 
trainings, and all vendor training materials will be posted to the DC WIC website www.dcwic.org 
under Vendors > Trainings for reference. 
 
What are Acceptable Methods of Training? 
Examples of acceptable methods of vendor training include: 

• Off-site classroom-style train the trainer or manager training 
• On-site cashier training 
• Training videos 
• Training newsletters 
• Virtual web-conference style trainings 

 
See table 11.1, below, for a quick reference on State Agency verse Vendor training responsibilities.  
 
 
 
 

 
 

http://www.dcwic.org/
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1101. Pre-Authorization Training for New Stores 
 
The State Agency will meet with the representatives responsible for managing a store’s operations 
no earlier than two (2) weeks prior to the store’s authorization date. Topics covered during 
authorization training include: 

 
o Description of the WIC Program 
o Review of respective vendor and State Agency responsibilities  
o Information on currently approved DC WIC food items 
o Minimum Stocking Requirements 
o Explanation of procedures for processing CVCs and WIC checks 
o Review of vendor monitoring visits and procedures  
o Explanation of vendor violations 
o Explanation of the vendor sanction system 
o Explanation of fair hearing procedures 
o The authorized list of infant formula distributors, retailers, and wholesalers for 

obtaining WIC infant formula  
o Policy regarding use of incentive items 
o Check revalidation procedures 
o Vendor complaint process 

 
At the time of pre-authorization training, the State Agency will provide access to the following: 
 

o DC WIC Vendor Manual (will be emailed to the store manager) 
o DC WIC Formula Guide 
o Accompanying quizzes (See section 1104) 

 
The State Agency will conduct follow-up trainings every six months (twice) during the first year of 
operations for a newly authorized vendor. Trainings will address problems that have been identified 
or areas in which a new vendor desires further instruction or clarification. 

 
1102. Training of Currently Authorized Vendors: 
 
On-site training and technical assistance for vendors and cashiers is provided during vendor 
monitoring visits, educational buys, or as needed. In addition, the State Agency will use the following 
measures to assure that vendors are knowledgeable and competent in handling CVC and WIC check 
transactions: 

 
o Results from compliance buys and educational visits 
o Results from announced and unannounced monitoring visits 
o Desk audits from monthly overcharges and check error reports 
 

The following lists the level of training provided during the three-year vendor contract period: 

1. Annual mandatory training sessions are conducted for all vendors at the beginning of each 
fiscal year (October). All store attendees are required to sign-in and indicate their job 
position to verify attendance. These trainings typically take place at the State Agency office. 
The following topics are covered during training and monitoring visits: 

 
o Description of the WIC Program 
o Review of respective vendor and State Agency responsibilities 
o Information on currently approved WIC food items 
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o Minimum stocking requirements 
o Explanation of vendor violations 
o Explanation of the vendor sanction system  
o Explanation of fair hearing procedures 
o Procedures for processing redemption of CVC and WIC checks 
o Obtaining infant formula from sources only included in the State Agency’s 

list of approved suppliers  
o Obtaining State Agency approval for incentive items provided to WIC 

participants 
o Vendor claims / revalidations procedures 
o Vendor complaint process 
o Changes to program requirements since last annual training 
o WIC State Agency Initiatives 

 
The following are used to evaluate the effectiveness of vendor training and monitoring: 

o Evaluation forms with training materials 
o Pre/post-tests regarding vendor policies, procedures, and practices 
o Statistical indicators, such as a reduction in check errors 
o Informal feedback from vendors, local agencies, and participants 

 
2. Reauthorization training may be conducted in combination with site visits to individual 

stores, or as group training for store managers. This training will take place in lieu of that 
year’s Annual Training in the month of October. The State Agency will determine which 
approach would be best to meet the needs of the WIC Program. During re-authorization 
training the following will be discussed: 

 
o Vendor’s performance and any problem areas  

(if training is conducted in the store) 
o Changes to the authorized foods list 
o New or revised WIC policies and procedures 
o New program emphasis or projects affecting vendors 
o Corrective action results 
o Minimum stocking requirements 
o Vendor sanction system 
o Vendor complaint process 
o Revalidation procedures 
o CVC and WIC check transactions 
o Changes to program requirements since the last training 
o DC WIC State Agency initiatives 

 
 
 
 
 
 
 
 
 
 
 
 



 
DC WIC Vendor Manual 1100. Vendor Training 
  

February 2021   4 

1103. Consequences for Missing a Training Session 
 
What happens if a vendor fails to attend a training session? 

If it is a… … Then the State Agency will… 
Pre-authorization training 

Or 
Mandatory annual training 

Or 
Corrective action training 

Allow the vendor to attend training on an 
alternative date 

An alternative date for Pre-authorization 
training 

Deny the vendor WIC authorization for failure 
to meet vendor eligibility criteria 

An alternative date for Mandatory annual 
training 

Terminate the vendor for failure to remain in 
compliance with the Vendor Agreement 

An alternative date for Corrective action 
training 

Terminate the vendor for failure to remain in 
compliance with the Vendor Agreement 

 
 
1104. Mandatory Cashier Training: 
 
State Agency staff will conduct mandatory cashier trainings if a store exhibits chronic problems with: 

• CVC or WIC check transactions (for example: increased number of check errors / rejections) 
• High turnover of cashiers 
• Designation as a high-risk store for two consecutive quarters within a fiscal year 

 
Prior to being authorized for a new contract period, stores that have been designated high risk for 
three or more quarters (out of eight quarters) will be required to receive cashier training for all staff 
responsible for handling CVC and WIC checks. 

 
1105. Assessments: 
 
Currently, only cashiers who receive individual corrective-action training from store managers, or 
store-wide cashier training from the State Agency, are subject to training assessments. Assessments 
are open-book style. Trainees are encouraged to fill out paper versions of the assessments during 
training before taking the quiz on-line at www.dcwic.og under Vendor > Trainings.  
 
• Quiz 1: WIC Foods and Standard Contract Infant Formulas  

o To be administered to all store personnel responsible for processing DC WIC Checks  
o This quiz will reinforce information regarding WIC Foods and Formulas 
o  See Form 9 – Quiz 1 

 
• Quiz 2: Processing WIC Checks / Customer Service  

o To be administered to all store personnel responsible for processing DC WIC checks  
o This quiz will reinforce information on providing excellent customer service to WIC 

Participants, and test understanding of processing WIC transactions 
o See Form 10 – Quiz 2 

 
The online quiz scores will immediately be routed to the State Agency. The passing score for each 
quiz is 85%. Store managers must keep a log of cashier’s scores. Cashiers who do not pass each quiz 
will have seven (7) days in which to take the quiz(zes) again and must receive a passing score.   
 
 

http://www.dcwic.og/
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Table 11.1 Training Quick Reference  
 

State Agency Provided Training  Vendor’s Responsibility Training  
Annual Training:  
• October 
• Mandatory 
 
Reauthorization Training:  
• October of first year in authorization cycle  
• Mandatory 

 
As-needed trainings: 
• Pre-authorization training 

o Before a new store may start to 
accept WIC checks 

• Follow-up training  
o 6 months after pre-authorization 

training  
• Cashier trainings  

o When a store has been designated 
high-risk 3 (or more) of 8 quarters  

o State Agency will hold mandatory 
training for all store cashiers  

New-hire training for cashiers: 
• Cashiers should be trained on WIC program 

policies and procedures during their 
onboarding staff training  

 
As-needed trainings: 
• Training all store personnel who interact 

with WIC customers after store manager or 
responsible trainer receives training on 
updated policies and procedures 

o Includes communications from 
State Agency such as memos, 
quarterly newsletters, “office 
hours”, etc.   

• Training individual cashiers who have been 
identified as needing additional training 
through monitoring visits and/or 
participant complaints 

 
 



 

 
 



  Vendor Application: 1a 

Created February 2021 

New Store Onboarding Checklist 

Welcome on your journey to becoming a DC WIC authorized vendor! Please check off the following 
items as you pursue DC WIC authorization, to help keep track of the process and paperwork involved. 

Application Process: 

1. Review the vendor selection criteria and expectations of WIC authorized vendors (see page 2) 
2. Complete the DC WIC Vendor Application Package: 

a. Application  
b. Store Information Sheet 
c. Pharmacy Price List (Not applicable to stores without pharmacies) 

3. Submit the DC WIC Vendor Application Package materials by email to info.vendor@dc.gov  
a. Attach the store’s most recent state health inspection certificate  
b. Provide a copy of the store’s business license  

4. The State Agency will review the application package within 60 days of receipt, and will request 
more information as needed.  

5. Determination from the State Agency – 
a. If application preliminarily approved - the State Agency will send: 

i. Preliminary Vendor Agreement - indicates store’s assigned vendor peer group 
ii. Food Price List  

iii. Minimum Stocking Requirements Checklist – your store is expected to stock 
items to standard levels before the pre-authorization visit.  

Complete documents and return to info.vendor@dc.gov. See “New Store Authorization” 
below, for next steps.   

b. If application denied - the State Agency will inform you if, and for what reason, your 
application was denied. You may accept this result, or request a fair hearing.  

New Store Authorization: 

Once your signed Vendor Agreement has been received, the State Agency will schedule a time to 
complete the authorization process. The following steps will take place 1-2 weeks before your store 
opens, or as close to the start of WIC authorization as possible (for stores already operating). These 
steps include the following action items: 

1. New store authorization training for Staff – The State Agency will provide training on WIC 
policies and procedures, including how to transact Cash Value Checks and WIC checks.  

2. Pre-authorization visit – The State Agency will review stocking standards and verify shelf prices; 
provide shelf labels, WIC posters, WIC Folder & Food Lists, and the vendor’s unique DC WIC 
vendor stamp.  

3. Place labels next to WIC-approved food items, WIC Folder & Food Lists next to cash registers, 
and WIC-Authorized posters in your store where the public can see them. 

4. Start selling to WIC Customers!  

 

mailto:info.vendor@dc.gov
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  Vendor Application: 1a 

Created February 2021 

DC WIC Vendor Selection Criteria, and Expectations: 

• Be located in a fixed, permanent retail establishment 
• Be open for business a minimum of six days or 48 hours per week 
• Have a valid business license  
• Be SNAP authorized, with a valid SNAP identification number 
• Have a valid Public Health permit and maintain the store in a clean and sanitary condition  
• Ensure that mechanical refrigerated areas are maintained at a temperature at or below 40 

degrees Fahrenheit 
• Meet all local, state and federal requirements, including sanitation and building code regulations, 

and remain in good standing in their jurisdiction 
• Pharmacies: stock (or be able to retrieve) all special infant formulas on the DC WIC Formulary  

o Pharmacies are expected to be able to provide a participant with special formula within 
48-hours of their request 

• Grocers: stock all categories of WIC-Approved foods and standard contract infant formulas 
o Grocers are expected to fulfill the Minimum Stocking Requirements for DC-WIC 

Approved food items prior to their WIC authorization  
o Grocers are expected to be able to obtain standard contract infant formula within 24-

hours, if out of stock 
• Purchase infant formulas from a manufacturer, distributor, wholesaler and/or retail store who is 

approved by the DC WIC State Agency Provide competitive prices for WIC foods and formulas, as 
determined by the DC WIC State Agency 

• Display no conflict of interest between the WIC State and Local agencies and the vendor  
• Hold no outstanding fines or penalties to the State Agency  
• Comply with all required corrective and financial actions identified from previous WIC authorization 

from any USDA FNS program 
• Not have a conviction or civil judgement entered against them or any current owners, officers, or 

managers for fraud, antitrust violations, embezzlement, theft, forgery, bribery, falsification or 
destruction of records, making false statements, receiving stolen property, making false claims, 
and/or obstruction of justice  

• Not be disqualified from participation in any other FNS Program, or paying a monetary penalty for 
abuse of such a program 

• Ensure that employees whose responsibility will include WIC checks do not have a history of WIC 
and/or SNAP violations 

Once authorized, vendors must maintain compliance with the above criteria at all times. Authorized 
vendors must also meet the following additional operating criteria while on the Program: 

• Meet the competitive price criteria within the same peer group based on WIC redemptions 
• Meet the annual sales requirement indicated by their peer group placement 
• Derive less than 50% of their annual revenue from the sale of WIC food items 
• Ensure authorized representatives attend all mandatory trainings scheduled by the State Agency  
• Participate in the WIC Program’s automated clearing house (ACH) process for the handling of 

reimbursements for returned CVCs and WIC Checks  
• Comply with the terms of the Vendor Agreement, State and Federal WIC Program rules, 

regulations, policies, and applicable laws governing the Program. 
 

This institution is an equal opportunity provider.  
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Current Vendor, New Store Onboarding Checklist 

Before considering a request to add a new store to a vendor’s portfolio, the vendor should ensure their 
new store meets the following requirements. 

DC WIC Specification Requirements: 

(  ) Store hours - open for business a minimum of six (6) days per week 

(  ) No outstanding fines or penalties owed to the State Agency by the overhead organization 

(  ) No criminal history for at least six (6) years among store’s ownership or managers  

(  ) Acknowledge minimum annual sales expectations: (  ) Grocers – $20,000 (  ) Pharmacies - $1,000 

(  ) Shelves contain the minimum stocking requirement for the vendor’s assigned peer group 

• All stores on one Vendor Agreement will be in the same vendor peer group

  (  ) Prices must be within range of Competitive Price Criteria among other vendors in peer group 

  (  ) Pharmacies are expected to provide special formulas within 48 hours of request (if applicable) 

 (  ) Grocers are expected to produce out-of-stock standard formulas within 24 hours, if requested 

------------------------------------------------------------------------------------------------------------------------------------------ 

If the vendor feels their new store meets the above requirements, the vendor can move forward with 
applying to add a new store to their approved Vendor Agreement.  

6 weeks before store opening: 

Send to the State Agency via info.vendor@dc.gov: 

(  )  Completed Store Information Sheet, including store’s SNAP authorization number    

(  )  Most recent state health inspection certificate  

(  )  Food Price Listing and Pharmacy Price Listing, as applicable  

 (  )  Expected opening date 

 (  )  Request for DC WIC Shelf Labels 

 (  )  Date(s) available for State Agency vendor training 1-2 weeks before open date 

1-2 weeks before store opening:

 (  )  State Agency will perform on-site monitoring visit to review minimum stocking levels and prices 

 (  )  Host on-site State Agency WIC vendor training for staff  

- At this time, the State Agency will provide the WIC poster(s), WIC Folder and Food lists to be
maintained at each cash register, and the vendor’s DC WIC stamp

This institution is an equal opportunity provider. 
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                                                Minimum Stocking Requirements                     Vendor Manual Form 4a 
        Medium and Large Peer Groups 

   
Minimum Stocking Requirements   January 2021 

This list provides minimum stocking levels for WIC-approved foods that DC WIC medium and large 
vendors must have on the shelf. Vendors are encouraged to stock more than what is detailed here, if 
possible, to provide WIC customers with additional options. See section 600 of the Vendor Manual for 
more details, including important information on product specifications and approved brands. 
 

 Food Item Brand / Type  Size Minimum Stock Check 
Cow’s Milk 
 

May also stock 2% milk and 
buttermilk for WIC customers 

Any brand; whole milk   Gallons, 
½ gallons, 
Quarts 

4 gallons total, at least 1 
quart 

 

Any brand; reduced-fat (1%) 
or non-fat (skim) 

8 gallons total; at least 1 
quart 

 

Lactose/Lactaid-Free Milk  
 

May also stock 2% for WIC 
customers 

Any brand; whole milk   Gallons,  
½ Gallons 

2 gallons total  

Any brand; reduced-fat (1%) 
or non-fat (skim) 

4 gallons total  

Soy Milk  Approved brands  ½ gallons 
Quarts  

7 ½ gallons and 7 Quarts 
2 varieties  

 

Evaporated Milk  Any brand 12-oz  1 variety; 8 cans  
Powdered or  
UHT Milk  

Any brand 3-qt or 5-qt; &/or 
8.45-oz cartons 

1 variety; 4 containers  

Cheese  
        *Not individually wrapped > 

Any brand – blocks, cubes, 
shredded, or sliced* 

8-oz or 16-oz  2 varieties; 8-lb total  

Tofu  Approved brands  8-oz to 16-oz 1 variety; 5 packages   
Plain Yogurt  Any brand; low-fat or non-fat  32-oz 2 varieties; 5 packages   
Juice – Shelf Stable  Approved brands 48-oz  2 varieties; 10 containers   

64-oz  2 varieties; 10 containers  
Juice – Frozen  Approved brands 11.5-oz or 12-oz 2 varieties; 10 containers  

16-oz 2 varieties; 10 containers  
Cereal  Approved brands 8-oz to 36-oz 4 varieties cold; 1 variety hot 

25 packages total  
 

Brown Rice / Barley  Any brand  16-oz 1 variety; 10 packages   
Whole Oats Approved brands 16-oz  1 variety; 5 packages   
100% Whole Wheat Bread Approved brands 16-oz  2 varieties; 8 loaves  
Whole Wheat Pasta Approved brands 16-oz 2 varieties; 8 packages  
Whole Wheat Tortillas Approved brands 16-oz 2 varieties; 8 packages  
Peanut Butter Any brand 16-oz to 18-oz 2 varieties; 12 jars  
Dried Beans + Peas Any brand  16-oz 3 varieties, 10 packages  
Canned Beans Any brand 15-oz to 16-oz 2 varieties, 10 cans  
Eggs – Grade A White  Any brand; Medium or Large 12-ct (1-dozen) 1 variety; 12 packages   
Canned Fish  Any brand; chunk-light tuna  5-oz to 6-oz 3 varieties, at least 60-oz  

Any brand; pink salmon 14.75-oz  
Any brand; sardines  3.75-oz  
Any brand; mackerel  15-oz 

Fresh Fruits + Vegetables Any brand Any 2 varieties of each; 16-lb  
Frozen Fruits + Vegetables Any brand Any 2 varieties of each; 16-lb  
Canned Fruits + Vegetables Any brand Any 2 varieties of each; 30 cans  
Dried Fruits + Vegetables  Any brand  Any 2 varieties of each; 3-lb  
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        Medium and Large Peer Groups 

   
Minimum Stocking Requirements   January 2021 

Infant Products: 
 

Food Item  Brand  Sizes Minimum Stock Check 
Infant Fruits  Any  4-oz jars / twin packs   2 varieties; 32 jars 

 
 

Infant Vegetables Any  4-oz jars / twin packs 2 varieties; 32 jars 
 

 

Infant Meats Any  2.5-oz jars 2 varieties; 16 jars 
 

 

Infant Cereal Any  8-oz containers 3 varieties; 8 containers 
 

 

 
Infant Formulas: 
 
It is imperative that DC WIC Vendors stock an adequate inventory of infant formula to fully transact all 
WIC checks presented. Infant formula is an integral part of an infant’s diet and is chosen for specific 
dietary needs.  
 
  

Contract Formulas Sizes Minimum Stock Check  
Similac Advance OptiGrow 12.4-oz powder cans 18 cans  

13-oz concentrate cans 24 cans  
32-oz RTU bottles 6 bottles  

Similac Soy Isomil 12.4-oz powder cans 12 cans  
13-oz concentrate cans 6 cans  
32-oz RTU bottles 6 bottles  

Similac Sensitive 12.5-oz powder cans  18 cans  
32-oz RTU bottles 6 bottles  

 
Please note: 
 
Many of the products listed above have specifications on issues such as added sugars, sodium, etc. 
Please see the WIC Folder & Food List, or section 600 of the vendor manual, for detailed information as 
to what type of each product is allowed. Two examples:  
 

• Peanut butter can be creamy, crunchy, chunky, or natural; low –fat, reduced-fat, or reduced-
sodium. Peanut butters may not contain added jams, jelly, honey, marshmallow, chocolate, or 
omega-3’s. Organic peanut butter nor peanut “spread” are allowed. 
 

• Infant Cereals need to be in varieties of oatmeal, rice, and multi-grain; should be plain, 
unflavored, and not contain any fruit, formula or DHA. Varieties of infant cereal packaged in jars 
or cans are not allowed.  
 

 
This institution is an equal opportunity provider.  
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Minimum Stocking Requirements Checklist 

Small Vendor Peer Group 

Minimum Stocking Requirements April 2021 

This list provides minimum stocking levels for WIC approved foods that DC WIC small vendors must have 
on the shelf at all times. Vendors are encouraged to stock more than what is detailed here, if possible, to 
provide WIC customers with additional options. See section 600 of the Vendor Manual for more details, 
including important information on product specifications and approved brands. 

Food Item Brand /Type Sizes Minimum Stock Check 
Cow’s Milk Any brand – whole milk Gallons,   

½ gallons, quarts 
1 variety, 2 gallons total  

Any brand - 1% / skim 1 variety, 4 gallons total 
Lactose/Lactaid Free Milk Any brand – whole milk Gallons,   

½ gallons, quarts 
1 variety, 2 gallons total 

Any brand – 1% / skim 1 variety, 4 gallons total 

Soy Milk Approved brands ½ gallons, quarts 4- quarts AND 4 - ½ gallons
At least 2 varieties

Evaporated Milk Any brand, any fat % 12-oz 1 variety, 4 cans 
Powdered OR 
UHT Milk 

Any brand 3-qt or 5-qt; &/or
8.45-oz cartons

1 variety, 4 containers 

Cheese 
*not individually wrapped > 

Any brand – blocks, cubes, 
shredded or sliced* 

8-oz or 16-oz 2 varieties, 4lb total 

Tofu Approved brands 8-oz to 16-oz 1 variety, 2 packages 
Plain Yogurt Any brand; low-fat or non-fat 32-oz 1 variety,  4 containers 
Juice –  Shelf Stable Approved brands 48-oz 1 varieties, 3 containers 

64-oz 1 varieties, 2 containers 

Juice – Frozen Approved brands 12-oz 1 varieties, 3 containers 
16-oz 1 varieties, 2 containers 

Cereal Approved brands 8-oz to 36-oz 3 varieties cold; 1 variety hot 
At least 72-oz total  

Brown Rice / Barley Any brand 16-oz 1 variety, 4 packages 
Whole Oats Approved brands 16-oz 1 variety, 3 packages 
100% Whole Wheat Bread Approved brands 16-oz 1 varieties, 4 loaves 
Whole Wheat Pasta Approved brands 16-oz 1 variety, 4 packages 
Whole Wheat Tortillas Approved brands 16-oz 1 varieties, 4 packages 
Peanut Butter Any brand 16-oz to 18-oz 2 varieties, 6 jars total 
Dried Beans + Peas Any brand 16-oz 2 varieties, 2 packages 
Canned Beans Any brand 15-oz to 16-oz 2 varieties, 10 cans 
Eggs – Grade A White Any brand; Med or Large 12-ct (1 dozen) 1 variety, 3 packages 
Canned Fish Any brand; Chunk light tuna 5-oz to 6-oz 2 varieties canned fish, 

30-oz totalAny brand; Pink Salmon 14.75-oz 
Any brand; Sardines 3.75-oz 
Any brand; Mackerel 15-oz

Fresh Fruits/Vegetables Any brand Any 2 varieties of each; 8-lb total 
Frozen Fruits/Vegetables Any brand Any 2 varieties of each; 8-lb total 
Canned Fruits/Vegetables Any brand Any 2 varieties of each; 14 cans 



Vendor Manual Form 4b 
Minimum Stocking Requirements Checklist 

Small Vendor Peer Group 

Minimum Stocking Requirements January 2021 

Infant Products: 

Category Brand Sizes Minimum Stock Check: 
Infant Fruits Any 4-oz jars

4-oz twin packs
2 varieties, 16 jars 

Infant Vegetables Any 4-oz jars
4-oz twin packs

2 varieties, 16 jars 

Infant Meats Any 2.5-oz jars 2 varieties, 16 jars 

Infant Cereal Any 8-oz containers 2 varieties (1 must be rice), 
4 containers 

Infant Formulas: 

It is imperative that DC WIC Vendors stock an adequate inventory of infant formula to fully transact all 
WIC checks presented. Infant formula is an integral part of an infant’s diet and is chosen for specific 
dietary needs.  

Contract Formulas Product Description Minimum Stock Check 
Similac Advance OptiGrow 12.4-oz powder 15 containers 

13-oz concentrate 24 containers 
32-oz RTU bottle 6 containers 

Similac Soy Isomil 12.4-oz powder 10 containers 
13-oz concentrate 12 containers 

Similac Sensitive 12.5-oz powder 10 containers 

Please note: 

Many of the products listed above have specifications on fat content, added sugars, sodium levels, etc. 
Please see section 600 of the Vendor Manual (“Minimum Stocking Standards”), or the Approved Product 
Listing, for detailed information on product specifications and restrictions for products allowed by the 
DC WIC Program.  

Two examples: 

• Peanut butter can be creamy, crunchy, chunky, or natural; low –fat, reduced-fat, or reduced-
sodium. Peanut butters may not contain added jams, jelly, honey, marshmallow, chocolate, or
omega-3’s. Organic peanut butter nor peanut “spread” are allowed.

• Infant Cereals need to be in varieties of rice and oatmeal or multi-grain; should be plain,
unflavored, and not contain any fruit, formula or DHA. Varieties of infant cereal packaged in jars
or cans are not allowed.

This institution is an equal opportunity provider. 
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Vendor Manual Form 6

Government of the District of Columbia 
Department of Health  

WIC State Agency 
VENDOR COMPLAINT FORM REGARDING PARTICIPANTS 

USDA has mandated that all WIC State Agencies have established procedures designed to control participant 
violations. Participant sanctions can be applied for participant violations and may include disqualification from the WIC 
Program for a period of up to one year. All vendor complaints lodged against participants are handled by the State Agency 
Vendor Manager, who along with the participant’s local agency staff investigate the complaint and will impose sanctions when 
applicable.  

DATE of Complaint: _________________________________  TIME of Complaint ______:_______ (am / pm) 

Participant’s Information:
Participant’s Name (Last, First) _______________________________________ WIC ID. #: __________________________________
Name of Authorized Rep: ___________________________________ Name of Proxy: _________________________
Local Agency Name/Code: ________________________________________________________________________________________

Participant’s Information: 
Participant’s Name (Last, First) __________________________________   WIC ID. #: __________________________________ 
Name of Authorized Rep: ______________________________________   Name of Proxy: ______________________________ 
Local Agency Name/Code: ____________________________________________________________________________________ 

Vendor’s Information:  
Store Name: _______________________________________   Store Address: ___________________________________________ 
S tore’s Contact Person: ___________________________________   Title: _______________________________ 
Store’s phone#: _________________________________________________ 

Witness(es) of Participant Abuse: (1) _______________________________ (2) ________________________________________ 
Phone #s of Witness(es):  (1) _______________________________ (2) ________________________________________ 

Please check the appropriate participant abuse(s) that occurred in your store: 

[     ] The participant was verbally/physically abusive to store personnel.  Explain: _______________________________________ 
___________________________________________________________________________________________________________ 

[     ] The participant tried to purchase foods not specified on the WIC check.  Indicate Items: ______________________________ 
___________________________________________________________________________________________________________ 

[ 

[ 

[ 

-------------------------------------------------------------------------------- STATE AGENCY FOLLOW UP

Date: _____________________________  STAFF PER SON: ______________________________ 

STATE AGENCY CORRECTIVE ACTION TAKEN: ______________________________________________________ 
___________________________________________________________________________________________________ 

LOCAL AGENCY CORRECTIVE ACTION TAKEN: ______________________________________________________ 
___________________________________________________________________________________________________ 
___________________________________________________________________________________________________ 

Store Managers can submit complaints by 
1. Calling the State Agency at 202-442-9397 
2. Contacting the State Agency via mail at info.vendor@dc.gov 
3. Submitting a complaint through https://www.dcwic.org/file-a-complaint 

This institution is an equal opportunity provider.

[ 

 ] The participant attempted to return WIC food/formula for cash or for non-WIC food items. 

 ] The participant did not understand check redemption procedures and refused to accept assistance from store personnel.  

] The participant tried to redeem WIC checks outside the valid date(s). 

] Other: ________________________________________________________________________________________________



 

Updated April 2021   1 

DC WIC Approved Formula Suppliers 
 

Below are DC WIC approved sources for infant formula inventory. As a DC WIC Authorized vendor, 
infant formula may only be purchased from these sources. Please contact the DC WIC State Agency 
office at info.vendor@dc.gov or call (202) 442-9397 for further information. 
 
Primary Manufacturers and Distributors: 
 
Abbott Nutrition 
3300 Stelzer Road     Website: https://abbottnutrition.com/ 
Columbus, OH 43219-7677                                 Phone: (800) 227-5767 
 
 
Mead Johnson Nutrition 
2400 West Lloyd Expressway  
Evansville, IN 47721-0001 
 
 
Nestle Nutrition 
12 Vreeland Road, Box 697     Website: www.nestlehealthscience.us 
Florham Park, JN 07932-0697     Phone: (800) 422-2752 
 
 
Nutricia North America 
9900 Belward Campus Drive, Ste. 100 
Rockville, MD 20850  
 
 
PBM Nutritionals 
652 Peter Jefferson Parkway, Suite 300   Website: http://brightbeginningssoy.com 
Charlottesville, VA 22911    Phone: (800) 410-9629 
 
 

Other Wholesalers and Distributors: 
Vendor  Address: Phone: 
B-Green Cash & Carry  1300 S. Monroe Street 

Baltimore, MD 21230  
410-539-6134 

Cardinal Health  1120 Commerce Blvd 
Swedesboro, NJ 08085 

301-341-4308 

DC Cash & Carry  2916 V Street NE  
#2910 
Washington, DC 20018  

202-741-9566  

McKesson Drug 4027 Martinsburg Pike 
Winchester, VA 22624 

1-855-358-1900 

Super Valu  8258 Richfood Road 
Mechanicsville, VA 23116 

1-800-256-2800 

 
 

This institution is an equal opportunity provider. 

For Healthcare Professionals 
Website: https://www.meadjohnson.com/pediatrics/us-en/ 
Phone: (800) 457-3550 

Website: http://www.medicalfood.com/ 
Website: http://www.nutricia-na.com/  
Phone: (301) 795-2300 or (800) 365-7354 
 

mailto:info.vendor@dc.gov
https://abbottnutrition.com/
http://www.nestlehealthscience.us/
http://brightbeginningssoy.com/
tel:1-800-410-9629
https://www.google.com/search?rlz=1C1EJFC_enUS852US852&biw=2304&bih=1083&sxsrf=ALeKk032A9GidJfzBfLs8WIaALlFL90ovw%3A1600713500991&ei=HPNoX8n0O6-uytMP0q27IA&q=DC+Cash+and+carry&oq=DC+Cash+and+carry&gs_lcp=CgZwc3ktYWIQAzIECCMQJzICCAAyAggAMgIIADICCAAyBggAEBYQHjIGCAAQFhAeMgYIABAWEB4yBggAEBYQHjICCCY6BAgAEEM6BQgAEJECOggIABCxAxCDAToFCAAQsQM6CggAELEDEIMBEEM6CAgAELEDEJECOgcIABCxAxBDOgcIABAUEIcCOgQIABAKOggIABAWEAoQHlDpngZY5K4GYNSwBmgAcAB4AIABdYgB0AySAQQxMS42mAEAoAEBqgEHZ3dzLXdpesABAQ&sclient=psy-ab&ved=0ahUKEwjJ8vO88vrrAhUvl3IEHdLWDgQQ4dUDCA0&uact=5
https://www.google.com/search?rlz=1C1EJFC_enUS852US852&sxsrf=ALeKk02K3H32Ss1C1fouXLaqh6IHItRhMA:1600713496900&q=McKesson+Clear+Brook,+VA+22624&ludocid=13193946743831551836&lsig=AB86z5V427MJD0VOOhvLPj6BL4qd&sa=X&ved=2ahUKEwjetPq68vrrAhV5kHIEHf7pDh8QoAIwAHoECAsQBA&biw=2304&bih=1083
https://www.meadjohnson.com/pediatrics/us-en/
http://www.medicalfood.com/
http://www.nutricia-na.com/
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