< BOOKKEEPER’S GUIDE TO WIC

Processing WIC Checks

1. Ensure you are using correct stamp (your Nebraska WIC
Authorized Vendor Number Stamp)

Ensure stamp works well; use black ink

Stamp each WIC check in the “Pay to the Order of” box
Endorse back of each check

Deposit checks for payment

Order new or replacement stamps from your WIC vendor
manager
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Figure 1. Sample WIC fruit and vegetable check.

See page 2 for instructions for dealing with problem checks.



PROBLEM CHECKS

In the case of a problem check, these are the steps to follow.

Problem Action of Vendor

Verify purchase date,

Missing purchase date enter and redeposit

Missing or unreadable Stamp clearly and
vendor ID stamp redeposit
1 1
“Problem checks”

) Invgllq vendor stamp 1. Find transaction
* Missing or altered 2.Locate receipt

| purchase amount | 32.Send check and
 Missing signature o
* Previously presented rece,',f;,t.,gggpdor

at bank :
. : 4. Answer questions
Invalid date 5.Take action as directed

Please remember to include the cash register receipt or an electronic journal entry of the
transaction when sending problem WIC checks to your Local Agency WIC Vendor
Manager. This will help verify what happened at the point of purchase and assist in review
for possible reimbursement. The cash register receipt or an electronic journal entry is
required for all problem WIC checks that are to be reviewed.

As always, if you have any questions about WIC problem checks or WIC in general, please
call your Local Agency WIC Vendor Manager. We are here to help you!
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