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	Purpose
	Describe the types of informational contacts with WIC vendors

	
	

	
	A.
The following are some of the types of informational contacts the local agency vendor manager conducts with the WIC stores.

1.  Application Assessment Visit

a. Which Stores:
All stores submitting a complete vendor application.  See Volume IV, Section B for procedures.

b.  Purpose:

Review inventory levels, verify information on the application, and observe conditions of the store.  See Volume IV, Section B for procedures.

c.  Frequency:
Upon receipt of a complete vendor application.  See Volume IV, Section B for procedures.

d.  Method:

On-site

e.  Documentation:
The visit is documented on the Review Sheet for WIC Vendor Eligibility.  See Volume IV, Section B for additional information regarding documentation.  Record the contacts involved in the vendor assessment process on the Nebraska WIC Vendor Authorization Process Log Sheet and on the Retailer Input Form also.  

2.  Contract Training

a.  Which Stores:
All stores which have been approved for WIC authorization

b.  Purpose:

To provide the vendor with information necessary to know and carry out proper procedures of the Nebraska WIC Program.  See Volume IV, Section C for procedures.

c.  Frequency:         Every two years for stores currently 

participating on the WIC Program and 

throughout the contract period for 

those stores not currently currently participa-

ting on the WIC Program who are 

approved.


d.  Method:
On-site at the local agency or clinic

e. Documentation:  The retailer signs the Record of Attendance form.  This is retained in the vendor's file.  Code this contact on the Retailer Input Form also.  See Volume IV, Section C for additional information regarding documentation.

3.  Informational

a.  Which Stores:
All WIC authorized

b.  Purpose:

Answer questions, to keep the retailer informed

c.  Frequency:
A minimum of twice a year, if no other contacts are made during the year

d.
Method:

On-site, letter, or phone call

e. Documentation:
Code information on the Retailer Input Form and write any additional comments on this form.

4. Training and/or Follow-up

a.  Which Stores:
Stores which have requested training for their employees or stores which need clarification and/or an update on WIC procedures

b.  Purpose:

To clarify and/or update store employees on WIC procedures, so as to reduce problems.  See Volume IV, Section I for procedures.

c.  Frequency:
As needed or as determined necessary by the local agency or State agency

d.  Method:

On-site

e.  Documentation:
Complete the Nebraska WIC Program Vendor Follow-up Report.  The State agency copy of this report should be sent to the State WIC vendor management coordinator as it is completed.  Document the contact on the Retailer Input Form also.   See Volume IV, Section I for additional   information regarding documentation.

5.  Follow-up of a Problem Check

a.  Which Stores:
Those stores which have contacted the agency concerning problem checks

b. Purpose:

To review problem checks to detect errors and to assure vendors of proper payment.  See Volume IV, Section F, for additional information on review of problem checks.
c.  Frequency:
As required

d.  Method:
On-site or through the mail

e. Documentation:
-Record contact information about the problem check on the "Problem Check Log Sheet".  This sheet should be kept in the vendor's file.  See Volume IV, Section F, for additional information regarding documentation.

-If the error was the result of possible participant abuse, discuss with the participant and document in their files.  Refer to Volume V, Section J, for additional information on participant follow-up.

-Follow-up efforts should be made with the vendor for problem checks.  Explain the correct procedures to follow if the situation should occur again.  Hopefully this will eventually lessen the amount of errors made.  Document this contact (letter or on-site visit) on the Retailer Input Form.  If the problem check involved one of the sanctionable violations of the vendor agreement (refer to Volume IV, Section L), complete a Nebraska WIC Program Vendor Follow-up Report.  The State Agency copy of this report should be sent to the State WIC vendor management coordinator-Follow-up efforts should be made with the vendor for problem checks.  Explain the correct procedures to follow if the situation should occur again.  Hopefully this will eventually lessen the amount of errors made.  Document this contact (letter or on-site visit) on the Retailer Input Form.  If the problem check involved one of the sanctionable violations of the vendor agreement (refer to Volume IV, Section L), complete a Nebraska WIC Program Vendor Follow-up Report.  The State Agency copy of this report should be sent to the State WIC vendor management coordinator as it is completed.  Code this contact on the Retailer Input Form.  -If a replacement check is required, indicate on the manual check register as a replacement check, and the name of the retailer.  See Volume IV, Section F for specific instructions on replacement checks.

B.
Suggestions for On-Site Visits

1.  Whenever possible, schedule on-site visits early in the morning.

2.  Attempt to speak with the manager and several cashiers. 
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