
1.  Request the WIC ID Folder and WIC checks being used during the transac on. The transac on cannot be     
completed without the WIC ID Folder.  

2.  Check the dates. Checks used outside of the “First Day to Use” and “Last Day to Use” dates will not be paid.  

3.  Ring up the items. Sell only what is listed on the check, in the correct amount. Use the current Authorized 
Food List as a guide.  

4.  Say yes to coupons, specials, and discount cards.  

5.  Write the purchase price in the “Pay Exactly” box. If you make a mistake, put a single line through the amount 
and write the correct amount in the box.  

6.  Ask the customer to sign the check. The customer must wait to sign the check un l a er the “Pay Exactly” 
amount is filled in. Unsigned checks will not be paid.  

7.  Compare the signatures on the check and the ID Folder. It should be a reasonable match.  

8.  Give the customer a receipt and return the WIC Folder.  

8 Easy Steps to Comple ng a WIC Transac on 

Processing WIC checks is easy if you:Processing WIC checks is easy if you:Processing WIC checks is easy if you:   

Check the checkCheck the checkCheck the check   

Rely on the food listRely on the food listRely on the food list   

Call if you have ques onsCall if you have ques onsCall if you have ques ons   
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If there is a problem with a shopper’s WIC ID folder or checks,If there is a problem with a shopper’s WIC ID folder or checks,If there is a problem with a shopper’s WIC ID folder or checks,   

please refer them to their local WIC clinic for help.please refer them to their local WIC clinic for help.please refer them to their local WIC clinic for help.   

Formula checks over $250       OR       baby food checks over $20? 

For formula checks, look at: 

Brand 

Size 

Type (powder, ready to 

feed or concentrate) 

There can be 1 or 2 sign-
ers on an ID Folder. If the 
2nd signature line is 
marked out, there is only 
1 valid signer - the Re-
sponsible Adult.  

For baby food checks: 

Did you sell the correct amount? 

(remember 2‐packs = 2 containers) 

Does the check allow baby meats? If 

yes, the check might be just over $20 

STOP 
and 

CHECK AGAIN 


