wic program manual WIC 350-10

SECTION: FOOD DELIVERY SYSTEM 5‘,‘;}‘
&S
SUBJECT: Food Instrument Receipt and Distribution WIC
ITEM: Food I ngrument Security and I ntegrity of the Didribution Process
Purpose The purpose of this policy isto comply with federad regulations as it

relates to food instrument (FI) security, the integrity of the distribution
process, and the reporting, reconciling, and proper handling of voided Fls.

Policy Loca agencies shall beresponsiblefor al checkstock received from the
printing contractor until the FIs are either issued to digble participants, or
the checkstock is returned to the printing contractor, or void reports are
completed and voided checkstock and FIs are destroyed. Agencies shal
control and provide accountability for the receipt of checkstock and
issuance of FIsthat are either issued to participants, voided, or returned.

The Sate WIC Branch reserves theright to charge the loca agencies for the
cost of the checkstock or FIsthat are:

e lost by theloca agency,
e stolen from thelocd agency,
e redeemed by indigble persons, or

e otherwise unaccounted for.

Basis for CFR 246.12 (n) —(s), All States M emorandum 02 — 15
policy
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Security
precautions

Limited access

Separation of
duties

January 1, 2006

Locd agencies shal develop procedures to ensure the safe and secure
transportation, receiving, handling and storage of al checkstock, Fls,
laptops and portable printers. They shal ensurethat al thefollowingare
placed in locked storage except when needed for immediate use:

checkstock,

e voided checkstock,
e Fls,

e voided FIs

e portableprinters, and

laptops.
Locd agencies shal store checkstock or Fls:

e separaefromtheprinters, and

e indry storage aress.

Only WIC staff shal have access to locked storage areas. Locked storage
areas should be kept in amanner which provides security and prevents
non-WIC staff and participants from having access to the locked area.

Locd agencies shal ensuretheintegrity of FIs by maintaining aseparation
of duties in checkstock and FI distribution (except as described elsewhere)
as follows:

e Locd agencies shdl ensure theintegrity of the checkstock distribution
process by assigning responsibilities to primary and secondary staff
members. The primary staff member shal be responsible for
checkstock receipt, shipment verification, storage, physica inventory
and reporting. The staff member with secondary responsibility shall
paticipatein the checkstock shipment verification process in the event
of discrepancies or in the absence of the staff member assigned primary
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Separation of responsibility .
duties (cont’d)
e Thestaff person/persons responsible for receipt and verification of
shipments and physica checkstock and/or the preparation of the
voided FI reports shdl not beinvolved in the printing of Fls.

e Locd agency staff shal maintain separation of duties between the
issuing and printing of FIs.

Thefollowingtable provides an example of separate and distinct FI
distribution tasks for required functions.

Staff Person Staff Functions
Person A: Preparesthe FI:
for example, CPA/WNA or Prescribes the Fl, and sends the
Dietitian information to the print list.
Person B: for example, Clerk Printsthe FI:

Sdects from the print list, prints
the FI, and tears off the FI from the

printer.
Person A or B: Distributesthe FI:
for example, Clerk, CPA/WNA, | Obtains the participant signature on
or Digtitian theFl log. GivestheFl tothe
participant.
Automatic Local agencies shall be dlowed an automatic waiver from the “ separation of
wai ver duties” standard if they meet one or both of the following criteria

o therearefewer than three staff members a any gven siteat any gven
time, and

e adisaster, whereit is deemed necessary to waive separation of duties.

Written

waiver If the automatic waiver from separation of duties is used, local agencies

shall put into place acontinuous quality assurance procedure to prevent
fraud and abuse. In order to ensure Fl security, aloca agency shal seect
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Written
wai ver
(cont’d)

Void reports

Document-
ation
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one or more security procedures from the* Acceptable Security Procedures
When Separation of Duties Has Been Waived” list under Appendix
1000-70.

If alocal agency requires awaiver from separation of duties for asite that
is not automaticaly granted such awaiver, thelocal agency shal complete
and submit a Policy Waiver Approva Formto WIC Branch’'s Program
Integrity Unit (PIU). Intheseinstances theloca agency shal first obtain a
written waiver from PIU before implementing the waiver from separation
of duties.

Loca agencies shall generate the Voided FI report and the voided
checkstock report.

e Voided FI ISSreport shal be printed and reconciled by
the close of the next business day for each WIC sitefor Fls
voided in IS Swhether they were voided with or without
re-issuance.

¢ Voided Checkstock 1S Sreport shal be printed when checkstock is
voided a the agency or site.

Checkstock and FI accounting and discrepancy reporting procedures are
outlined in 1SS Job Aids, the IS STraning M anud, and
thelSSSLoca Administration M anud.

Locd agencies shal maintain afile of reconciled voided Fls and voided
checkstock reports for audit purposes. Information on maintaining records
can befound in WPM Section 150-30, “ Program Records: M aintenance of
Joecific Records.” Saff responsible for reconciling voided Fls voided
checkstock shall:

o adhereto the separation of duties policy guidelines, and

e sign and date each report daily after successful reconciliation.
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Destruction of
voided Fls and
check- stock

Periodic
reconciliation
of checkstock
inventory
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Upon completion of avoided Fl or voided checkstock report, it is
recommended that the agency shred the voided Fls or checkstock.
Alternately, the agency may store voided checkstock and Fls in locked
storage until they are destroyed.

Loca agencies shall verify on aquarterly basis that al checkstock
inventory present onsite matches the |S'S generated Checkstock Inventory
report. Theonsite supervisor shal sign and keep on filethereport as
verification that physicd inventory has been done.
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