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CALIFORNIA WOMEN, INFANTS, AND CHILDREN (WIC) PROGRAM  
 

APPLICATION FOR AUTHORIZATION OF ADDITIONAL VENDOR STORE 
TO VENDOR AGREEMENT 

 
INSTRUCTIONS FOR COMPLETING THE APPLICATION PACKAGE  

 
Informational Materials 
 
The following materials should be reviewed before completing the application package: 
 
• “Instructions on Counting the Number of Registers in Your Store” 
• “How to Verify a California Seller’s Permit Number” 
• “Competitive Prices for WIC Supplemental Food Items” 
• “WIC Authorized Food List Shopping Guide” 
• “WIC Program Policy Regarding Solicitation of WIC Participants”  
• “Preparing for an On-site Inspection” 
• “What is an Acceptable Record of Inventory” 
 
Application Package 
 
Following the instructions and providing accurate information will assist the WIC Program in 
processing your application in a timely manner.  Please refer to the documents listed under 
“Informational Materials” before completing the application package. Submission of an 
application package does not guarantee that your application will be approved. 
 
The required forms listed below must be printed, completed and mailed to the WIC Program.   
 
• “Application for Authorization of Additional Vendor Store to Vendor Agreement” (1 copy for 

each new store) 
• “Stocking Requirement Certification” (1 copy for each new store) 
• “Master Vendor Agreement” (2 copies only) (if applicable) 
• “Addendum to Vendor Agreement” (2 copies for each new store) 
• “Exhibit A” (1 copy for each new store) 
• “Approval of Provision for an Above-50% Vendor to Provide Incentive Items Addendum to 

Agreement” (2 copies only) (optional) 
• “Vendor Training Certification Waiver” (1 copy for each new store) (optional) 
 
If the application paperwork is incomplete or does not meet authorization criteria it will be 
disapproved and returned to you.  Applicants will be given one opportunity to submit any 
missing or incomplete information.   
 
Once the WIC Program has determined that your application package is complete and all 
required documents have been submitted and are correct, it may take up to 90 days from the 
receipt of your completed application package to approve or deny your application.  If the 
WIC Program identifies facts which indicate that you may not be able to comply with WIC 
Program requirements, the application review may take an additional 90 days.  The amount 
of time to complete the application review depends on the number of applications being 
processed and the results from reviewing your application.  Please note that a completed 
application package does not mean that all authorization criteria have been met.   
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1. “Application for Authorization of Additional Vendor Store to Vendor Agreement” 
 

• 
• 

• 
• 

Complete items #1 through #8. 
Complete item #9, “Enter the Number of Registers”.  Please refer to the “Instructions 
on Counting the Number of Registers in Your Store”. 
Complete items #10 through #11. 
Complete item #12, “Enter your valid California’s Seller’s Permit Number”.  Please 
refer to “How to Verify a California Seller’s Permit Number”. 

• Complete item #13, “Enter the date the store passed a City or County health 
inspection”.  You must submit a copy of your valid health permit or a copy of the health 
inspection report indicating that the new store is approved to open and operate. 

• 
• 

• 

Complete items #14 through #18. 
Complete item #19, “Certification”.  Enter signature, printed name, title, and date.  The 
signature must be the sole owner, a partner, corporate officer, or LLC 
member/manager, who has legal authority to contract for the vendor ownership. 
Complete ownership attachment(s) A, B, or C as applicable to your business 
ownership type; and D if applicable.  Enter signature, printed name, title, and date.  
The signature must be the sole owner, a partner, corporate officer, or LLC 
member/manager, who has legal authority to contract for the vendor ownership. 

 
2. “Stocking Requirement Certification” 
 

The “Stocking Requirement Certification” document lists the minimum stocking 
requirements that must be maintained at all times throughout the “Master Vendor 
Agreement” authorization period.  This minimum quantity must always be available for 
purchase on your stores’ shelves.  Participants are able to shop at any WIC authorized 
vendor and may shop at different vendors during the month.  Vendors should be aware 
that participants often select a vendor based on the variety and availability of WIC foods in 
that store.  Therefore, vendors may want to consider their stocking accordingly. 

 
• Review all stocking requirements contained in the “Stocking Requirement 

Certification”. 
• Sign, print name, title, and date the certification document which, upon signature, will 

certify that as of that date the vendor store complies, and will thereafter continually 
comply with the stocking requirements for WIC foods.  The signature must be a sole 
owner, partner, corporate officer, or LLC member/manager, who has legal authority to 
contract for the vendor ownership. 

 
3. “Master Vendor Agreement”, “Addendum to Vendor Agreement”, and “Exhibit A”  
 

• Review all requirements contained in the “Master Vendor Agreement”.  If you currently 
have a “Vendor Agreement” for one store, print the “Master Vendor Agreement”.  If you 
currently have a “Master Vendor Agreement” for multiple stores, it is not necessary to 
print a new “Master Vendor Agreement”. 
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• The “Exhibit A” is incorporated by the “Addendum to Vendor Agreement”.  Complete 
“Exhibit A” by entering the name and address of the store(s) you are applying for 
authorization.  If the new store(s) becomes authorized with the WIC Program, you will 
receive an “Exhibit A” that reflects this store and all currently authorized stores for your 
contract.  

• Enter date and sign both copies of the “Master Vendor Agreement” if applicable.  Enter 
date, printed name, title, and sign both copies of the “Addendum to Vendor 
Agreement”.  Documents must be signed according to the type of ownership as 
follows: 

 
 Sole Proprietorship – signature of owner 
 Partnership/Limited Partnership – ALL partners’ signatures 
 Limited Liability Company – two members’ or managers’ signatures 
 Corporation – two corporate officers’ signatures 

 
• Submit 2 copies of the “Master Vendor Agreement” if applicable.  Submit 2 copies of 

the “Addendum to Vendor Agreement” for each new store.  Submit 1 copy of “Exhibit 
A” for each new store.  One copy of each document will be returned to you if your 
application is approved. 

 
4. “Approval of Provision for an Above-50% Vendor to Provide Incentive Items 

Addendum to Agreement” (optional) 
 

• If you do not expect that more than 50 percent of this vendor store’s annual food sales 
will be from food instruments, you do not need to review or complete this “Addendum 
to Agreement”. 

• If you expect, or the WIC Program determines that, more than 50 percent of this 
vendor store’s annual food sales will be from food instruments and you wish to provide 
authorized incentives to participants you must have a signed and approved “Approval 
of Provision for an Above-50% Vendor to Provide Incentive Items Addendum to 
Agreement” on file.  Please review all requirements in this Addendum to Agreement, 
enter date, printed name, title, and sign both copies according to the type of ownership 
as follows: 

 
 Sole Proprietorship – signature of owner 
 Partnership/Limited Partnership – ALL partners’ signatures 
 Limited Liability Company – two members’ or managers’ signatures 
 Corporation – two corporate officers’ signatures  

 
• Submit 2 copies.  One copy will be returned to you if your application is approved. 

 
5. “Vendor Training Certification Waiver” (optional) 

 
If a representative of the business ownership attended interactive vendor training class 
within the past three years, and successfully completed the test, you have the option of 
either training your own staff on WIC Program requirements or having staff from the new 
vendor store attend an interactive vendor education class.   
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If you choose to train your own staff on WIC Program requirements, you will need to 
complete the “Vendor Training Certification Waiver” form.  This will fulfill the mandatory 
vendor training requirement for the new store and exempt you from attending training at 
this time.  Be sure to include your vendor contract identification number and the vendor 
ownership name; a name of an individual who attended the interactive vendor education 
class and the date of that class; the name and address of the additional vendor store; and 
the date you provided training to the new store and the name(s) of the individual(s) who 
attended your training.  Enter your signature, printed name, title, and date.  The signature 
must be the sole owner, a partner, corporate officer, or LLC member/manager, who has 
legal authority to contract for the vendor ownership. 
 
If we do not receive a completed “Vendor Training Certification Waiver” form with your 
application package, or you have not attended and successfully passed an interactive 
vendor education class within the past three years, the new store will be scheduled for a 
vendor training class.  In this case, you will receive a vendor education confirmation letter 
informing you of the date, time, and location of the class.   

 
6. Package Submission 
 

Submit the completed application package to: 
 

CA WIC Program 
Vendor Management Branch 

3901 Lennane Drive 
Sacramento, CA  95834  

 

 
7. On-Site Inspection 
 

You will be notified by the WIC Program of the date your on-site inspection will be 
conducted.  As required by federal regulations, a representative of the WIC Program will 
visit your store and conduct an on-site inspection prior to authorization to ensure that the 
store meets all requirements.  For information on how to prepare for an on-site inspection, 
please refer to “Preparing for an On-Site Inspection".  All prices of WIC authorized foods 
must be posted on the individual items or on the store shelves where the items are 
located.  The WIC Program representative will note WIC food prices on a vendor food 
price survey form.  

 
In addition to noting prices, the WIC Program representative will also note the ratio of WIC 
authorized food items in your store to food items that are not authorized.  This will assist 
the WIC Program in determining whether or not the store is likely to derive more than 50 
percent of its food sales from WIC food instruments. 

 
Note:  The WIC Program does not provide technical assistance or advice on how to 

establish a business. 
 
If you have any questions, please contact your WIC Vendor Consultant directly or call 
(916) 928-8705. 


