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This policy memo is issued to clarify when a Certification Data Form must be printed and kept in a WIC client’s file.

A copy of the Certification Data Form must be printed after every certification visit. The Certification Data Form
must be placed in the WIC client’s file and retained for three years plus closeout.

A Certification Data Form is needed in each file to provide certification information for 1) state auditors; 2) WIC
requirements; 3) backup in the event the computer system is unavailable; and 4) use for data conversion with the
new computer system.

Changes during a certification period such as different address, telephone number or food package changes may
be noted on the printed copy of the most recent Certification Data Form for that client. The old information should
be crossed out and the new information written above/beside it. The staff person who collected the new
information or assigned the new food package should initial and date the change.

As an example, a portion of a Certification Data Form with changes to address and food package made on it is
provided below.
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If you have any questions contact me at 308-865-5616
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